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The OWWA Student Chapter Survival Guide

1. Introduction

1.1. Welcome to the water industry! p° !/ N
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1.2.2. The Ontario Water Works Association
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1.2.3. The OWWA's Young Professionals Committee
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2. The OWWA's Student Chapter Program
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Figure 1: General structure of an OWWA student chapter
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2.1. Who is eligible?
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Role

Provide information, guidance, assistance,
and resources to student chapter executives;
ensure the OWWA is well represented
through the student chapter.

Set goals for the student chapter; organize
and promote student chapter events; provide
feedback to and report to the YPC.

Provide feedback to student chapter
Executive Committee; vote in Executive
Committee elections; enjoy the student
chapter events and activities!
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AWWA/OWWA student membership costs $28 for one year. Members of the executive
committee are required to have AWWA/OWWA memberships, while general student chapter
members are encouraged to have a membership. Memberships are renewed annually. For
more information about AWWA/OWWA membership, and to sign up online, visit:

http://www.awwa.org/Membership/Index.cfm?navitemNumber=1411

2.2. How many students do we need to form a student chapter?
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Consider the management of the student chapter when you decide on the number of
Executive Committee members. Too few (e.g., two), and the work load and responsibilities
may become a burden to the Executive Committee members. Too many (e.g., more than
eight), and communication/coordination within the Executive Committee may become a
challenge.

2.3. Who runs the chapter?
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When selecting your Executing Committee for the first time, it might not be possible to hold
elections. If you have a small group of students who are interested, hold a discussion where
the roles and responsibilities of each member are reviewed.

Don't forget that being a member of the Executive Committee is a large commitment, which will
take up time out of a student’s busy schedule. Discuss your course loads for the year, to
ensure that a volunteer will not take on more than they can handle.

Think about continuity: are all of your volunteers students in their last year of studies? If so,

you should consider recruiting at least one member who will be around the following year. If
this is not possible, ensure that you recruit new students to continue the student chapter the
following year, and make sure to pass on all of your materials, experiences, and advice.
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2.3.1. President

0% < o

< %
% n
1 % I
#
( . ’
#
1 % "
c " I# "
9 %
9 $
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2.3.3.  Secretary
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2.3.4.
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Professional/Faculty Advisor
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2.4. Student Chapter Accord Report
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Your YPC Student Chapter Buddy can provide you with the electronic Student Chapter Accord
Report and examples of reports submitted by other student chapters.

The Student Chapter Accord Report is something to think about throughout the year. Keep
good documentation of your activities — number of attendees, photos, expenses, etc. This will
make it easier to prepare the report at the end of the student chapter term. Alternatively, it is
encouraged that the report be updated after each student chapter activity, to simplify the task
of completing the report.

2.5. How do we get up and running?
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Consider who will make up your general student chapter membership when you are applying
for club status at your school. Some schools have a distinction between undergraduate and
graduate clubs, which may have different requirements, while other schools require that
membership include any interested student. It is preferable to have a mix of undergraduate
and graduate students participating in your student chapter, however choose your school’s
club designation according to what best suits your student chapter.

2.5.2.
3

The OWWA's requirements
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Table 1: OWWA requirements for forming a student chapter

Submission

Description

Student chapter name

The full name of the student chapter

Constitution and by-laws

A document outlining the operation of the student chapter. This
document shall be based on the template attached to this guide.

List of members

A list of the Executive Committee members including their names,
contact information, student status (e.g. level of studies, program,
department, etc), position held in the Executive Committee, and
OWWA membership numbers. This list shall also include the name,
contact information, and OWWA membership number of the faculty
advisor.

Proposed budget

A list of the proposed events/activities with associated costs up to
$500.

University/college requirements

A copy of the university or college’s regulations for student
organizations.
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Ask your YPC Student Chapter Buddy for a Microsoft Word template of the Constitution and
By-laws that you can edit as appropriate for your student chapter. Examples of any of the
submissions outlined above can be provided by your YPC Student Chapter Buddy.
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3. Managing a student chapter
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3.2. Setting objectives for your chapter
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3.2.1. How often do we meet?
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Consider holding your monthly chapter meetings on the same day of the week and in the same
location. Make sure to consult with other relevant student chapters at your school (e.g.,
WEAO, Engineers Without Borders, etc.) to avoid scheduling conflicts, as many of your
student members may be interested in attending the events of more than one student group.
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3.2.2.  Student chapter membership recruitment
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Ask your YPC Student Chapter Buddy for materials outlining the benefits of becoming a
student member of the AWWA/OWWA, as well as membership application packages.

3.3. Membership list
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3.4. Suggested activities
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3.4.1. Chapter meetings
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@ The structure of the chapter meetings should suit the student chapter’s needs. Some might
prefer to have a water industry professional give a presentation at each meeting; some might
\ prefer to have graduate or undergraduate students present their water-related research; some

@ might prefer to have both at each meeting.

3.4.2. Seminars and workshops
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OWWA: What's in it for me? Water Reuse Treatment Technologies
Children’s Water Festivals Asset Management Emerging Contaminants
Water For People Source Water Protection “Only Tap Water Delivers”
Water-related volunteerism Drinking Water Legislation Resume Workshops (with HR

o , representatives from relevant
Career opportunities in the Case Studies: Outbreaks of companies)
water industry Waterborne llinesses

0 % %
0 % % @ A
% % 1 nn O n % /

n 1 % < 0

EQ0 # S O J2&K 0 C ' J2&-

For more ideas, ask your YPC Student Chapter Buddy for a list of previous student chapter
seminar topics. Your YPC Student Chapter Buddy can also help you find speakers for your
seminars and workshops.

3.4.3. Documentary screenings
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3.4.4. AWWA webcasts
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3.4.5. Tours
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@ One of the main logistical issues with tours is “getting there”. Many students live near campus
and may not have access to a vehicle. When organizing a tour, as part of the RSVP, ask

| attendees to indicate whether they have a vehicle and whether they are willing to carpool.
However be aware of liability issues with carpooling. Investigate the protection available
through your student union.

3.4.6. Social events
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3.4.7.  Fundraising activities
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If you would like to carry out a fundraising event, make sure to contact the YPC and Water For
People Canada to obtain speaking points and materials that can be used to raise awareness
about the cause.

3.5. Event logistics

3.5.1. Speakers
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3.5.2.  Advertising your events
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Ask your YPC Student Chapter Buddy for advertising resources, including logos, poster
templates, and example email formats.

Ask your YPC Student Chapter Buddy to have your student chapter information added to the
student chapter page on the OWWA'’s website.
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Printing costs for posters should be included in your annual budget.

Ask your attendees to RSVP for your events by sending an email to your student chapter email
address. Knowing the approximate number of attendees will help you order the right amount of
food for your events.

Always keep your YPC Student Chapter Buddy informed about your events. The YPC Student
Chapter Buddy can have your event advertised through the YPC and/or OWWA's mailing lists,
to increase awareness about your student chapter and increase attendance to your events.

3.5.3. It's show time!
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Attendance List

Mailing List Sign-up Sheet
Suggestions Sheet

Student Chapter Information Pamphlet

YPC Brochures
OWWA Membership Packages
Pens/pencils

Serviettes, cups, plates
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It is not recommended to serve bottled water at student chapter events. Consider serving
municipal tap water, and ask that students bring reusable water bottles or cups/mugs.
Remember, Only Tap Water Delivers!

3.6. Reimbursement
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Ask your YPC Student Chapter Buddy for electronic copies of the OWWA'’s Expense Report
Form, instructions on completing the form, and any questions you may have about expense
reimbursement. Remember, it's always safer to ask your YPC Student Chapter Buddy about
an expense before spending the money, since the expense may not be reimbursed if it does
not meet the OWWA's reimbursement policies.
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4. Renewing your student chapter status
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Appendix A: Constitution and by-laws template

CONSTITUTION AND BY-LAWS OF THE ONTARIO WATER WORKS
ASSOCIATION <Name of School> STUDENT CHAPTER

ARTICLE I: NAME AND LOCATION

I. Name . The name of this Chapter shall be the “Ontario Water Works Association <Name of
School, include acronym if appropriate> Student Chapter”, hereinafter referred to as the
Chapter.

2. Location. The principal place of business and location of Chapter records shall be <City>,
Ontario, Canada.

3. Affiliation. The Chapter shall be a student chapter of the Ontario Water Works Association,
the Ontario section of the American Water Works Association.

4. Intention. It is the intention of this Chapter to conduct its affairs in conformity and harmony
with the by-laws and strategic plan of the Ontario Water Works Association (OWWA), American
Water Works Association (AWWA), and the policies and procedures of <Name of School>.

ARTICLE II: OBJECTIVES & PURPOSES

1. Purpose. This Chapter shall be a not-for-profit, professional organization for members of the
<Name of School> community who plan to enter the water industry, and for those who have a
general interest in water.

2. Objectives. The specific objectives of this Chapter shall be to promote the common
professional interests of its members, to provide education about the drinking water industry and
water issues in Canada and globally to its members, and to provide its members with
networking and socializing opportunities with drinking water researchers, students in a variety of
disciplines, and professionals in the water industry.

ARTICLE Ill: MEMBERSHIP

1. Application. Applications for membership shall be submitted to the secretary to be recorded in
the membership list and assigned to a membership category. There shall be no admission fee.

2. General Chapter Membership. Individuals shall be provided General Chapter Membership if
they are students registered full- or part-time at an accredited post-secondary education
institution in Ontario, are in good standing with their institution, and are interested in the purpose
and objectives of the Chapter.

3. Full Chapter Membership. Individuals shall be provided Full Chapter Membership if they meet
the requirements for General Chapter Membership, and also are members of the OWWA.

4. Special Chapter Membership. Individuals who are not students but who are associated with
<Name of School> as staff, faculty, or alumni, and who are members of the OWWA, shall be
provided Special Chapter Membership on request.

5. Voting Privileges. Each General and Full Member of the Chapter, who is present at a
membership meeting of the Chapter, shall be entitled to one vote.
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6. Minimum Membership Requirement. There shall be a minimum of five (5) Full Chapter
Members in order to allow the Chapter to operate.

7. Membership Cancellation. Membership in the Chapter may be withheld or revoked by the
Executive Committee for behaviour that is deemed unacceptable and/or inappropriate. The
Chapter uses, but is not limited to, the guidelines set out in the <Name of School> Code of
Student Conduct.

ARTICLE IV: MEETINGS OF CHAPTER MEMBERSHIP

1. Regular Meetings. Regular meetings of the Chapter shall be held <choose one: monthly,
guarterly, etc.> at such dates and times as the Executive Committee shall determine. Notice of
regular meetings shall be given to members at least <choose one: 7 days, 15 days, etc.> prior
to the meeting, and shall be in writing and sent via campus mail or electronic media, including e-
mail, to all chapter members of record.

2. Special Meetings. Special meetings may be called by the Executive Committee, or by petition
delivered to the Secretary of 25% of the chapter membership eligible to vote. Notice of special
meetings shall be given to members <choose one: seven days, 15 days> prior to the meeting.
Notice shall be given as provided in Article IV, Item 1. Notice to the members shall identify the
person(s) calling the special meeting and clearly state the date, time, location, and purpose of
the special meeting. No other business shall be discussed at the special meeting, other than
that stated in the notice.

3. Annual Meeting. The regular chapter meeting in April shall be known as the Annual Meeting,
and shall be for the purposes of electing officers, receiving reports of officers and committees,
and such other business as shall be determined by the Executive Committee. Notice of the
Annual Meeting shall be given as provided in Article IV, Iltem 1.

4. Quorum. <Insert number> of the members of the Chapter who are eligible to vote will
constitute a quorum for the transaction of business at a meeting. (NOTE: A quorum should be
“representative,” particularly at the Annual Meeting. We recommend that one-third of chapter
members serve as a quorum.)

ARTICLE V: CHAPTER OFFICERS

1. Officers. The Officers of the Chapter that form the Executive Committee shall be a President,
Vice-President, Secretary, and Treasurer. All officers must be current members of the OWWA
and in good standing with <Name of School>. All officers shall serve without compensation.
Officers shall perform their duties as prescribed by law, by the requirements of <Name of
School>, by these by-laws, and by the parliamentary authority adopted by the Chapter. The
administration of the Chapter is the responsibility of the Executive Committee.

2. Manner of Election. Any Full Member may stand for election to the Executive Committee as
an Officer upon being nominated by one other Full Member. Officers shall be elected by a
majority of eligible voting members present at the Annual Meeting. The term of office shall be
one (1) year, and will begin at the first meeting of the fall semester and end with the election of a
successor, who will enter office the following fall. No member shall hold more than one office at
a time, and no member shall be eligible to serve more than <insert number> consecutive terms
in the same office. (NOTE: We recommend no more than two terms in the same office.) An
Officer may maintain his/her position beyond one term only through the reaffirmation of such a
position by the eligible voting members during the Annual Special General Meeting;
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3. Resignations. Any officer may resign at any time by serving written notice to the Chapter
President or Chapter Secretary. Such resignation shall take effect at the time specified therein,
or if no time is specified, upon receipt by the President or Secretary.

4. Removals. The Chapter members may remove an Officer at any general meeting, provided
the Executive Committee is notified at least ten (10) days in advance of the meeting at which a
motion to be removed is considered. A petition signed by at least 50% of the Chapter members
shall bring forth the consideration of a motion for removal of an Executive Member. An
Executive Member shall be removed by a two-thirds (2/3) vote cast upon the motion for removal

5. Vacancies. If any officer fails to attend three consecutive meetings or five meetings in total,
their position will be declared vacant unless they have been granted a leave of absence by the
remaining members of the Executive Committee. In case of the resignation of an officer prior to
completion of his/her term or any other form of vacancy prior to the completion of a term, an
individual may be selected by the Executive Committee to complete the unexpired term.

6. Chapter President. The President of the Chapter shall chair all meetings of the Executive
Committee and the Chapter, prepare the agenda for the Annual Meeting, as well as all regular
and special meetings, and shall have general knowledge of, and responsibility for, the
supervision of the business of the chapter. The President shall also perform such other duties
as the Executive Committee may designate and shall serve ex officio <specify: with or without
vote> on all standing committees. The President shall maintain consistent communication within
the Chapter and its affiliate(s) and act as the liaison between the Chapter and the OWWA,
<Name of School>, and other student groups such as those of the Water Environment
Association of Ontario. The President is responsible for filing the annual report of chapter
activities with the OWWA.

7. Vice President. The Vice President (also known as the President-Elect) shall work in co-
ordination with the rest of the members to ensure that the Chapter has an effective recruitment
strategy to attract new members, co-ordinate the promotion and advertising of the Chapter,
assume the responsibilities of the president in his/her absence, and perform such duties and
exercise such powers as the President may delegate to him/her on occasion.

8. Secretary. The Secretary shall keep the original or a copy of these by-laws, including all
amendments, and shall ensure that current copies of the Chapter’s by-laws are provided to the
Officers. The Secretary shall keep a record of minutes of all regular meetings of the Executive
Committee and the chapter membership, and if directed by the Executive Committee, of
committee meetings. The Secretary shall be responsible for ensuring all correspondence (letter
mail, electronic mail and facsimiles) is read regularly and that the President and Vice-President
are informed of all matters concerning the Chapter.

9. Treasurer. The Treasurer shall ensure the fiscal integrity of the Chapter. He/she shall receive,
maintain, and distribute adequate records of the Chapter’s funds and present them for audit or
inspection, upon request. The Treasurer shall assist in the preparation of the budget, submit it to
the OWWA upon approval from the Executive Committee, and monitor chapter expenditures.

ARTICLE VI: EXECUTIVE COMMITTEE

1. Advisors. The Chapter shall be assisted by a Faculty Advisor who will work with the chapter
on campus in an advisory capacity. In addition, the OWWA's Young Professionals Committee
will provide a Student Chapter Buddy who will serve as mentor to the chapter and assist with
educational programming, networking, and professional development, as well as provide
general advice on Chapter activities.
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2. General Authority. The Executive Committee shall manage, supervise, and control the
business, property, and affairs of the Chapter, and be vested with the authority to determine the
policies of the Chapter, consistent with those of the OWWA and the <Name of School>;
prosecute its purposes; collect and disburse the funds of the Chapter; adopt rules and
regulations for the conduct of its business; supervise the affairs of the Chapter between
meetings; and have the power to fix dates, times, and places of its meetings. No action taken by
the Executive Committee shall conflict with action taken by the OWWA's Board of Directors or
be in conflict with the rules, regulations, and policies of the <Name of School>. The Executive
Committee shall be subject to the order of the Chapter membership acting by a majority of the
whole, and may delegate responsibilities, as shall be deemed advisable insofar as such
delegation is not inconsistent with, nor repugnant to, these by-laws or the rules, regulations, and
policies of the <Name of School>. In all circumstances, the chapter's members, directors, and
officers will be subject to the order of the OWWA, at its sole discretion.

3. Executive Committee Meetings.

(A) Regular Meetings. The Executive Committee shall meet at least once per month on such
dates and at such times and places as the Executive Committee shall decide. Additional regular
meetings of the Executive Committee may be held, as required, and scheduled by the Executive
Committee. Notice of regular meetings of the Executive Committee shall be given to Officers at
least <choose one: seven days, 15 days, etc.> prior to the meeting.

(B) Special Meetings. Special meetings of the Executive Committee may be called at the
discretion of the Chapter President or by a majority of the members of the Executive Committee,
to be held at such time, date, and place as shall be designated in the notice of the special
meeting, as provided in Article VI, Section 4.(C) of these by-laws.

(C) Notice. Notice of the date, time, and place of any meeting of the Executive Committee shall
be given <choose one: seven days, 15 days, etc.> prior to the meeting; notice to be sent by
campus mail or electronic media, including e-mail, to each Officer. In the case of a Special
Meeting, the notice shall state the authority of calling the meeting, as well as the date, time,
location, and the purpose for which the special meeting has been called. No other business
shall be transacted, other than that stated in the notice.

4. Quorum. Unless otherwise required by law, a majority of the duly elected members of the
Executive Committee shall constitute a quorum for the transaction of business at any meeting of
the Executive Committee.

ARTICLE VII: RECOGNITION AS A STUDENT GROUP

1. The Chapter shall apply between <Relevant time frame> of each year to the <Office of
Student Affairs> at the <Name of School> to be recognized as a campus group.

ARTICLE VIII: PARLIAMENTARY AUTHORITY

1. The rules contained in the current edition of Robert’'s Rules of Order shall govern the
Chapter in all cases to which they are applicable and in which they are not inconsistent with
these by-laws, any special rules of order the Chapter or its Executive Committee may adopt,
provincial law, or any rules and regulations promulgated by the <Name of School>.

ARTICLE IX: FINANCES

1. No membership fees shall be collected from any general, full, or special member or Executive
Committee member.
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2. As a Student Chapter of the Ontario Water Works Association, the OWWA may choose at its
own discretion to pay for obligations incurred by the Chapter for Chapter activities. Such
obligations shall be submitted in writing to the OWWA for approval by a dully qualified member
before such obligations are incurred.

3. Except in circumstances provided for above, the activities of the Chapter will be paid for by
members of the Chapter. The Chapter does not have authority to incur obligations, financial or
otherwise, for the Ontario Water Works Association, the American Water Works Association, or
the <Name of School>.

4. Any funds raised or donations received shall be reserved solely for supporting such events on
an event-by-event basis and will be overseen by the Treasurer and approved by the Executive
Committee.

ARTICLE X: NO PRIVATE BENEFIT

1. Limitations. The Chapter shall use its assets only to accomplish the objectives and purposes
specified in these by-laws, and no part of the net earnings, gains, or assets of the Chapter shall
inure to the benefit of, or be distributable to, its officers, other private individuals, or
organizations organized and operating for profit, except that the chapter is authorized and
empowered to pay reasonable fees for products/services consistent with the limitations set forth
in these by-laws, and by statute or regulation.

ARTICLE XI: AMENDMENT OF BY-LAWS

1. These by-laws may be amended at any regular meeting of the Chapter by a two-thirds vote of
the members eligible to vote, provided that the amendment has been approved by the OWWA
and the <Name of School> prior to being submitted in writing to the membership and described
at the previous regular meeting. (NOTE: Annual review of the by-laws is highly recommended in
order to keep them current with changes made to the OWWA by-laws and to ensure that they
continue to reflect the actual operation of the chapter.)

ARTIXLE XII: FISCAL YEAR

1. The Chapter’s fiscal year will begin on September 1 and close on August 31.

ARTICLE Xlll: RECORDS AND REPORTS

1. Chapter files and records are to be stored on campus and be accessible to chapter officers,
insofar as they may be required for officers to perform their duties.

2. An annual report of chapter activities, in the form and nature directed by the OWWA, shall be
prepared and filed by the President on behalf of the Executive Committee on or before May 31
of each year.
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