Seneca Student Federation Local Branch Council
Terms of Reference

1. Purpose

The Board of Directors of SSF (the Board) has established four (4) campus councils, one for each of the King, Newnham,
Seneca@York, and SIA campuses, called the Local Branch Council (LBC). These council aims to advance the Seneca
Student Federation (SSF) objectives on their respective campus. The LBC reports to Central, through the Vice President,
at least once per semester on matters relating to its purpose, its activities, and responsibility.

2. Responsibilities

e The LBC shall have the authority to approve programming expenses up to the limit set in the SSF Operating
Policy.

e The LBC shall be responsible for approving all on-campus event budgets and charters following the Events
Workflow (Appendix A).

e The LBCis tasked with engaging members on their respective campuses to receive feedback and input on the
needs and wants of the members.

e The LBC shall carry out all decisions of the Board and Central and shall have specific powers and duties as
delegated to it from time to time by resolution of the Board.

3. Membership
Each LBC shall consist of the following voting and advisory members:

Voting Members:
e The Vice President (Chair)
e Three (3) Coordinators

Advisory Members:
e SSF President
o The respective Manager, Campus Operations.
e Recording Secretary.

All Voting Members, including their respective positions, shall serve from May 1 to April 30, as determined by the SSF
General Election. Terms may be shortened per the SSF Operating Policy.

4. Meetings
Meetings will follow the same procedures and rules adopted from time to time by the Board.
Frequency: The LBC shall meet at least one (1) time per calendar month.

Quorum: The quorum of the LBC to transact any business shall consist of three (3) Voting Members, one of whom must
be the Vice President.

Decision Making: Questions arising at any meeting of the LBC shall be decided by a majority of votes. Each elected and
appointed voting member present at the meeting is entitled to one vote, and the Chair may have one vote, and in the
event of equality of votes, the motion or resolution is deemed to have failed.

5. Minutes
Recording: The Recording Secretary or delegate shall record the minutes of each meeting. Minutes shall be circulated to

Committee members at least two (2) days before each meeting.

Approved by the SSF Board of Directors: April 24, 2024
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Strategic Planning Stage
Annual directives (centralized
and campus) shall be
established to meet the SSF
Strategic Plan

Outcome: budget and annual
directives (minimum
plan/requirements). Leverage
SSF Survey.

BOD - Budget
Approval

Outcome: BOD approved
Strategic Plan
(budget/annual directives)

Owner: President and ED

lOwner: Campus Managers
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Budget Approval

Preliminary semester budget is
approved by Council at each
semester planning session
(semester budget rather than event
specific)

Preauthorized discretionary limit
established for Manager Campus
Operations

Appendix A

Kick Off - Strategic Plan
Communication: May
Outcome: Share strat. plan, details,
ownership, process and next steps with
Council

Owner: President and ED

Training Semester Planning
Session: May
Outcome: Annual directives/budget +
campus specific events planned and
approved for Summer. (Based on previous
council input/directive).

Annual Directives

Council input on Annual
Directives aligned with
Strategic Plan

Event Charters

Outcome: Event specific
details prepared and
submitted to Council

Execution of Event
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lOwner: Campus Managers

Semester Planning: Aug 1
Outcome: Annual directives/budget +
campus specific events planned and
approved for Fall

Owner: Campus Managers

Semester Planning: Dec 1
Outcome: Annual directives/budget +
campus specific events planned and
approved for Winter

—>

Owner: Campus Managers

Recommendations:
Events Committee - initiated
as needed to meet/review
changing needs. Discuss

Event Charter

Supporting Tools:
Annual Directives
Event Request Form with validating criteria

Escalation process

(information purposes)

Owner: Campus Manager

annual directives, budget
thresholds, etc.

Feedback Survey for strategic planning

Tools/ standards/ expectations for Council to be able to
provide input/request event.

Standardized presentation for semester planning

Semester Planning
Sessions Process

Outcome: Discuss annual
directive/budget and determine
other events. Council to
complete event request form for
any "new" event requests.

Owner: Campus Managers
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Campus Manager responsible for
execution of events
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Council Members are
encouraged to attend
Events in order to interact
with Student body.
(Schedule to be adjusted
accordingly)

Post Mortem

Outcome: Report of event, spending
versus estimated approved budget
and feedback from students.

Owner: Prepared by Campus
Manager and submitted to Council &
ED

Council opportunity to provide
input and/or further
recommendations

—>

If approved semester budget
trending to overspend,
Manager Campus Operations

must inform Council and
request additional funds
and/or make required
adjustments as recommended
by Council
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