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 The YEARplan is a way of getting down on paper what you and your department intend 

to accomplish over the course of your year. It will isolate the specific goals that you wish to 

accomplish, and the objectives that need be achieved. It will give your supervisor an 

understanding of the direction you wish to take with your department, and identify areas where 

support can be given. When completed, the YEARplans will collectively reinforce the goals and 

visions of your department, and allow the respective members to focus their attention on areas of 

importance within the MSU. 

 

1. Read over the YEARplan.  

2. Complete your YEARplan in soft copy (on computer). 

3. E-mail the first draft of the YEARplan to vpadmin@msu.mcmaster.ca by July 2
nd

, 2013. 

4. The VP Administration will provide feedback on your YEARplan. Use this feedback to 

revise your draft into a final plan. 

5. E-mail the final draft of the YEARplan to vpadmin@msu.mcmaster.ca by July 29
th

, 2013. 

 

 The final copy will be submitted to the Executive Board for review and approval at the 

August 6
th

 meeting. 

 

 If for some reason you do not believe you can complete your YEARplan by the date 

indicated, please contact the Vice-President Administration in order to arrange a suitable 

extension (contact information above). 

mailto:vpadmin@msu.mcmaster.ca
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MISSION an overview 

 

SHEC is a peer health education and referral service that is run by students for students. We 

focus on providing students with objective, up-to-date information on a variety of health topics 

so students who use our service can make their next decision regarding their health in an 

informed and confident manner. Our main services are peer support, free anonymous pregnancy 

testing on site, a lending library and free condoms, dental dams, vaginal contraceptive film and 

lube. We also offer other great services like information pamphlets, a weekly radio show (The 

SHEC Show), a weekly Silhouette article and our blog. We are also very dedicated to organizing 

a variety of informative, educational and fun health-related events throughout the year. Another 

valued aspect of SHEC that can be overlooked is the safe, open and non-judgmental atmosphere 

that students and volunteers to have access to. The main objectives for this upcoming year are to 

improve volunteer training, increase promotion of SHEC during Welcome Week and to create a 

new SHEC event based on student feedback and volunteer’s ideas. I am also focusing on 

increasing volunteer attendance at SHEC events and transitioning our current scheduling system 

to an online system. Accomplishing all these objectives listed will ensure SHEC has a successful 

year and that our valuable services help students make informed, confident choices about their 

own health.  

 
ROLES that individuals play 

 

List all positions found within or in relation to your department including full-time and part time 

staff, as well as one of a few general volunteer roles if applicable and how their role intersects 

with yours. 

 

 Name of Individual Role(s) 

1. 

 

Educational 

Programming Exec 

Matt Greenacre 

-Oversee the events that EP organizes such as: Sex After 

Dark, New Years Resolution Fair, information tables in the 

student centre, and give feedback or help out as needed 

-Stay informed of all EP events  

2. 

 

Promotions Exec 

Katherine Steckham 

-Give feedback, help out as needed and/or ensure all promo 

material is being completed in a timely matter.  

-Stay informed of all projects Promo is working on 

3. 

 

Media-Radio Exec 

Alena Lukich 

-Give feedback, stay informed of all radio shows and/or 

projects Radio committee is working on  

4. 

 

Outreach Exec 

Rabea Parpia 

-Give feedback, stay informed of events Outreach committee 

is organizing or community events they are 

promoting/helping out with. 

-Look out of community health-related events that Outreach 

could be involved with 

5. 

 

Media-Silhouette Exec 

Palika Kohli 

-Give feedback, stay informed of articles the Sil committee is 

working on for The Silhouette and our blog 

6. 

 

Internal Programming 

and University Relations 

Exec 

-Stay informed of volunteers who are repeatedly missing 

shifts and/or trainings 

-Give feedback as necessary 
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Laura Jamieson  

7. 

 

Addictions Awareness 

Exec 

Darin Kirchin 

-Give feedback, stay informed of all events that theAA 

committee is organizing 

-help out as needed 

8. 

 

Resources Exec 

Alisha Sunderji  

-Give feedback, stay informed of new books resources are 

ordering, other projects they are working on to keep SHEC’s 

information up-to-date 

9. 

 

Training Exec  

Tina Cody 

-Give feedback, stay informed of current and potential 

trainings Tina is working on for our SHEC volunteers 

 

10. 

 

Our volunteers! (31) -SHEC’s volunteers ensure that SHEC’s services are 

smoothly running and available to students. They also 

participate on committees that put on events throughout the 

year. 

-Ensure volunteers are have attended our September training 

weekend and completed make-up assignments if necessary 

-Resolve any volunteer issues and ensure volunteers are 

acting in a professional, confidential manner when on shift 

and in the centre. 

11. 

 

VP Admin 

Anna D’Angela  

-Primary point of contact for questions, concerns, etc  

-Keeping you informed of important projects, events, etc 

SHEC is working on 

12. 

 

Kathy Paterson 

Health Educator, 

Student Wellness Centre 

-Keeping Kathy informed of the projects/events, etc that  

SHEC is working on and how SHEC and SWC might work 

together 

 

13. 

CFMU  

Jamie Tennant 

-Ensuring the SHEC Show is successfully produced by our 

Media-Radio Exec and committee 

 

 

13. 

The Silhouette -Publishing of a weekly health coloumn created by our 

Media-Sil Exec and committee  

-Collaboration for Sex and the Steel City (writers and 

models) 

 

OBJECTIVES step by step  Copy and paste to add more objectives if required 

 

Objective 1 Switch our volunteer shift scheduling from paper to an online program.  

Description Switching from a paper and email system to an online program for scheduling 

volunteer shifts will be more efficient in a variety of ways. For our Internal 

Programming and University Relations exec, it will be easier to track who has 

good/bad/poor shift attendance. It also will reduce excessive emails for shift 

switching. Overall it will improve the organizational process of shift 

attendance and shift scheduling.  

 

Benefits -Easier and more efficient for our IP & UR Exec to keep track of volunteer 

shifts 
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-IP & UR Exec has more time to work on other projects (Canadian Blood 

Services promotion for example) 

-Easier to for volunteers to sign in, switch shifts and keep track of shifts they 

have missed.  

Difficulties -Could take time choosing the right scheduling program 

-Some programs are free, some cost money  

-Some volunteers/exec might prefer to stick to our current system 

Long-term -Continuing to use an online scheduling program would ensure good 

organization and a more efficient way of keep track of volunteer shifts.  

How -Research online scheduling programs 

-Choose one that best fits SHEC 

-Download program 

-Instruct volunteers on how to use it, preferably during September Training 

-Monitor its usage, to make sure volunteers are using it correctly and that it is 

successful.  

-I imagine this the whole implementation and monitoring of this plan would 

take about a month to a month and a half. 

Partners -Asking around to other MSU services to see if they have had experiences with 

online scheduling and what were the pros/cons of having an online scheduling 

system 

 

 

Objective 2 Improving Volunteer Training 

Description Dealing with sensitive topics in an educational, informative and peer 

environment is something SHEC volunteers do on a regular basis. As a result 

we need to ensure that our volunteers are well informed on a variety of health 

related topics, as well as how to present this information in a professional, 

respectable and sensitive context.  

Benefits -Volunteers will feel less nervous and more confident when dealing with 

students who come into the centre 

-If they feel more confident they will be able to have a better interaction with 

the person who comes into the centre 

-SHEC as a whole will be able to deliver better services 

 

Difficulties -Figuring out which are the best-suited trainings volunteers could attend 

-Ensuring all volunteers attend these trainings and creating make-up 

assignments for those who do not  

Long-term Ensuring that our volunteers have better training will make our services better 

overall. With better services being consistently offered, students who use our 

service will walk away feeling more satisfied and being better able to make 

decisions about their own health. This can in turn increase awareness and word 

of mouth promotion about SHEC and the value of our services.  

How The previous year’s coordinator, Stephanie Assmann and I already have hired 

a training exec. The responsibility of the training exec will be to organize 

monthly trainings for our volunteers. This ensures that volunteers are 

consistently receiving training through out the year. I have also been in touch 
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with Pearl Mendonca and Melissa Fernandes from the Student Wellness 

Centre, and they are creating a 2 hour training session on peer support. We 

already have peer support training during our training weekend in September 

but this session with Pearl and Melissa will be happening in early October. 

This way our volunteers will have already had some time to peer support, 

which will allow this training to focus on the more detailed aspects of how to 

be an excellent peer supporter.  

Partners -Pearl Mendonca, Melissa Fernandes and Kathy Patterson from the Student 

Wellness Centre 

-Training Exec 

 

 

Objective 3 SHEC Promotion during Welcome Week 

Description Increasing awareness about SHEC and our services by having a promotion 

campaign. This will include things like: 

-Increasing our social media activity 

-booking a banner in banner space  

-Advertising our “You’ve got a friend in me” posters on Rez TV, Union 

Market 

-Having some SHEC swag to hand out to first years/put in the Welcome Week 

bag 

-Participating in PJ parade again this year 

-Participating in SOCS Olympics 

-Participating in ClubsFest 

-Having a few volunteers walk around during a couple different times of 

Welcome Week approaching students and handing out SHEC swag, 

pamphlets, talking to them about the services we offer 

Benefits With increased promotion during welcome week, this would increase 

awareness of our services to a lot more students, specifically first years. 

During a week which can be extremely fun but also overwhelming for first 

years, increasing awareness of our service lets students know that they have a 

place to come and discuss their issues/questions/concerns right away, instead 

of letting the issue cause more stress then it needs too. SHEC could be a great 

place for first years to access if they are feeling overwhelmed and need 

someone to talk too or simply get more information on a certain health subject. 

Difficulties -Contacting the appropriate services with enough time to book our promotion 

services (ex RezTV, Union Market) 

-Ensuring we have enough swag to give away and ordering that on time 

-Getting enough volunteers out to participate in PJ parade, walking around 

campus around during welcome week and ClubFest. 

Long-term In the long term, this would increase awareness about the services and events 

we offer. The sooner students know about our services, the sooner they are 

likely to use them. At no other point in the year are we able to reach such a 

large amount of students in such a short period of time. It also shows students 

that SHEC is a welcoming and friendly service catering to a variety of students 

and health topics. Overall it could help to increase the amount of students who 



Page | 6 

 

use our service. 

How -Contact Residence Life for advertising on RezTV  

-Contact Union Market for advertisement 

-Contact MUSC Admin for banner space (waiting on reply) 

-Plan event for SOCS Olympics  

-Printing updated pamphlets, ordering SHEC swag 

-Contacting volunteers and asking them to help out with: SOCS Olympics, 

ClubsFest, PJ Parade and walk-arounds 

Partners -Promo exec: Katherine Steckham 

-Residence Life 

-Union Market 

-SOCS 

-SHEC volunteers 

 

 

Objective 4 Organize a new event 

Description I would really like to create a new SHEC event that becomes part of the yearly 

calendar. We would gather student feedback through social media on what 

type of event students would like to see happen, and based on their feedback, 

have volunteers or execs come forward with ideas for a new event and 

organize this event.  

Benefits It fosters creativity and new ideas, and for those ideas that are put into action, 

it is a great accomplishment for SHEC and the committee(s) that puts the event 

on. It will also help to grab student’s attention in a new and exciting way, 

which could be another way of increasing our awareness about our services 

and what we can provide students. 

Difficulties -Coming up with feasible events 

-Getting those new ideas off the ground 

-Supporting the people organizing the event 

Long-term -If this event is successful it is another way that SHEC can get our name out 

there and help students.  

How -Let volunteers and execs know of this proposal 

-We could also reach out to the general McMaster community via social media 

(Facebook, Twitter, our blog) and ask them what new SHEC event they would 

like to see created. Based on student’s feedback, we could narrow down ideas 

for a new event.  

-Encourage volunteers and execs to come forward with new ideas (perhaps in 

the form of a contest) 

-Complete the necessary steps execute this event in a successful manner.  

Partners -Will depend on the nature of the event.  

 

 

Objective 5 Increased volunteer attendance at SHEC events 

Description This past year our exec team and coordinator often had trouble securing 

enough volunteers to help out at SHEC events. Usually we would end up 
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having enough volunteers, however it would be at the last minute, which was 

very stressful on the execs and volunteers organizing the event. This year I 

want to have more volunteers signed up for events with adequate time to spare, 

so we ensure the event runs smoothly and everyone is less stressed.  

Benefits The benefits of this would be less stress for my exec team and myself and a 

more cohesive SHEC team. It would also make SHEC events run more 

smoothly. Having a large group of dedicated volunteers also helps to improve 

our events, our services and SHEC as a whole. 

Difficulties -How exactly to best motivate volunteers 

-This will be something that takes time, it isn’t a quick fix 

Long-term -Having increased volunteer attendance can improve our events in a variety of 

ways. It ensures our events run more smoothly and successfully, and the more 

this happens with more of our events, the better reception we have from 

attendees and volunteers.  

-Being a part of a team that puts on a successful event is a great feeling. This 

in turn can help create a more cohesive SHEC team. It also allows more 

volunteers to see the value of being directly involved with SHEC events. 

How -Explaining to volunteers during our training weekend the personal, 

educational and leadership value they receive when being an active part of 

SHEC. It is also important to make volunteers aware of how much better our 

events and services become when we have a large team of highly dedicated 

volunteers at our events.  

-New volunteer, Christmas and end-of-year parties and potlucks are a good 

way to informally increase commitment of our volunteers. Organizing these 

parties show our volunteers how much we appreciate them, and hopefully in 

turn they come to value SHEC more.   

-Signing up for an intramural SHEC dodge ball team and hosting a potluck are 

new events this year that will help to increase volunteer commitment and 

dedication, and in turn participation at our events. 

Partners N/A 

 

 

Objective 6 Have 2 General Assemblies  

Description Partway through each term, I would like to gather all our volunteers together 

for a “General Assembly”. Each committee will take their turn explaining what 

projects they are currently working on, which will allow all our volunteers to 

be kept up-to-date with other committees, not just their own. I would also like 

to have a feedback session, allowing volunteers to give feedback on what they 

were concerned/happy/wondering about. If volunteers are too shy to voice 

their opinion in front of others, I will give them the option of emailing me 

confidentially. It also gives us a chance to get together as one team, as once 

school starts we don’t have too many chances to all be in one room together. 

Benefits -Keeps volunteers and execs up-to-date on what projects other committees are 

working on, what we have accomplished, what we can improve on 

-Allows volunteers a chance to voice their own opinion and have a say about 

the way SHEC operates 
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-Gives volunteers a chance to socialize and get to know one another better 

Difficulties -Picking a time that works for the majority of our volunteers 

-Using the feedback received from this session and putting it into action 

Long-term -Future coordinators and execs could use this as check-point to ensure they are 

guiding SHEC/their committees in the right direction. It is also another event 

where volunteers feel valued because the coordinator and execs are asking for 

volunteer’s opinion, which can in turn strengthen team bonds. Overall this is 

an event that can help the coordinator and exec assess what they are doing 

right/what they can improve on and it gives volunteers an opportunity to voice 

their opinions. 

How -Book a room in MUSC large enough for our whole team 

-Pick a time and date that works for the majority of volunteers 

-Gather everyone together at the preferred time and lead the general assembly 

Partners -MUSC Admin (to book a room) 

 

 

 

 

GOALS to strive for 
 

List 3 things that you would like to have prepared for the beginning of September 

1) All the promo material needed for Welcome Week is ready to go (banner, posters, etc) 

2) September training planned 

3) Plan and lead our exec training (late August)  

 

List 3 things you would like to have completed during the fall term (1
st
) 

1) Successful SHEC promotion campaign during Welcome Week 

2) Have a “general assembly” meeting for SHEC, where all committees get together and we all 

update each other on our respective committees. 

3) Ensure Execs transition smoothly into their new roles and their events are successful.  

 

List 3 things you would like to have completed during the winter term (2
nd

) 

1) Successful execution of a new SHEC event 

2) Hiring execs for the 2014/2015 school year and promoting volunteer applications and hiring 

volunteers 

3) Volunteers have received consistent, solid monthly trainings provided by the training exec  

 

If you could jump to the end of your term and were asked to tell someone the highlights of what 

your department did over the course of the year, what would that include? 

 

-Marching in the Toronto Pride Parade!  

-Having a SHEC promotion campaign during Welcome Week and getting the word out to 

more first years  

-Having monthly trainings, which would result in better trained volunteers  

-Through our services such as peer support, free confidential pregnancy tests and free 

contraceptives, helping as many students as possible work through their concerns/issues 
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-Having an increase of awareness about some of our newer initiatives, such as our blog 

(shecmcmaster.tunblr.com) and our radio show  

-Having my volunteers and execs feel that SHEC was a valuable experience for them and they 

felt they were part of an open, inclusive and fun community  

 

 

 

MASTER SUMMARY calendar and checklist 

 

Summer 

(preparation) 

- Design promo material for Welcome Week 

-reserve banner spaces, get posters and other various items on time 

-make a welcome week “Welcome to SHEC” video 

-plan September training (plan itinerary, book rooms, contact speakers, 

etc) 

-Send out quizzes 1 and 2 

-Design and order new t-shirts 

-contact volunteers so SHEC can be open during welcome week 

September -Volunteer training weekend (Sept 7 & 8) 

-Participate in Welcome Week (PJ parade) 

-Take back the Night 

-Start of “The SHEC Show” and weekly Sil articles 

-Start planning Sex After Dark 

-Start planning first Bar Blitz 

-New Volunteer Social 

-Regular blog posts 

-Choose volunteer of the monthUp 

October -Weekly Radio shows (4) 

-Weekly Sil articles (4) 

-Trick or Eat 

-Advertise and put on Sex After Dark 

-Advertise and put on Bar Blitz 

-Bi-weekly exec meeting 

-Put on a “General Assembly” for all volunteers and execs 

-Regular blog posts 

-Volunteer Training 

-Choose volunteer of the month 

November -4 Radio shows 

-4 Silhouette articles 

-Addictions Awareness Fair 

-Regular blog posts 

-Set up exam shifts 

-Volunteer Training 

-Release of Cookbook 

-Bi-weekly exec meeting 

-Choose volunteer of the month 

December -Holiday Social 



Page | 10 

 

-1 Radio show 

-1 Sil Article 

-Stressbusters 

-Volunteer Training 

-1 exec meeting 

-Choose volunteer of the month 

January -Volunteer Training Day (First weekend back) 

-3 Radio shows 

-3 Sil Articles 

-Bar Blitz 

-Start preparation for Sex and the Steel City (getting models, writers, etc) 

-Bi-weekly exec meeting 

-Choose volunteer of the month 

February -Sex and the Steel City  

-4 Radio Shows 

-4 Sil Articles 

-Valentine’s day event 

-Promote applications for 2014/2015 SHEC volunteers 

-Volunteer Training 

-Bi-weekly exec meeting 

-Choose volunteer of the month 

March  -Release Exec apps and start interviews 

-Interviews for potential SHEC volunteers 

-Select new volunteers and let them know  

-Impaired Driving Simulation with Efrt 

-Last bar blitz  

-4 Radio shows  

-4 Sil articles 

-Volunteer Training 

-Bi-weekly exec meeting 

-Choose volunteer of the month 

April -End of Year Social 

-1 Radio show 

-1 Sil article 

-Stressbusters 

-Volunteer Training 

-Last exec meeting 

-Choose volunteer of the month 

 

Weekly -Keep up to date with what the exec are planning 

-Radio show 

-Silhouette article 

-Put out weekly reading material 

-Keep on track of volunteer’s shift attendance 

-Update the website 
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COLLABORATION within the MSU  
 
[Please provide an example of where your service can collaborate with a) another MSU Service 

and b) non-MSU Service (e.g. SRA Caucus, Business Unit, Clubs, etc) . Make sure to specify 

which MSU Service the example is relevant to, how the project or idea is better supported by this 

collaboration what each can gain from collaborating on the project or idea.] 

 
1. I would love for SHEC to collaborate with Mac Farmstand. SHEC already collaborates with 

Mac Farmstand for our cookbooks, but it would be great to have a fall event during a day they 

are selling produce. An interactive event that shows students the benefits of eating healthy (and 

preferably local) food and learning to cook your own food would be very beneficial for students. 

 
2. A collaboration between SHEC and FAM/QSCC. I think it would be really cool to do an event 

that focuses on queer health. We could use the event to inform students what health issues are 

specific to queer people. It would also be a great opportunity to provide information and 

resources for places that deal specifically with queer health issues. Perhaps getting a speaker to 

address some of these issues would be interesting, informative and help create a greater draw of 

students. 

 
FINAL COMMENTS leave nothing out 
 
Looking forward to a super year!  

 

 

 

 

 

 

 

 


