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MISSION 
 “In the spirit of Catholic values, we the students strive to enhance the university experience for all 

students of St. Jerome’s University by providing opportunities for growth and development of the whole 

person, outside of the classroom and in the broader community.”  

 

 

PREAMBLE: 
 The Students’ Union (hereinafter “The Union”) is an independent, self-governing student society 

associated with St. Jerome’s University (hereinafter “The University”). The Union operates 

collaboratively, on behalf of its members, with the Administration, and the Faculty and the Staff of The 

University to enhance the overall student experience. The Union serves to represent all St. Jerome's 

registered students who pay Union fees and any other paying members. The Union works to facilitate and 

instill a sense of community within The University, as well as supporting the students of St. Jerome’s 

through scholarships and investments in the community. 

 



 

 

ARTICLE I: DEFINITIONS 

 

Board  
The Board is composed of the nine (9) voting members as outlined in this document, five (5) 

executives and four (4) members at large.  

Community  
All individuals affiliated with St. Jerome’s University.  

Executive 
Collectively or singularly one of the President, Vice-President and Administrative Officer, Chief 

Financial Officer, Human Resources Officer and Public Relations Officer of the St. Jerome’s 

Students’ Union.  

Ex-Officio 
A member by virtue of office, who has a voice and likely voting rights, unless stated otherwise. 

FEDS 
An acronym for the Federation of Students, a governing body affiliated with the University of 

Waterloo.  

Members-at-Large 
Members who have voting rights on the Board, who can be elected with or without previous 

experience, and are not a part of the Executive. 

Observer 
A gallery member at a Union Board meeting who can speak after being yielded to by a member 

of The Union Board. 

Policy  
Refers to any policy statements, documents or principles as ratified and amended by The Union 

Board. 

Referendum  
A vote open to the entire student body of SJU in which the popular vote results in a decision that 

The Union must abide by. 

SJU 
An acronym for St. Jerome’s University. 

Student  
Any person who is registered as a full-time or part-time student at St. Jerome’s University and/or 

pays Union dues.  

Trustee 
An Executive with the power to sign any document, deed, transfer, assignment, contract, cheque, 

certificate or other instruments on behalf of The Union. 

Union 
The St. Jerome’s Students’ Union acting as a representation of the student body of St. Jerome’s 

University. 

University’s Designate  
The employee hired by the St. Jerome’s University Administration who is designated in an 

advising position to The Union. 

UW  
An acronym for the University of Waterloo. 

Voting Members 
Any member who has voting rights on The Union Board. 

 

 

 

 

 



 

 

ARTICLE II: ADMINISTRATION OF THE UNION 
   

2.01     Head Office: Until changed in accordance with this constitution, the head office of The Union 

shall be within the buildings of St. Jerome’s University.  

 

2.02 Financial Year: The financial year of The Union shall end the last day of April, in each and every 

year. 

 

2.03 Execution of Instruments: The Executive shall appoint one (1) additional trustee of The Union (in 

addition to the President and the Chief Financial Officer) who may sign deeds, transfers, 

assignments, contracts, cheques, certificates and other instruments on behalf of The Union. All 

instruments require a minimum of two trustee signatures. In addition, the Executive may from 

time to time direct the manner in which any particular instrument or class of instrument may be 

signed. 

 

2.04 Banking Arrangements: The banking of The Union shall be transacted within the St. Jerome’s 

University Financial department due to Student Liability concerns. This involves having all bank 

transactions approved by the University’s Designate before being processed as outlined in the 

adjoining University Designate Policy.  

  

2.05 Relationship with Administration: The relationship between The Union and The University 

Administration is formalized in a “Memorandum of Agreement” which is reviewed and signed 

annually by the University Designate and two trustees of the Union. 

 

  

 

ARTICLE III: MEMBERSHIP AND TERM OF OFFICE 
  

3.01     Membership of The Union shall be open to all undergraduate students of the St. Jerome’s 

Community who pay Union fees, without regard to race, colour, creed, gender, physical ability, 

sexual orientation, or national origin. 

  

3.02 Voting members of The Union Board are outlined in Article IV below, and were determined by 

forum at the time this constitution was first approved, to be representative of the membership at 

large.  Voting procedures are outlined in the Meetings Procedure document. Only current 

members (at the time of elections) of The Union shall be eligible to qualify for a seat on The 

Union Board, and are required to be enrolled at UW during their tenure. 

   

3.03 Each Executive, Member at Large, Officer, Liaison or Commissioner, having been duly elected 

or appointed in a manner consistent with this constitution shall: 

 

a. Hold office from the earliest point applicable, of: 

i. The turnover date of The Union which normally occurs on May 1 of the calendar 

year in which s/he was appointed or elected; or, 

ii. The day, on which s/he was elected or appointed, should an appointment or election 

happen to take place following the normal turnover date (for example, a by-election). 

 

b. Hold office for the period of one year or until the first of: 

i. The next occurring time of dissolution, normally on April 30 of each calendar year;  

ii. At such time s/he is terminated, dismissed or leaves The Union. 

  



 

 

  
ARTICLE IV: OFFICERS AND DUTIES 
  
Executive Team 
All Executive Officers are eligible to hold a maximum of one position.  These positions are renewable 

once. These officers must be enrolled through SJU or have paid Union fees before electing to have their 

name stand for nomination. They must be prepared to serve a 12-month term.  This term would begin 

after winter elections beginning May 1st of the year they are elected, ending April 30 of the following 

year.  All Executive Officers must have served at least one term on The Union before holding office as an 

Executive. Under the circumstance that there are vacant positions after all current and previous Union 

Board members have been notified, the vacant positions will be opened up to all Union members to hold 

office. Some exceptions may be made to these rules under extenuating circumstances in conjunction with 

the discretion of the University’s Designate.  
 
 
4.01 President 

 
Roles and Responsibilities: 

a. The President is responsible for overseeing The Union. 

b. The President shall be charged with the general management and supervision of the affairs 

and operations of The Union. 

c. The President shall represent The Union officially (in collaboration with the Public 

Relations Officer) and in all dealings with other organizations, corporations, the faculty 

and administration of the University and of the University of Waterloo.  

d. The President chairs The Union meetings and shall be informed of all activities of The 

Union.  

e. As determined by the committees struck by the University, the President shall serve in any 

ex-officio roles.  

f. The President assumes the role of a Trustee, giving them signing power on behalf of The 

Union.  

g. The President is responsible for building a relationship with the University Designate on 

behalf of the Board. 

h. The President shall serve as the chief negotiator for all proposed agreements. 

i. The President is responsible for managing the expectations and deadlines of the Executive 

and Members-at-Large in regards to their actions and work.  

j. The President should be well versed in student governance, and should remain apprised of 

current student events, FEDS politics and campus wide student issues regarding both UW 

and St. Jerome’s University.  

k. The President is responsible for mentorship of the FEDS Liaison Member-at-Large. 

   
 
4.02 Vice-President and Administrative Officer 
 

Roles and Responsibilities: 
a. The Vice-President and Administrative Officer (VPAO) calls Students’ Union meetings 

and is responsible for providing a schedule of regular meetings at the beginning of each 

term based off the school schedules of all its members. 

b. The VPAO is responsible for keeping updated with the President; in the case of an 

emergency the VPAO would assume the President’s role. 

c. In addition, the VPAO may call for unscheduled meetings when deemed necessary by the 

Executive and/or the University’s Designate. 



 

 

d. The VPAO is responsible for multiple administrative tasks outlined in the Voting and 

Meetings Procedure.  

e. The VPAO is responsible for Academic representation and should be the first point of 

contact for aiding students in academic grievances.  

f. When possible, the VPAO shall fill the Senate Seat that is open to any member of the 

Executive Team. 

g. The VPAO must be academically enrolled through SJU. 

h. The VPAO is responsible for the mentorship of the Academic Affairs Liaison Member-at-

Large. 

 
 
4.03 Chief Financial Officer 

  
Roles and Responsibilities: 

a. The Chief Financial Officer (CFO) is responsible for creating an annual budget for The 

Union fiscal year (May 1 - April 30) as outlined in the Budget Procedure document.  

b. Throughout their term, the Chief Financial Officer shall keep full and accurate records of 

all receipts and disbursements of The Union in proper books of accounts.  

c. On behalf of The Union with joint consent from a Union Trustee, the Chief Financial 

Officer will be allowed to make payments, issue cheque requests and reimbursements.  

d. The Chief Financial Officer is the signing authority for all monetary documents and 

decisions in conjunction with one other trustee. 

e. The Chief Financial Officer is the main point of contact for all joint ventures and is in 

charge of all business management in relation to these ventures. 

f. The CFO is responsible for the mentorship of the Business Operations Liaison Member-at-

Large. 

  

 
4.04 Human Resources Officer 

 
Roles and Responsibilities: 

a. The Human Resources Officer (HRO) is responsible for coordinating Fall Elections for the 

Members at Large Positions, as outlined in the Elections procedure. 

b. They are also responsible for coordinating the winter Executive Elections.  

c. If the Human Resource Officer is running for an Executive position, all duties must be 

given to an Elections Officer as elected by the board.  

d. The Human Resources Officer is responsible for coordinating and executing onboarding 

and orientation for new members. 

e. The Human Resource Officer is responsible for the training of all members. This does 

require that they must be familiar with the responsibilities of all positions and how to 

operate these responsibilities. 

f. The Human Resource Officer is responsible for managing the general conduct, non-

performance and conflict resolution of all members, as outlined in policy. 

g. The Human Resource Officer is responsible for coordinating by-elections in the event that 

a Union member resigns or other extenuating circumstances and therefore, their position 

must be replaced for that term.  

 

 

 

 

 



 

 

4.05 Public Relations Officer 

 

Roles and Responsibilities: 

a. The Public Relations Officer (PRO) acts as the external voice of The Union, and shall 

represent all interests of The Union in the larger SJU community.  

b. The Public Relations Officer shall be responsible for informing the larger community of 

the election results and any updates pertaining to The Union.  

c. The Public Relations Officer shall be responsible for any social media outlets and Internet 

presence (this shall usually include The Union Facebook and Twitter page). 

d. The Public Relations Officer is responsible for updating the SJU website with all pertinent 

information as well as email blasts sent to the membership.  

e. The Public Relations Officer is charged with the responsibilities of maintaining 

communication media. 

f. The Public Relations Officer is responsible for creating first drafts of proposals and 

proofreading any other external publications. 

g. The PRO is responsible for acting as a mentor to the Student Affairs Liaison Member-at-

Large. 

  

 

Members at Large 
All members at large must be prepared to serve an 8-month term.  These positions are renewable once. 

Each position can be filled a maximum of once per term. This term would begin after fall elections, 

beginning in the middle of September of the year they are elected, ending April 30 of the following 

year.  These members must be enrolled through SJU or have paid Union fees before electing to have their 

name stand for nomination. These members are elected by the students of SJU following all elections 

procedures. Some exceptions may be made to these rules under extenuating circumstances. 

  

 

4.06 Student Affairs Liaison 

 

Roles and Responsibilities: 

a.  The Student Affairs Liaison shall act as a liaison between the Union Board and any other 

groups that arise in the SJU community allowing The Union to be involved and 

knowledgeable about the activities happening. 

b. The Student Affairs Liaison must build a connection between the Union Board and it’s off-

campus members through strategic initiatives.  

c. The Student Affairs Liaison must work to partner with the University on community 

projects or outreach initiatives.  

d. The Student Affairs Liaison must work to collaborate with the Registrar’s Office to 

support their recruiting efforts with regard to prospective students.  

e. The Student Affairs Liaison shall report to the Public Relations Officer. 

  

 

4.07 FEDS Liaison 

 

Roles and Responsibilities: 

a. The FEDS Liaison will run for the specific position of SJU FEDS Councillor in the Feds 

General Election.  

b. This position will include duties of attending FEDS meetings as well as attending Union 

meetings. Their job is to be the connection between FEDS and The Union.  

c. This member will report to The Union of things happening at FEDS that pertain to The 



 

 

Union, and as well they will inform FEDS of things happening at The Union, if necessary 

while maintaining the level of confidentiality necessary for their position. 

d. This FEDS Liaison shall report to the President. 

  

 

4.08 Academic Affairs Liaison 

 

Roles and Responsibilities: 

a. The Academic Affairs Liaison shall act as a liaison between all academic affairs for the 

University and the Union Board.  

b. The Academic Affairs Liaison shall be the designated member responsible for filling the 

academic committee and senate student vacancies.  

c. The Academic Affairs Liaison shall attend all meetings of said committees and participate 

in all discussions posed, especially those in regards to student academics and interests.  

d. The Academic Affairs Liaison shall report back to The Union at all meetings on the 

progress and happenings of these committees unless said information is confidential. 

e. The Academic Affairs Liaison must be SJU enrolled.  

f. The Academic Affairs Liaison shall report to the Vice-President and Administrative 

Officer. 

  

 

4.09 Business Operations Liaison 

 

Roles and Responsibilities: 

a. The Business Operations Liaison is responsible for the operational management of all joint 

ventures under the supervision of the CFO.  

b. They are a part of the discussions for investment/procurement, and are chiefly responsible 

for the success of these ventures by using business and marketing best practices.  

c. The Business Operations Liaison will provide support to the CFO on all financial tracking 

and management where necessary.  

d. The Business Operations Liaison shall report to the Chief Financial Officer. 

  

 

ARTICLE V: ELECTIONS 
  

5.01    The following positions are elected in the Winter Term preceding their tenure: 

a. President 

b. Vice-President & Administrative Officer 

c. Chief Financial Officer 

d. Human Resources Officer 

e. Public Relations Officer 

  

5.02    The following positions are elected in the Fall Term preceding their tenure: 

a. Leadership Liaison 

b. Committee Liaison 

c. Merchandise and Sponsorship Liaison 

  

 

 

 

  



 

 

ARTICLE VI: FINANCES AND ACCOUNTING 
 

6.01     A complete budget outlining the full year’s expenses and revenues must be approved and passed 

prior to any financial expenditures—normally this is completed at the first official meeting of The 

Union (May). 

 

6.02 The Union’s Fiscal Year will begin May 1 and end April 30 of the preceding year. 

 

6.03 The Chief Financial Officer is required to provide a detailed report indicating expected revenues, 

expenses, operational costs and surpluses/deficits to The Union at the beginning and end of each 

term. 

 

6.04 The Union should at all times operate in a fiscally responsible manner and should at no time 

operate in a deficit or incur debt. 

 

6.05 The Union surpluses are intended to fund major Union expenditures. Monies deemed to be 

surplus cannot be used unless the expenditures meet the following criteria: 

a. Intended to improve student life.  

b. The expenditure has been presented, motioned and passed by The Union. 

c. The option to save surplus over a period of years is allowable if put towards a cause 

that meets both the above requirements.  

 
 
ARTICLE VII: AMENDMENTS 
 
7.01     All amendments to The Union constitution will follow the consultation and approval process 

outlined below: 
a.  A motion will be brought forward before The Union and the proposed amendment(s) will 

be presented in writing and discussed in detail. 

b. An open-session forum will be scheduled by the Vice-President & Administrative Officer 

and Chaired by the President, to allow The Union members an opportunity to further 

review changes, ask questions of clarification and discuss individual concerns regarding 

the amendment(s). A member of the Union Board must be present to document questions 

and concerns. 

c. Approved amendments will be written into The Union Constitution by the Policy & 

Procedure Committee. All approved amendments will appear in the body of the 

Constitution and either supplement or replace Articles, Sections or Subsections. 

  
7.02     The Policy & Procedure Committee, with the guidance of the University’s Designate, will initiate 

an annual review of The Union Constitution. Any amendments will be presented, motioned and 

passed at The Union meeting preceding the dissolution date (April 30). The outgoing President 

will sign the approved Constitution at the final meeting of each Executive Team’s tenure. The 

signatures will signify the most current, working version of The Union Constitution. 

 



ARTICLE X: EFFECTIVE DATE 

This constitution comes into effect when passed by the St. Jerome's Students' Union. 

PASSED by the me bers of the Union and signed this 23 of September 2013. 

President, Students' Union 

1~- ~V~ 
Viceresident & Administrative Officer, 
Students' Union 

Chief Financial Officer, Students' Union 

Date 

5ep 23 12013 
Date 

~Ej  I  0i 23/L3 
Date 

Øic 	r- 
Human Resources Officer, Itudents' Union 

bons 
Off 	

ntq'  Union 

WITNESS: 

Students' Union Affiliated Member 

Date 

Date 

Sft. Z3//3 
Date 
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