
 

 

 

 
 

Operational Guidelines of the Norman 
Paterson School of International Affairs 
Students’ Association 
 
Preamble 

Recognizing the transient nature of the Norman Paterson School of international 
Affairs Students’ Association, these Operational Guidelines suggest practices to 
improve the effectiveness and efficiency in fulfilling the Student Association’s 
mandate.  

*** 

Article I. Name 

Section 1: The name of the organization shall be “Norman Paterson School of 
International Affairs Students’ Association”, hereafter referred to as “NSA” or 
“NPSIA Students’ Association”.  

Article II. Mandate 

Section 1: The mandate of the NSA shall be to serve students of the Norman 
Paterson School of International Affairs by fostering an environment where 
students can thrive academically, socially, and professionally. 

Section 2: The Executive Council shall fulfil the mandate as set out in Article II (1) 
by liaising with NPSIA students, faculty, and administration, and through the 
planning and implementation of academic, social, and professional events.  



Article III. Interpretation 

Section 1: Interpretation of these Operational Guidelines shall be the sole 
responsibility of those General Members who are present for the General 
Election at the beginning of the new NSA term as defined in Article VI (2) 
 

*** 

Article IV. Membership 

Section 1: All NPSIA students at the Masters and PhD levels are General 
Members of the NSA by virtue of admission to NPSIA. 

Section 2: Any General Member may opt out of membership in the NSA by 
submitting the decision to the Executive Council in writing.  

Section 3: The officers, as delineated in Article V, and as determined at the 
General Election of the NSA, shall make up the Executive Council. Officers are 
also General Members.  

Article V. Officers 

Section 1: All officers of the NSA shall conduct themselves in a manner 
consistent with the mandate as set out in Article II.  

Section 2: The NSA shall have the following officers in the following quantities: 
two Co-presidents, two Carleton Graduate Student Association (GSA) 
Representatives, one Treasurer, and one Secretary. The NSA may, per Article VI 
(9), have as many vice-president positions as determined at the General 
Election. 

Section 3: Nothing in these Operational Guidelines precludes the Executive 
Council from creating other officer positions to meet the needs of the NSA. 

Section 4: Officers shall collectively be responsible for ensuring that the mandate 
of the NSA, as set out in Article II, is fulfilled. The specific duties of each officer 
shall be as follows: 

a. The Co-presidents shall have co-signing authority on behalf of the NSA, 
and shall be responsible for: 

i. determining the NSA’s direction for the ensuing term; 
ii. calling Executive Council meetings; 
iii. chairing Executive Council meetings; 



iv. determining frequency, structure, and general organization of 
Executive Council meetings; 

v. monitoring attendance, participation, and conduct of officers of the 
Executive Council; 

vi. attending faculty meetings; 
vii. liaising with the Director of NPSIA; 
viii. working with the Treasurer to monitor, raise, and distribute financial 

assets; and, 
ix. assisting with the general administration of the NSA. 

b. The Secretary shall be responsible for: 
i. calling Executive Council meetings; 
ii. creating and distributing Executive Council agenda; 
iii. taking minutes at Executive Council meetings;  
iv. facilitating internal NSA communications; 
v. communicating with the General Membership in tandem with the 

Public Relations Committee; and, 
vi. performing administrative tasks as needed. 

c. The Treasurer shall have co-signing authority on behalf of the NSA, and 
be responsible for: 

i. tracking all NSA revenue streams and financial assets; 
ii. maintaining and reporting a monthly budget on behalf of the 

Executive Council; 
iii. distributing financial assets in tandem with the Co-presidents. 

d. The GSA Representatives shall be responsible for: 
i. attending GSA meetings; 
ii. reporting the activities and decisions of the GSA Council to the 

Executive Council; 
iii. representing the views of the NPSIA student population at GSA 

meetings; and, 
iv. making voting decisions that are consistent with the views of the 

Executive Council. 
e. Vice-presidents (VPs) shall be responsible for: 

i. facilitating activities relating to each VP’s respective committee 
affiliation; 

ii. reporting to the Executive Council on activities for which their 
committee is responsible; and, 

iii. assisting in NSA activities as needed. 

Section 5: Nothing in these Operational Guidelines precludes the Executive 
Council from assigning additional duties, or reassigning existing duties, to officers 
of the Executive Council. 



Section 6: All duties not expressly enumerated in Article V (4) shall be the 
responsibility of the Co-presidents, unless otherwise delegated.  

Section 7: Executive Council officers shall serve from their election at the 
General Election until the next General Elections results are proclaimed. This 
period of time will hereafter be referred to as a “full term”.  

Article VI. Electing, Self-Appointing, and Removing Officers 

Section 1: All General Members are eligible to serve on the Executive Council. 
Only General Members in their first year of the NPSIA MA programs may serve 
as elected officers, as defined in Article VI (4).   

Section 2: The NSA General Election must take place once every calendar year, 
at the beginning of the fall term.  

Section 3: Officers are lifetime-limited to serving one full term, as defined in 
Article V (7). 

Section 4: The following officer positions shall be elected in the quantities set out 
in Article V (2): Co-presidents, Treasurer, GSA Representatives, and Treasurer. 

Section 5: The General Election shall be conducted by at least one elected 
member of the outgoing Executive Council. A call for all elections must be made 
to the General Membership at least one week in advance of the election date. 

Section 6: All General Members are eligible to vote in NSA elections. Voting shall 
be done by secret ballot.  

Section 7: All General Members standing for election shall be given an equal 
amount of time in which to speak to the assembled General Membership before 
the balloting for the respective positions begin. 

Section 8: Officers requiring election shall be proclaimed elected by a simple 
majority of 50 percent plus one of assembled General Members. In the case of a 
tie, a runoff vote shall be held between the tied parties. If after a second ballot 
there is still a tie, tied candidates will each have an equal amount of time to re-
address the assembled membership before the third round of voting. The 
process of speeches before further rounds of voting shall continue until a 
candidate achieves the required 50% plus one simple majority. 

Section 9: Officers not requiring election, as set out in Article V (4) and Article VI 
(4), shall be self-appointed by interested General Members. There are no limits 



to the number of people who may self-appoint themselves Vice-presidents of any 
of the set committees.   

Section 10: An officer of an elected position shall be automatically removed from 
their seat in the event that said elected member no longer satisfies the 
requirements as set out in Article VI (1).  

Section 11: In the event of a vacancy, the Co-presidents, or remaining Co-
president, shall assume the duties of the vacated officer until, in accordance with 
Article VI (12), such time as a by-election is held and a new officer is proclaimed. 
In the event that both Co-president positions are vacated, the duties of that office 
shall fall jointly to the Treasurer and Secretary until such time as the two 
vacancies are filled through by-election.  

Section 12: Vacancies must be filled within one calendar month by holding a by-
election. By-elections shall be held in a manner consistent with General 
Elections, as defined in Article VI (1-8). 

Section 13: All officers may be impeached. Officers eligible for impeachment are 
those officers who are guilty of any of the following transgressions: 

a. conduct unbecoming of an officer, as defined by behaviour in 
contravention of Article V (1); 

b. continuous unexplained absences from Executive Council meetings; 
c. failure to meet the academic standards expected of all NPSIA students; 

or, 
d. failure to fulfill the duties of the office as outlined in Article V (4). 

Section 14: Officers may be subject to a motion of impeachment in one of two 
ways: 

a. by unanimous nomination of the Co-presidents; or, 
b. by a petition endorsed by at least five General Members, and brought to 

the attention of the Executive Council. 

Section 15: In the event of a motion for impeachment triggered by either method 
described in VI (14), the following actions shall occur: 

a. a notice of motion of impeachment shall be served, by either the Co-
presidents or the Secretary, in writing to the member(s) so nominated; 

b. a date shall be set by the Executive Council for an impeachment hearing 
within two weeks, which may coincide with a regular Executive Council 
meeting, and which may be rescheduled once at the request of the 
subject of the motion; 



c. at the impeachment hearing, one General Member shall present the case 
for impeachment to the Executive Council; 

d. at the impeachment hearing, the nominee, or a person chosen to speak 
on behalf of the nominee, may present a defense against the motion; and, 

e. the Executive Council shall vote on the motion of impeachment. 

Section 16: A motion for impeachment shall be carried when: 

a. a two-thirds majority of present Executive Council members votes in 
favour of impeachment; and, 

b. at least one member of each of the standing committees, as defined in 
Article VII (1), is present for the vote. 

Article VII. Committees 

Section 1: The standing committees of the NSA shall be: 

a. Academic Committee 
b. Public Relations Committee 
c. Social Committee 

Section 2: Nothing in these Operational Guidelines precludes the Executive 
Council from creating new committees to serve the needs of the NSA. 

Section 3: The duties of each of these standing committees shall be as follows: 

a. The Academic Committee shall: 
a. plan activities which fulfill the academic and professional portions of 

the NSA’s mandate, as set out in Article II. 
b. The Social Committee shall: 

a. plan activities which fulfill the social and professional portion of the 
NSA’s mandate, as set out in Article II; 

b. organize official NPSIA sporting events, including the administration 
of NPSIA intermural sports teams; and, 

c. liaise with the NPSIA Benefit Soirée Committee to keep the 
Executive Council apprised of that committee’s activities. 

c. The Public Relations Committee shall: 
a. communicate to the General Membership, and the general public, 

the activities of the NSA; 
b. maintain general membership contact information in coordination 

with the Secretary; 
c. curate and administer all official NSA social media, including but 

not limited to the official Facebook page and the official blog. 



Section 4: Individual projects undertaken by each of the standing committees 
shall have a Project Manager. This person shall be in charge of all details related 
to the individual project, and must consult with other Vice-presidents and the 
Executive Council on final decisions. 

*** 

 Article VIII. Amendments to the Operational Guidelines 

Section 1: Amendments to these Operational Guidelines shall be carried out 
according to the following steps: 

a. a special Operational Guidelines Committee shall be convened by the Co-
presidents, and must include at least one vice-president from each 
standing committee and at least three elected officers; 

b. amendments shall be proposed to the Executive Council at least one 
week before a ratification motion is tabled at an Executive Council 
meeting; and 

c. amendments must be ratified by the process set out in Article IX. 

Article IX. Ratification 

Section 1: These Operational Guidelines shall be established by a vote of a two-
thirds majority of the Executive Council.  

Section 2: A copy of these Operational Guidelines, and any future versions, 
which contain amendments, must be made available to all general members on 
request. 

 

 

 

Signed, this Eleventh of August in the year Two Thousand and Thirteen at 
Vincent Massey Park with the approval of the 2012/2013 NSA Executive Council.	  


