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1. The Editor-in-Chief is responsible for the management of the Staff they have 

appointed.  The Editor-in-Chief must ensure that their Staff perform their duties in 
a responsible, reasonable fashion.  The Editor-in-Chief must also ensure that all 
Staff adhere to the Code of Conduct, all by-laws, all policies, and all procedures of 
the Corporation.

 
2.2 The Editor-in-Chief is responsible for ensuring that all Staff receive 

adequate orientation and training.
 

a. The Editor-in-Chief must develop an employee manual that will 
inform the Staff of all requirements, responsibilities, and 
procedures.

 
2.3 The Board of Directors is responsible for insuring that the Employees 

perform their duties in an appropriate manner.
 
3. Discipline of Staff
 

3.1 A grievance refers to any breach of:
 

a. the policies and regulations of the Corporation;
 

b. the Code of Conduct;
 

c. journalistic professionalism, including, but not limited to,
 

i. the spelling of proper names,
 

ii. factual errors,
 

iii. failure to meet deadlines,
 

iv. failure to attend meetings, and
 

v. plagiarism.
 



3.2 Any person may file a written grievance against the Corporation, a 
publication, an Employee, or a member of the Staff.
 
a. The Editor-in-Chief and/or General Manager must record: the 

grievance, the person making the grievance, and their contact 
information.  The person making the grievance must be given a 
copy of the grievance policy.  In addition, they must provide the 
Board of Directors a copy of all grievances filed.

 
b. If the grievance is against a member of the Staff, their supervisor 

must review the issue in question with said member of the Staff in 
order to ascertain the validity of the complaint.

 
c. If the grievance is against an Employee, the Personnel Committee 

must review the complaint with the Employee in order to ascertain 
the validity of the complaint.

 
d. The supervisor, or the Chair of the Personnel Committee, must 

inform the person who filed the grievance of the verdict of the 
meeting. If the person feels that the response to the grievance is 
inadequate or unsatisfactory, they may appeal the decision to the 
Board of Directors, whose decision will then be final.

 
3.2 When a grievance filed against an Employee or a member of Staff is 

determined to be valid, the following actions will be taken by their 
supervisor:

 
a. A verbal warning will be issued if this is the first instance of a 

grievance.
 

b. Should a grievance occur more than once for the same reason:
 

i. pay may be suspended, or tuition credit given may be 
reduced;

 
ii. the Employee or member of Staff may be suspended from 

their duties for a period of two (2) weeks, during which time 
all responsibilities and privileges will be revoked;

 
iii. the Employee or member of Staff may be terminated.

 
4. Structure and Responsibilities of Employees and Staff

 



4.1 Job descriptions are required for the Editor-in-Chief, the General Manager, 
the Assistant Editor-in-Chief, Junior Reporters, Senior Reporters, 
Specialized Coordinators, and the Bookkeeper.  These will include all 
information on the duties, responsibilities, and privileges inherent in each 
position.

 
4.2 All reporters must report to the Editor-in-Chief.  In the absence of the 

Editor-in-Chief, all reporters must report to the Assistant Editor-in-Chief.  
The Assistant Editor-in-Chief must report to the Editor-in-Chief.

 
 


