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[bookmark: _Toc7690729]Introduction
This toolkit contains information for new members of branch executive committees or for anyone who is interested in learning more about how to establish or to administer an Editors Canada branch. If any information in this toolkit seems to conflict with information in any Editors Canada policies or procedures, please defer to the policies and procedures.
Back to top

[bookmark: _Toc7690730]Becoming a Branch
[bookmark: _Toc7690731]Benefits of Becoming a Branch
Here are some of the main benefits of forming a branch:
· You can create opportunities for networking and professional development with other editors in your community.
· Branches can set up their own bank accounts and administer their own funds.
· The national association can provide administrative support, such as web space and an event calendar on the national website.
[bookmark: _Toc7690732]Requirements for Becoming a Branch
There are a few requirements for becoming a branch:
· Branches must have at least 30 members.
· Branches must elect an executive.
· Branches must hold at least four membership meetings a year, one of which must be an annual general meeting (AGM).
You can read more about what is required of branches in the Branch and Twig Procedures.
[bookmark: _Toc7690733]Questions to Consider Before You Decide to Form a Branch
If forming a branch sounds like a good idea to you and other Editors Canada members in your community, here are some questions to consider:
· Do you live in a big enough centre—one where you can attract at least 30 Editors Canada members or encourage new members to join a new branch?
· Have you spoken with the nearest branch executive or the staff at the national office about networking with other branch members who live in your area?
· Have you already been meeting with Editors Canada members and other editors who live in your area?
· How would forming a branch benefit you and other Editors Canada members living nearby?
[bookmark: _Toc7690734]Editors Canada Support
If you are interested in starting a branch in your area, the following people could provide advice or support:
· Regional directors of branches and twigs (east and west). Your regional director can provide guidance relating to the process of becoming a branch, the benefits of operating a branch, communication and cooperation between branches and twigs, and access to forms and information. When you are ready to form a new branch, the regional director can help you assemble the information required and shepherd you through the process. Contact the Regional Director of Branches and Twigs (East) or Regional Director of Branches and Twigs (West). 
· The Editors Canada national office. The staff at Editors Canada’s national office can help you with the administrative side of operating a branch. 
[bookmark: _Toc7690735]Bylaw, Policies, and Procedures
The Editors Canada bylaw and the branch and twig policy and procedures are available for you to consult.
Back to top

[bookmark: _Toc7690736]Administering a Branch
[bookmark: _Toc7690737]Optional: Developing a Mission Statement and a Vision Statement
As an option, your branch may wish to develop a written mission statement and vision statement, as some branches have done. However, this is not a requirement. 
Mission and vision statements are most meaningful and effective when they are developed in consultation with the members. Also, it is a good idea to revisit your mission statement and vision statement every few years and make sure they remain relevant. More information about mission and vision statements is readily available on the Internet.
[bookmark: _Toc7690738]Mission Statement
Your branch’s mission is what your branch does, who it does it for (or to), and how it delivers its services. The mission can change over time. Here are some examples:

Editors Canada mission
Powered by our community of volunteers, our mission is to develop and promote professional editorial standards, increase awareness of the value of editing, and provide products and services to editors throughout their careers.[footnoteRef:1] [1:  Strategic Plan 2017–2021, Editors’ Association of Canada. ] 

Editors Ottawa-Gatineau mission
To have a dynamic community for Editors Ottawa-Gatineau members that promotes the value of editing and provides opportunities for networking and professional development.
[bookmark: _Toc7690739]Vision Statement
The vision statement is a brief description of what your branch ideally is or what it could become or achieve. For example, here is Ottawa-Gatineau’s vision statement as of 2016:
Editors Ottawa-Gatineau is the organization of choice for editorial professionals because we
· meet the key needs of all of our members
· value the diversity of our membership
· provide opportunities to participate and develop personal and professional skills
· are the primary source for information on editing and best practices for editors
· are professionally and effectively managed
Editing is a valued profession and the services of our members are understood, appreciated, and sought out.
Vision statements can be very short, and a quick search on the Internet will provide more examples.
[bookmark: _Toc7690740]Branch Activities and Governance
Traditionally, branch activities involve networking, communication, professional development, outreach, and public relations. You can see examples of what other branches (and twigs) are up to by looking at the following:
· Individual branch/twig pages on the Editors Canada website
· Websites or Facebook pages of the individual branches/twigs (many have their own)
Branch activities must be consistent with the aims and objectives of Editors Canada:
· Editors Canada’s aims and objectives are stated in the association’s bylaw and related documents, which have been approved by the membership at a national general meeting.
· Within this framework, branches and twigs may decide which activities they wish to undertake or emphasize.
· Branch executives are encouraged to be familiar with the current Editors Canada strategic plan and to align the branch’s goals and activities with the priorities and goals set out in the strategic plan.
Branches are accountable to the national executive council.
[bookmark: _Toc5280989][bookmark: _Toc7690741]Passing Information to New Executive Members
It is very important to create a system of passing necessary information from outgoing to incoming executive members. Such information includes login information and passwords (Facebook, Twitter, LinkedIn, your Editors Canada local page, Editors Canada email account, etc.), as well as general information necessary for running the twig. A good idea is to use a free online file hosting service such as Dropbox to store branch files (past meeting announcements, summaries, and minutes, past AGM agendas and minutes, financial information, membership information, email lists, all login and password information, etc.). This would allow the outgoing executive members to share the Dropbox (or other file hosting service) with the incoming executive members. 
Another idea is to hold a face-to face meeting between outgoing and incoming executive members to discuss aspects of running the branch. This allows the incoming members to ask questions and discuss concerns with the outgoing members.
[bookmark: _Toc7690742]Optional: Branch-Level Policies 
Individual branches may develop policies to govern their conduct and operations, as long as these policies are consistent with the aims and objectives of Editors Canada. However, they are not obliged to do so.
The manner in which a branch handles policies (if at all) is up to the individual branch. However, because Editors Canada is a member-run organization, branch members will likely expect the process for introducing new policies, or making significant changes to existing policies, to be aligned with practices at the national level. This would include such things as follows:
· Stating the new policy or revision in the form of a motion put forward by one member and seconded by another
· Voting on the motion at a branch meeting at which at least eight members are present (i.e., the same quorum as for a branch AGM) 
· Recording the motion and the result of the vote in the meeting minutes 
[bookmark: _Toc7690743]The Role of a Branch Executive
A branch is required to have an executive, all of whom must be Editors Canada members. The branch executive members organize (or delegate the organization of) the branch’s activities and recruit other volunteers as required to support the activities of the branch. Branch executive members are elected each year. 
[bookmark: _Toc7690744]General Responsibilities
Branches are free to organize themselves and their activities in whatever way suits their members, as long as those activities are consistent with the aims and objectives of the association.
[bookmark: _Toc7690745]Mandatory Responsibilities 
Although branches are free to pursue the activities that interest them, the executive has a short list of mandatory responsibilities:
· Meet as an executive at least quarterly.
· Hold a minimum of four membership meetings a year, one of which must be an AGM.
· Hold an AGM, including elections for branch executive positions (and committee positions, if applicable), with a quorum of eight members, before the national AGM, which is in June.
· Manage the branch’s finances. (See the Financial Management section.)
· Prepare biannual reports and an annual financial report. (See the Reporting to the National Executive Council section.)
[bookmark: _Toc7690746]Relationships with Other Branches and Twigs
It is a good idea for branch leaders (executive and committee members) to interact with other branches and twigs. For example, you can plan joint activities, share the costs of guest speakers, brainstorm about how best to attract and serve members in the area, and feel a part of the larger Editors Canada organization.
How can you achieve this?
· Participate in Zoom meetings with other twigs and branches, which are scheduled by the regional directors.
· Email other branches and twigs using the contact information on the Editors Canada website.
· Join the Editors Canada Branch and Twig Group on Facebook to ask questions and share ideas related to running a branch. (Branch leaders, as well as twig leaders and any other interested members, are encouraged to join.)
[bookmark: _Toc7690747]Individual Roles and Responsibilities—Executive and Committee Members
Note: Different branches may use slightly different names for the same position. Some variations are shown in the sections below.
The following descriptions of roles and responsibilities are brief and are intended only to convey a general sense of what the role entails. Individual branches have more-detailed descriptions of these roles in their branch manuals, and each branch is free to tailor the roles to meet the needs of the branch.
If you are a new branch, feel free to start by modelling your descriptions on those in the Ottawa-Gatineau branch manual or other branches’ manuals (contact branch chairs directly, or ask for help from your regional director).
[bookmark: _Toc7690748]Mandatory Executive Positions
A branch executive must include at least four people who perform as a minimum the functions of chair, treasurer, secretary, and marketing/public relations chair.
Chair: Manages branch executive meetings, speaks on behalf of the branch as necessary, contributes to the management of branch volunteers, and liaises with the branch administrator.
Treasurer: Oversees the branch’s accounting; works with the branch administrator (who may do the bookkeeping) to provide monthly income statements, pay bills, and set the annual budget.
Secretary: Records the executive meeting minutes, provides the executive with a list of action items arising from meetings, and circulates the minutes.
Marketing/public relations chair/communications chair: Recommends projects and activities to publicize branch events and editors’ services, liaises with related organizations, and manages the branch’s social media accounts.
[bookmark: _Toc7690749]Optional Executive Positions
These positions may be filled if the branch so desires. Some branches have them and some do not.
Past chair: Participates in branch executive discussions, handles nominations and elections, provides continuity and advice to the executive (especially the branch chair), and works on extra projects of interest.
Acting chair: An executive member may, by agreement of the executive, act as temporary branch chair if the chair or past chair is not available.
[bookmark: _Toc7690750]Additional Branch Positions (Executive or Committee)
The following positions are not required, but most branches include some or many of them. At the discretion of the branch, these positions may be designated either as executive positions or as committee positions. Here are some examples of how different branches handle additional positions:
· In the Ottawa-Gatineau branch, all branch positions are executive positions.
· In the Quebec branch, only the chair, secretary, treasurer, and communications chair form the executive. All other positions are committee positions.
· In the BC branch, the webmaster, blog editor, hotline coordinator, and refreshments coordinator are not executive positions, but all the other positions are.
As noted above, the names of some positions vary from branch to branch; some alternatives are shown in the following list.
Blog editor/newsletter coordinator: Gathers solicited and unsolicited materials; establishes the publication schedule; ensures coordination with volunteer editors and, if needed, translators; formulates the design, format, and layout to ensure uniformity and quality.
Events/meetings chair: Organizes, for example, at least four meetings/activities per year (from September to May). Reserves venues for meetings and other get-togethers. Prepares descriptions of activities and, if necessary, coordinates translation. Ensures liaison with the marketing/public relations chair to oversee the adequate posting of meetings. (Note: This position overlaps with the speaker nights chair; a branch that has fewer meetings per year would likely have an events/meetings chair, whereas a branch with monthly meetings would likely have a speaker nights chair.)
Hotline coordinator: Broadcasts job opportunities to branch members. Requests for hotline postings come from the hotline alias email address (e.g., for the BC branch, bchotline@editors.ca) and, occasionally, from the branch administrator, who forwards them to the hotline coordinator.
Membership chair/member services chair/member relations chair/volunteer relations chair: Welcomes attendees at general meetings, leads recruitment activities, develops ways to serve and involve members in the branch, welcomes new members to the branch.
Professional development chair/seminars chair: This person is responsible for seminars that are typically half-day or full-day. Recommends seminar topics, finds instructors, coordinates seminar topics with the executive director, works with the public relations chair and blog editor to publicize seminars, and coordinates in-house seminars.
Refreshments coordinator: With the executive, sets a budget for refreshments. Plans, shops for, sets out, and cleans up refreshments at monthly or other meetings. For large groups, an assistant may be required.
Speaker nights chair/programs chair: Recommends program topics for speaker nights or other programs, finds and books speakers, hosts the programs. (See note in events/meetings chair section, above.)
Website coordinator/webmaster: The webmaster updates and changes the branch web pages (within the larger Editors Canada website) as required by the branch executive and committees. Commonly, updates are requested by the programs committee and the professional development committee.
[bookmark: _Toc7690751]Branch Administrator/Administrative Support/Branch Coordinator
Branches can hire someone to assist with branch administration to ease the load on the executive, and to date, all branches have chosen to do this. A branch administrator typically does some or all the following:
· Professional development seminars—takes care of the logistics: books seminar rooms and arranges catering; sets up and manages seminar registration; distributes seminar announcements to members, non-members, and affiliated associations (registration open, early bird, and registration deadline reminders); administers a feedback survey; and prepares and sends a summary of the survey results to the professional development co-chairs
· Monthly program meetings—distributes meeting announcements and meeting reminders to members and non-members, books meeting room
· Database maintenance—ensures executive contact information is kept up to date; informs the national office of any changes; monthly, applies any changes in the members and non-members lists to the email distribution lists; keeps Dropbox information up to date
· Other—responds to enquiries or forwards the enquiries to the appropriate executive members, attends all executive meetings, checks and distributes branch mail
· Finances—makes bank deposits, receives and deposits membership transfer fees from the national office, manages accounts receivable and payable, prepares branch operating budget, prepares fiscal year-end financial statements, sends an accountant’s copy of the branch accounts to include in national fiscal year-end statements
[bookmark: _Toc7690752]Establishing a Protocol for Branch Email 
[bookmark: _Toc7690753]Incoming and Outgoing Email
Incoming. Branches have the option of using @editors.ca (e.g., toronto_br_treasurer@editors.ca, or bc@editors.ca) as a forwarding address for conducting Editors Canada–related business. It is a good idea to do so because the contact emails will be on the Editors Canada website, and members may not want to publicize their personal email addresses. (See the web pages of individual branches for additional examples of @editors.ca email addresses, and note that some branches have several email addresses.) The national office will create the email address(es) that you want. 
Outgoing. If your branch wishes to be able to send messages (e.g., event invitations) from your branch email address, you will need to set up a mailbox. Contact the national office to have a mailbox set up.
[bookmark: _Toc7690754]Emailing within the Branch Executive
Branches have the option of using an @editors.ca email address for their branch executive email group. Example: bcexec2016@editors.ca. Contact the national office to set this up.
[bookmark: _Toc7690755]Emailing the Entire Membership of a Branch
[bookmark: _Hlk522021156]If an email needs to be sent to the entire membership of a branch, it is normally sent by the branch administrator, who should be familiar with and comply with Canada’s anti-spam legislation (CASL) as it applies to this function. Editors Canada has prepared a brief guidance document regarding CASL, available from the national office.
[bookmark: _Toc521508219][bookmark: _Toc7690756]Keeping an Informal Mailing List
Complying with Canada’s Anti-Spam Legislation
The entire association is expected to comply with CASL. If an individual withdraws consent to receive commercial electronic messages (in this case, emails) from Editors Canada, they have withdrawn consent to receive email from anyone in Editors Canada emailing in an association capacity (e.g., national, branches/twigs, and even volunteers).

The national office manages CASL permissions through our database and can issue compliant email lists to branches and twigs on request. 
However, many branches and twigs choose to keep their own mailing lists apart from what they receive from the national office. The national office does not keep records of these individuals because they never enter our database, since their interaction with the association occurs only at the local level.

The risk in branches and twigs managing their own lists is they may not be as diligent at tracking CASL permissions as the national office is. The national office’s database is equipped to track things like withdrawing consent on behalf of an individual whose membership has been lapsed for 2 years + 1 day if they have not provided express consent to receive email from the association. It is at this 2 years + 1 day point that it becomes unlawful for the association to email that former member.

What content should branches share?
Determining what to share is generally the branch’s or twig’s call to make. For example, some branches and twigs share job postings publicly on social media. The national office does not because we do not want to devalue services like the members-only National Job Board and the ODE.
National does not usually dictate what is appropriate for a branch or twig to share with its members and non-members. That said, national news bulletins should not be circulated to non-members as there may be links to discounts for members only or other information that is not pertinent.

[bookmark: _Toc7690757]Other Communications
For more on branch communications, see the Communications section of this toolkit.
[bookmark: _Toc7690758]Creating a Branch Welcome Letter/Orientation Guide for New Members
It is an excellent idea for your branch to prepare a welcome/orientation letter for the membership chair to send to each new member. The letter can, for example, summarize the benefits of membership, point to important parts of the Editors Canada website, state important event dates, and link to branch web pages for seminars, speaker nights, the branch executive, and the like. 
[bookmark: _Toc521508215][bookmark: _Toc7690759]Making New Members Feel Welcome
One of the most effective strategies for building membership is making sure you acknowledge new members as they join and/or attend their first meeting.
· Contact new members via phone or email; send out a welcome email outlining new events and giving branch contact information.
· Greet and talk to people who are attending their first meeting and/or seem like they are unsure or nervous. Ask about what kind of work they do, and let them know about what services Editors Canada provides and how they can help out. 
· Make an effort to find out why they are interested and see if you can help them—give them concrete reasons for joining Editors Canada. 
· Ask new members if they have any colleagues they would like to invite to the next meeting. 
· Assign new members a “buddy” for a couple months to help them figure out what the association offers and how they can get involved.
· Check in with new members during their first year to see if they have any questions.
· Schedule a wine and cheese/buffet event before the AGM and invite all the members in your area.
[bookmark: _Toc7690760]Creating a Branch Manual for Executive and Committee Members
Your branch will operate most smoothly if the executive, committees, and branch administrator have a branch manual to refer to. One example of a very complete manual is the Ottawa-Gatineau manual (which is included in the zip file when you download the toolkits). Other branches have briefer, but still very effective, manuals. Any of these could form the basis for your branch manual; feel free to contact the chair of any branch and ask permission to use their branch manual as an example, or ask your regional director for help obtaining examples.
Back to top
[bookmark: _44sinio]
[bookmark: _Toc7690761]Financial Management
[bookmark: _Toc7690762]Funding and Fiscal year
Each branch receives a portion of the membership fees for the branch. This money is transferred to the branch from the national office.
The branch fiscal year is January 1 to December 31. The branch must send year-end fiscal statements and an accountant’s copy of the previous fiscal year’s accounts to the national office for auditing purposes. (See the Reporting to the National Executive Council section, below.)
[bookmark: _Toc7690763]Bank Accounts and Signing Authority
Editors Canada branches maintain their own bank accounts and administer their own funds. Each branch has a branch officer (normally the branch chair) appointed by the national executive council; the branch officer holds primary signing authority for the branch. The bank account should be set up to require two authorized individuals (normally the branch chair and the treasurer) to approve expenses.
[bookmark: _Toc7690764]Paying for Branch Expenses
For small expenses (e.g., refreshments for meetings or photocopies), branch members ordinarily pay out of pocket and then submit an expense reimbursement request form to the branch treasurer (located on the volunteer resources page, members’ section, editors.ca). Larger expenses, such as meeting venues, are usually handled by the branch treasurer, who pays invoices by cheque from the branch’s bank account.
[bookmark: _Toc7690765]Handling Event Registrations
Your branch should set up an e-commerce platform (e.g., EventBrite) to handle event registrations. If you need suggestions, please contact the Editors Canada national office.
[bookmark: _Toc7690766]Reporting to the National Executive Council
Each branch must submit two short reports and a financial report each year. The branch chair will receive a request from the executive director for each of these:
· For the national executive council, a biannual report of activities, including a statement of the branch’s bank balance, is written by the branch chair.
· For the executive director and national treasurer, an annual financial report from the branch treasurer is submitted early the following fiscal year. Annual financial reports should include financial statements (income statement and balance sheet) in standard accounting format for the fiscal year (January 1 to December 31).
Biannual reports are due about two weeks before the September and March meetings of the national executive council.
[bookmark: _Toc7690767]How to Write a Biannual Report 
Writing a biannual report is fairly straightforward. The executive director includes a detailed report template with each request for reports, and the report need only be long enough to clearly convey the information requested (normally one or two pages).  
Back to top

[bookmark: _Toc7690768]Editors Canada Support
As an Editors Canada branch, you have an entire national organization to look to if you have questions or if you need help or inspiration.
[bookmark: _Toc7690769]Your Fellow Branches and Twigs
Go ahead—get in touch with a nearby (or far-away) branch or twig. You’ll be glad you did!
You can contact them to discuss any branch or twig matters, either by email (addresses are on the web pages for individual branches) or on the Editors Canada Branch and Twig Group, which is specifically for discussing matters of how to run a branch or twig.
You can also browse other branches’ Editors Canada web pages or their websites (search the name of the branch or twig) to see what kinds of activities they do or for seminar ideas.
[bookmark: _Toc7690770]Regional Support
Editors Canada is divided into an eastern and a western region. The eastern region includes all branches and twigs from Ontario east, and the western region includes from Manitoba west. For each region, the national executive council appoints a council member to serve as the regional director of branches and twigs. Your regional director, east or west, should be one of the first people you go to with questions, concerns, or ideas.
[bookmark: _Toc7690771]National Office
The national office in Toronto employs helpful, talented staff, all of whom are available to answer questions or support your branch in other ways. Your first point of contact will most often be the national office.
Back to top

[bookmark: _Toc7690772]Bylaw, Policies, and Procedures
The Editors Canada bylaw and the branch and twig policy and procedures are available on the bylaw, policies, and procedures page of the Editors Canada website.
Back to top
[bookmark: _Toc7690773]Communications
Your branch may benefit from contacting any of the following for help or to exchange ideas: 
· Regional director of branches and twigs
· National office 
· Other branches and twigs 
· Individual members
· Other editing and writing organizations 
Note: All formal documents should use the full name and the short form first, and then use the short form.
· First use: Editors’ Association of Canada (Editors Canada)
· Subsequent uses: Editors Canada

For policy and procedure documents, we use the bilingual legal name on the first occurrence:
· First use: Editors’ Association of Canada/Association canadienne des réviseurs
· Second use: Editors’ Association of Canada (Editors Canada)
· Third and subsequent uses: Editors Canada

[bookmark: _Toc7690774]Branding
It is important to maintain and adhere to a cohesive set of branding guidelines. This will assist in presenting a consistent message that will not only increase recognition for the new identity, but also, over time, will become synonymous with the reputation and offerings of the association.
Editors Canada branding resources can be found on the volunteer resources page of the Editors Canada website.
For questions about complying with the Editors Canada brand, contact the senior communications manager.

[bookmark: _Toc521508235][bookmark: _Toc7690775]CASL-Compliant Email Signatures for Use by Editors Canada
Canada’s Anti-Spam Legislation (CASL) requires that emails contain identification and contact information about the sender that is valid for at least 60 days. 
Each outgoing email must contain the following prescribed information:
· The name/organization of the sender
· Information to readily contact the sender (or organization on whose behalf the sender sends the email), including business mailing address (P.O. boxes are okay) and one additional way to contact the sender (e.g., phone number or email address)
· An unsubscribe mechanism
The signatures provided here contain all the prescribed information required by CASL and are for use by anyone emailing in his or her capacity as an Editors Canada volunteer or staff person. 
Because the prescribed information required by CASL must be included in all outgoing emails, these signatures should be used in initial emails and in reply emails.
Branch and twig addresses can be found at https://www.editors.ca/about/contact-us.
[bookmark: _Toc521508236][bookmark: _Toc7690776]CASL-Compliant Signatures
National (volunteer or staff)
	English
	French

	[Name]
[Title]
Editors Canada
National office
1507-180 Dundas Street West
Toronto ON M5G 1Z8
416 975-1379
[Email address]
www.editors.ca

If you no longer wish to receive emails from Editors Canada, you may withdraw your consent at any time by emailing permissions@editors.ca. 

	[Nom]
[Titre]
Réviseurs Canada
Permanence nationale
180 rue Dundas Ouest, bureau 1507
Toronto (Ontario) M5G 1Z8
416 975-1379
[Adresse de courriel]
www.reviseurs.ca

Si vous ne souhaitez plus recevoir de courriels de la part de Réviseurs Canada, veuillez nous envoyer un courriel à l’adresse permissions@editors.ca.




Branch/twig with a physical mailing address (volunteer or staff)
	English
	French

	[Name]
[Title], [Branch or twig name]
A branch/twig of Editors Canada 
[Mailing address]
[Phone number]
[Email address]
[Branch/twig URL]

If you no longer wish to receive emails from Editors Canada, you may withdraw your consent at any time by emailing permissions@editors.ca.

	[Nom]
[Titre], [Nom de la section ou de la ramification]
Une section/ramification de Réviseurs Canada
[Adresse municipale]
[Numéro de téléphone]
[Adresse de courriel]
[Adresse URL de la section ou de la ramification]

Si vous ne souhaitez plus recevoir de courriels de la part de Réviseurs Canada, veuillez nous envoyer un courriel à l’adresse permissions@editors.ca.



Branch/twig without a physical mailing address (volunteer or staff)
	English
	French

	[Name]
[Title], [Branch or twig name]
A branch/twig of Editors Canada 
[Email address]
[Branch/twig URL]

National office
1507-180 Dundas Street West
Toronto ON M5G 1Z8
416 975-1379

If you no longer wish to receive emails from Editors Canada, you may withdraw your consent at any time by emailing permissions@editors.ca.

	[Nom]
[Titre], [Nom de la section ou de la ramification]
Une section/ramification de Réviseurs Canada
[Adresse de courriel]
[Adresse URL de la section ou de la ramification]

Permanence nationale
180 rue Dundas Ouest, bureau 1507
Toronto (Ontario) M5G 1Z8
416 975-1379

Si vous ne souhaitez plus recevoir de courriels de la part de Réviseurs Canada, veuillez nous envoyer un courriel à l’adresse permissions@editors.ca.




[bookmark: _Toc521508237][bookmark: _Toc7690777]A Note about Sending Email on Behalf of a Third Party
Occasionally you may be asked to send an email on behalf of a third party. For example, some branches and twigs have cross-promotional partnerships with other organizations and have agreed to forward emails about the other organization’s events to their membership.
Emails sent on behalf of a third party must contain the following prescribed information:
· The name/organization of the sender
· A statement saying “_____ is sending this commercial electronic message on behalf of _____”
· Information to readily contact the third party, including business mailing address (P.O. boxes are okay) and a phone number or email address

e.g., An email the EQ branch forwards OTTIAQ would contain the text “Editors Québec is sending this commercial electronic message on behalf of Ordre des traducteurs, terminologues et interprètes agréés du Québec (OTTIAQ)” and OTTIAQ’s contact info.
[bookmark: _Toc7690778]Communicating with Your Regional Director of Branches and Twigs 
Your regional director of branches and twigs can be your first point of contact for any general questions you may have. The eastern regional director assists branches and twigs in Atlantic Canada, Quebec, Ontario, and Nunavut. The western regional director assists branches and twigs in the Prairie provinces, British Columbia, Yukon, and the Northwest Territories. 
Regional directors provide guidance related to the process of becoming a branch, the benefits of operating a branch, communication and cooperation between branches and twigs, and access to forms and information. 
[bookmark: _Toc7690779]Communicating with the National Office
The national office staff can offer specific support for questions about communications, the website (including your branch web page), certification and standards, the national or branch logo, and financial administration. You can contact the following people:
· The staff at the national office for questions about branch administration, your branch’s membership statistics, and the annual conference 
· The senior communications manager for questions about branding (logos), social media, and the website
· The professional standards coordinator for questions about certification and standards
· The executive director for questions about financial administration
[bookmark: _Toc7690780]Communicating with Other Branches and Twigs
You can communicate with members in other branches and twigs in several ways:
· Contact the executive members of another branch or twig. Other branches can be a source of information and support as your branch develops.
· Send an email to all branch and twig chairs.
· Use social media such as Facebook and Twitter to connect with members in other branches and twigs. 
· Most branches and twigs have profiles on these sites, where members engage in daily discussions that you can join.
· Join the conversation on the Editors Canada Branch and Twig Group on Facebook. This group was set up to provide a forum for discussions related to any aspect of administering and developing a branch or twig.
[bookmark: _Toc7690781]Communicating with Members and Others
Even after you have established a self-sustaining branch, you are encouraged to maintain connections with other branches and twigs in your region. Keeping the lines of communication open ensures all members and members-to-be are informed of news and opportunities.
[bookmark: _Toc7690782]Updating the Branch Web Page on editors.ca
Each branch is responsible for maintaining and updating its own branch web page on the Editors Canada website. Requests for webmaster access should go to the senior communications manager.
[bookmark: _Toc7690783]Website
[bookmark: _Hlk526423877]Each branch has a page on the Editors Canada website that needs to be kept current. You can contact the national office to set up permissions to edit your branch page. 
As a branch, you can choose to host your own website; however, you will need to plan ahead to ensure continuous updates and maintenance of the site over the months and years ahead. Branches often do not host their own websites but use a blog instead and then refer people to the branch web page on the national Editors Canada website.
[bookmark: _Hlk7687186]Editors Canada branding guidelines must be followed on all websites, blogs, etc. where you are representing Editors Canada. Branding resources can be found on the volunteer resources page of the Editors Canada website.
For questions about complying with the Editors Canada brand, contact the senior communications manager.
[bookmark: _Toc7690784]Blog
Some branches host a monthly or quarterly blog. If you do this, ensure that you plan ahead for new and interesting topics and ongoing updates and maintenance to the blog. Branches and twigs often blog about upcoming speakers and seminar events, as well as themes relevant to writing and editing.
[bookmark: _Toc7690785]Email and Email Forum 
Each branch has one or more email addresses at which to receive comments and questions from its members and others. Branches also have the option of setting up a mailbox from which to send emails (e.g., to send an event invitation). See also Establishing a protocol for branch email.
It is best practice to set up an automated email response for when people email the branch. A sample response is as follows:
Thank you for your email. One of our branch executive/twig coordinators will get back to you shortly.
If you are seeking an editor, please refer to the Editors Canada website. You can either add a post to our National Job Board or browse our Online Directory of Editors.
If you are interested in upcoming training or events, please refer to the Branch/Twig [change to your branch/twig name and hyperlink to local page] page of the national website.
Thank you for your interest in Editors Canada.
Editors Canada continues to offer an email forum, where members can post news that may be of interest to other members, including regional news. Instructions about using the email forum can be found on the members’ section of the website.
[bookmark: _Toc7690786]Social Media
Branches are encouraged to communicate with members using social media. The two most popular forums being used are Facebook and Twitter. If you start a social media account for your local group, ensure that you plan ahead for continuous updates and maintenance to the account. Members can create private (members-only) or public social media accounts. Branches and twigs generally find that a public account works best because it encourages more people to join in editing-related conversations, which leads to more engagement and interest in branch activities. Non-members following these online discussions could one day become members too!
Branches and twigs often use social media to announce meetings, seminars, and other events (or in the case of Facebook, to create an event invitation); to announce member news; to share news from the national office; and to share links to editing news and blogs.
[bookmark: _Hlk7687277]Editors Canada branding guidelines must be followed on all social media accounts where you are representing Editors Canada. Branding resources can be found on the volunteer resources page of the Editors Canada website.
For questions about complying with the Editors Canada brand, contact the senior communications manager.
[bookmark: _Toc7690787]Examples of Branch and Twig Social Media Use
A good way to plan content for your social media accounts is to see what other branches and twigs are posting for their members. (See the List of Branch and Twig Social Media Accounts, below.)
[bookmark: _Toc1991846][bookmark: _Toc7690788]Stock Image Sites
The national office buys stock images for the Editors’ Weekly blog and other national projects from this stock image site: https://www.123rf.com/. If branches and twigs would like to purchase images here, they are welcome to.
· Contact the senior communications manager with the URL of the requested image.
· Editors Canada strongly encourage the use of graphics that align with the Editors Canada brand, where possible. (See page 18 of the branding platform.) This means looking for “flat colour illustrations.” When flat-colour illustrations are used, the national office can purchase EPS files and recolour them in the Editors Canada palette, which helps to strengthen the national brand.
· Please give the national office at least two business days to fulfill a request. (More notice is even better and very much appreciated!)
· The national office can charge the expense back to the branch or twig (deducting the amount from transfer fees). The cost varies according to the image, but in general it is about $2.80 for a small image and $12.80 for a custom-coloured illustration.
Other stock image sites include the following:
· https://skitterphoto.com/?fbclid=IwAR3_c_YFZywx9tfnIR_Goot56BwARN2CTRbQdaHGkXEZ3cGsijS9lhY6jV0
· http://www.freedigitalphotos.net/?fbclid=IwAR1LaoJRkSsfiJJIQM5iw-OGyM8hx4JEEfhmGCU2rSIvHBbIg0DivzYV5fM
· https://www.pexels.com/?fbclid=IwAR2d-HwS3rP4G7Zr2fX5Nq9Uo2lM8aFmF5L9FXaaO7OqYbJaFixHKoa29wc
· https://unsplash.com/?fbclid=IwAR1MHRVmnaNqUjd9IEZGKdOQhyCJwV5Y-NoJGPeIiXe8mb0HZKuP113sViY
· https://pixabay.com/?fbclid=IwAR12D62VfAl555fhDSKYn-_ck44pSyULDTyhXZtKAWqTT7QyeTziMrrRVRA
· https://pixelsink.com/35-free-stock-photography-websites/?fbclid=IwAR2X10adkoeu-XEnvRwM3vm8_44Z1P410jiYTparXamSrj18ydm2IM7HLqU
[bookmark: _Toc7690789]Communicating with Other Editing and Writing Organizations
[bookmark: _Toc7690790]Local Organizations
We encourage branches to make connections and partnerships with local writing and professional organizations to plan joint meetings and events. These partnerships with like-minded groups have the potential to dramatically increase attendance at branch meetings and may also result in Editors Canada gaining new members, as well as editors meeting authors and gaining clients. If you need some guidance, contact your regional director of branches and twigs.
[bookmark: _Toc7690791]National Organizations
If you are approached by a national organization to discuss partnership opportunities, we ask that you refer the organization to the past president of the national executive council, whose role includes building strong partnerships that will benefit the entire association, in accordance with the Partnership Guidelines.
Back to top
[bookmark: _Toc7690792]Meetings
Editors Canada branches and twigs hold planning meetings and program meetings. The information that follows provides guidance on how to plan and conduct both planning and program meetings.
Please note that as of now it is not permitted for a branch or twig member to purchase a webinar to show to a group at a meeting. It is in branches’ and twigs’ best interests to encourage members to register individually for webinars for two reasons:
1. Branches and twigs will get less money if only one person pays and a group of people watch the webinar.
2. By registering separately, each member will get a copy of the recording.
[bookmark: _Toc5281034][bookmark: _Toc7690793]Annual General Meetings
Each branch and twig must call a minimum of four membership meetings a year, one of which must be an annual general meeting (AGM) of the branch or twig that
· includes executive/coordinator elections (as appropriate), and
· is held before the national annual general meeting.
Quorum for a branch annual general meeting is eight members. Quorum for a twig annual general meeting is three members.
Topics of discussion at a branch AGM include presenting the branch’s annual report, approving the auditor’s report, and electing new executive members.
[bookmark: _Toc7690794]Sample Branch AGM Agenda
1. Call to Order
2. Approval of Agenda
3. Adoption of Minutes of Annual General Meeting of 2017
4. Presentation of the Annual Report
5. Approval of Auditors’ Report
6. Election of Administrators
7. Miscellaneous topics
8. Adjournment
[bookmark: _Toc7690795]Planning Meetings
Planning meetings, also referred to as executive meetings, are held to arrange upcoming events and manage branch-related business. All elected branch executive members should attend and actively participate in planning meetings.
[bookmark: _Toc7690796]Scheduling
Frequency and length of meetings will vary from one branch to another, but one option is to hold a one-hour planning meeting just before each monthly program meeting. If more time is needed to address branch-related business, schedule longer meetings or alternate between a short meeting one month and a long meeting the next. Consider holding teleconference or videoconference meetings if meeting in person is not feasible.
[bookmark: _Toc7690797]Agenda
One week before each planning meeting, send an agenda to attendees and call for possible amendments and additions. An agenda might include some or all of the following points:
1. Call to order
2. Approval of agenda
3. Approval of minutes from previous meeting
4. Financial review
5. Reports from planning team
6. Updates on action items from previous meeting
7. New business
8. Adjournment
[bookmark: _Toc7690798]Minutes
Minutes should be taken at each meeting and kept on file, as they provide a valuable record of decisions made and actions taken. Dropbox is a good option for document storage, and it allows all branch executive members to access branch documents and information.
The following is a sample format for meeting minutes:
[Branch name] Planning Meeting
[Location]
[Date, Time]

MINUTES
Present: [Names of attendees]
Regrets: [Names of those unable to attend]
Call to order: [Time]
Approval of agenda
Approval of [Date of last meeting] minutes
Brief summary of discussion for each agenda item, with follow-up actions noted in bold text
Adjournment: [Time]
[bookmark: _Toc7690799]Program Meetings
Program meetings give branch members a chance to socialize and network, and they allow non-members to learn more about the branch and the benefits of membership. You may wish to allow at least 30 minutes for visitors and members to mingle and chat before the program starts. They will likely want to do so afterward as well. Light refreshments are always well received. (See the next section of this toolkit for more information about providing refreshments, as well as guidelines for booking venues and speakers.)
[bookmark: _Toc7690800]Scheduling
Scheduling program meetings for the same day, time, and place each month allows organizers to secure a venue in advance. It also helps members plan ahead and incorporate the meetings into their monthly routines. On the other hand, it may exclude members whose schedules conflict with the set day and time. Final decisions on scheduling will be individual to each branch.
[bookmark: _Toc7690801]Welcoming Visitors
[bookmark: _Hlk526423915]Welcome all visitors at a check-in desk and invite them to fill out a name tag and, if they wish, add their names to a list so that you can contact them regarding upcoming events. The national office can provide an email signup sheet that is CASL compliant. Keep the list on file as a record of consent to satisfy Canada’s CASL requirements. To address privacy concerns, include a statement on the list informing visitors that the information provided is for this specific internal use only and will not be used for any other purpose or shared with other organizations. These lists should be scanned and emailed to the national office to preserve as a record of compliance. 
You may also wish to keep a tally of visitors and members to help in assessing program popularity and planning future events.
The check-in process provides an opportunity to promote the benefits of membership, including national initiatives such as webinars and certification, as well as the in-person seminars and social gatherings offered locally. In addition, be sure to stock the check-in desk with handouts and takeaways. Editors Canada provides a number of information pamphlets and promotional materials. Consider composing a branch-specific information handout, printed on branch letterhead. Contact the senior communications manager at the national office to request a letterhead template and to order pamphlets and promotional materials.
Prior to introducing the evening’s speaker, welcome all visitors again, make any branch-related announcements (calls for volunteers, upcoming events, etc.), and invite questions from the audience.
[bookmark: _Toc7690802]Making Meetings Worth Attending
In order to make program meetings worthwhile and ensure high attendance, organizers will need to choose popular presentation topics and engaging guest speakers.
One option is to ask branch members for ideas, either through an online survey or by holding a brainstorming session at one of the program meetings. Ideas can also be taken from the past program events of other branches and twigs, listed on the Editors Canada website branches and twigs pages.
Alternatives to guest speaker presentations include panel discussions, presentations by branch members, book swaps, wine and cheese socials, and interactive sessions where attendees weigh in on topics of interest.
[bookmark: _Toc7690803]Getting the Word Out
Compose meeting announcements that include a program description and, if applicable, a brief presenter bio. Email meeting announcements and follow-up reminders to branch members and to non-members who have given their consent to receive branch updates. Ask affiliated associations and other local organizations whether they would like to receive meeting announcements for distribution to their members. Also, be sure to promote meetings on social media and have them posted to the branch’s Editors Canada web page.
Back to top

[bookmark: _Toc7690804]Planning Events
[bookmark: _Toc7690805]Budgeting
Branches raise money by hosting events and seminars for members and non-members. Before organizing an event with expenses, review how much money the branch has available in its bank account. Manage your costs carefully by sourcing several suppliers for quotes and letting them know that Editors Canada is a not-for-profit organization with a very tight budget. Suppliers often have lower rates for not-for-profit organizations.
Back to top
[bookmark: _Toc7690806]Contracts
The seminar coordinator for your branch should do the initial research and arrangements for speakers, room rental, AV equipment, catering, and supplies. Generally, there will be a contract or agreement signed with a supplier. 
[bookmark: _Toc7690807]Invoices
The branch chair/financial officer is responsible for paying all invoices and ensuring good records are kept for all receipts. Specifically, the branch chair/financial officer will want to do the following:
· Confirm supplier details on contracts
· Sign contracts and return them to the supplier
· Ensure suppliers get paid

[bookmark: _Toc7690808]Scheduling
Start planning your event early. You will need at least two months to effectively promote an event. Use the event description chart below to assist you with your planning.
	Event description
	Details
	Contact info (as needed)

	Name of event
	
	

	Type (meeting, seminar, or workshop)
	
	

	Date and time
	
	

	Venue
	
	

	Caterer
	
	

	Speaker/special guest
	
	

	Title/content of the event
	
	

	AV
	
	

	Other requirements
	
	

	Host
	
	

	Main contact person for event
	
	


[bookmark: _Toc7690809]Costing the Event
Every event has costs, except meetings in a coffee shop or restaurant where everyone pays for their own refreshments. It is good to know in advance how much you will spend. Here is another chart you can fill in to help cost the event. For each item, add the estimated fixed charge or per person charge.

	Event/item description
	Details
	Costs

	Name of event
	Cool editing
	

	Type (meeting, seminar, workshop)
	Seminar
	

	Date and time
	March 12, 9:00 a.m.–3:30 p.m.
	

	Venue and room
	Starbucks back room, free parking, free tables and chairs
	$120

	Caterer and contact, summary of catering to be ordered, numbers
	Starbucks: 2 breaks + sandwich tray lunch
	$25/person

	Seminar speaker/special guest, contact info
	Joe Green
	$200

	How will event be promoted
	Online only
	$0

	AV
	Projector and screen
	$120

	Other requirements
	
	

	Host 
	Parking
	$10

	Main contact person for event
	Jane Smith
	

	Estimated number of attendees
	15
	



Here is how you figure out whether your event will make money:
1. First, add up the fixed costs (costs that do not change regardless of number of attendees).
$120 venue + $200 speaker fee + $120 AV + $10 parking = $450
2. Then figure out the variable costs.
$25 catering × 15 attendees = $375
3. The total cost for 15 people will be $825. 
That means per person, your event cost is $825/15 = $55.
4. So you could charge $75 per person, or $20 above cost, and earn a profit for the branch.
15 × $20 = $300 profit
If fewer people showed up, your profit would decrease. If more attended, it would increase. But in both cases, you would not lose money. It is important to know what your break-even point is.
Break Even: Total Revenues = Total Cost
If Total Cost is higher than Total Revenues, you will lose money. This could happen for many reasons:
· Not enough promotion
· Expenses too high
· Event fee too low
· Bad weather or other unpredictable event
If advance registration is too low to cover your costs, consider cancelling or rescheduling. Keep in mind that catering numbers have to be finalized in advance, so if someone does not show up, you will still have to pay for their catering.
[bookmark: _Toc7690810]Marketing and Outreach
At least two months before your event, prepare a list of promotional activities, tasks, and timelines for your volunteers. Keep a record of which promotions work best, so you can use them for future events. The Editors Canada brand is valuable in promoting your event. Often, having a great speaker or event is not enough. People need to hear about it and find that special reason to attend. So get the word out!
Here are some tips to help you promote your event successfully:
· Ask the speaker to provide a short title for the event, a session summary that includes key concepts that attendees will learn, and a bio. Then edit the text so the event sounds interesting and relevant and the information will encourage people to register.
· Send the required information (see template below) to your branch administrator, who will set up your event on an e-commerce site (e.g., EventBrite) for online registration and add your event to the calendar on your branch web page and to the national seminars page on the Editors Canada website.
· Promote the event by sending out emails to the membership (sent by the branch administrator); using social media such as Twitter, LinkedIn, Facebook, and blogs; and promoting the event on Editors Canada’s email forum (e.g., to promote early bird deadlines). You should also forward the event information, including registration links, to organizations and individuals in your area such as writers, communications programs in colleges and universities, PR firms, librarians, and teachers.
· Watch registration numbers. If registration is slow, add more promotion: each promotional blast of any sort should add at least one registrant. If registration numbers indicate a money-losing event, you may have to consider cancelling it.
[bookmark: _Toc1991870][bookmark: _Toc7690811][bookmark: _Hlk7771341]Event Template for E-Commerce Site
Please provide the following information if you would like to have an e-commerce site set up for your event:
Event title:
Presenter:
Date:
Time and duration (including time zone):
Location (including room number):
Member price:
Non-member price:
Are members of any other organizations getting a discounted rate? List them:
Do students pay a different price? Student price:
Registration open date:
Registration close date:
Early bird deadline (if applicable):
Description:
Presenter bio:
Food, if applicable:
Office info
Registration capacity (if there is one):
Please specify if you need a GiftTool registration link or website update:
NOTES
Please provide us with any links you need us to include:
The national office requires a minimum of three business days to set up an event.
[bookmark: _Toc7690812]Refreshments and Snacks
· Baked goods, coffee, tea, water, and juice are great refreshments for monthly meetings. It is cheapest to buy meeting refreshments from a store or bakery and submit an expense report with receipts for reimbursement. Most free venues allow outside refreshments to be brought in. Make sure to check with the venue first.
· For catering, hot meals usually cost more than cold meals. A cost of $10 per person (plus tax) is reasonable for a light lunch such as sandwiches, and $5 per person (plus tax) is reasonable for coffee and baked goods.
[bookmark: _Toc7690813]Monthly Meetings and Seminars
Try to get a free room for monthly meetings; for example, at a local coffee shop, library, community centre, school, seniors’ centre, or religious centre. Many of these have free rooms for not-for-profit organizations. For half-day or full-day seminars, it is normal to have to pay between $50 and $100 for the room. Here are a few details to think about:
· Chairs and tables: Make sure there are enough for everyone (at no extra charge).
· Parking and transit: Make sure there is enough free or inexpensive parking nearby and access to public transit.
· Accessibility: Include the details in your publicity.
· Agreements/invoices: Some venues will ask you to sign an agreement and will issue you an invoice.
· Insurance: Some venues will ask for proof of commercial liability insurance, which the national office can supply for you.
· Signage: Make sure to place small directional signs in the venue, if needed.
· Washrooms: Note the washroom locations and let all attendees know where they are.
· Cancellation: Ask the venue about length of notice required to cancel and about cancellation fees.
· Set-up: Make sure you have access to the room before the seminar starts so you can set up a registration table, catering area, etc.
[bookmark: _Toc7690814]Booking a Speaker
Speakers at monthly branch meetings usually speak for about 15 to 30 minutes. Not every monthly meeting needs a speaker, but more people may attend if there is a speaker. Meeting speakers are usually unpaid.
Speakers at half-day or full-day seminars usually require payment. Ask the speaker about fees before you start planning the seminar. Make sure you include the speaker fee in your calculation for pricing the seminar. Consider using local experts as speakers, rather than recruiting speakers from outside the area. Tapping into the local talent will help build your branch in the community.
Ask speakers for a contract. The contract should include the following:
· Fee, including HST if applicable
· Session title/content, length of the session, date of the session
· Cancellation notice information
· Mailing address and other contact information
[bookmark: _Toc1991874][bookmark: _Toc7690815][bookmark: _Hlk7771348]Sample Speaker Consent Form: Recording and Streaming Presentations
Please use this template to gain consent from a speaker if you plan to record and/or stream their presentation.
a) I, __________________________________, give my permission for my presentation entitled ___________________________________________________ to be audio-recorded at the meeting of the [branch/twig name] of Editors Canada on __________________________(date) and for the recording to be made available for members only to download.
b) I also give my permission for a video of the presentation to be live-streamed online. Only [branch/twig name] members will receive the link to view the presentation. The video will be available for viewing following the meeting, but not for downloading. 
c) I also give my permission for a short report describing the above presentation to be published in the [branch/twig name] blog.
d) I also give my permission for photos taken of me during or following the presentation to accompany the blog post.
e) I also give my permission for a short interview of me about my presentation to be posted to the [branch/twig name] blog.
(Please strike out and initial beside any of the above that you do NOT permit.)
Presenter’s signature: ___________________________________________
Date: _________________________________
[bookmark: _Toc7690816]Audiovisual Support
Ask speakers whether they will need AV support. Speakers might need a screen and projector for a PowerPoint presentation, a microphone, or a flip chart, and they might assume that these will be available. Ask the venue whether it can supply AV and whether the price is included with the room rental. For meetings or seminars with fewer than 15 people in a small or mid-sized room, speakers may not need a microphone.
[bookmark: _Toc7690817]Requesting Feedback
· It is nice to follow up with attendees and find out what worked best. (How did you hear about the event? Did you enjoy the event? Will you come again? Will you bring a friend next time?)
· If there was a speaker, you could send around a short speaker evaluation survey at the end of the event. If you had lots of attendees, the national office could run the survey online for you. All (recorded) attendees would receive a link to the survey, and you would receive the results back from the office.
[bookmark: _Toc7690818]Event Cost Calculator
[bookmark: _Hlk525200607]There is an event cost estimator (Excel sheet) that you can use to help you plan your next event. It is included in the zip file when you download the toolkits from the Editors Canada website. 
Back to top



[bookmark: _Toc7690819]List of Branch and Twig Social Media Accounts (2019)
National: Facebook, Twitter, LinkedIn, blog
Editors British Columbia: Facebook, Twitter, blog
Editors Calgary: Twitter, blog
Editors Edmonton: Facebook, Twitter 
Editors Saskatchewan: Facebook, Twitter
Editors Manitoba: Facebook, Twitter 
[bookmark: _Hlk522104431]Editors Barrie: Facebook, Twitter, LinkedIn
Editors Kitchener-Waterloo-Guelph: Facebook
Editors Hamilton-Halton: Facebook, blog
Editors Toronto: Facebook, Twitter, blog, YouTube
Editors Kingston: Facebook, blog
Editors Ottawa-Gatineau: Facebook, Twitter, blog
Editors Québec: Facebook, Twitter
Editors Nova Scotia: Facebook, Twitter, website
Editors Newfoundland & Labrador: Facebook, blog
Conference (EN/FR): Facebook, Twitter (EN), Twitter (FR)
Student affiliates: Facebook

