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

 

Our objective is to organize and execute a conference for high school students that would 

provide an inclusive and supportive environment which fosters growth, development, and 

reflection. We will seek to maintain a transparent process particularly in the areas of delegate 

recruitment, fundraising and sponsorship, staff hiring, and committee coordination. All members 

of the CLAY organization will be enabled to meet the expectations of their role, regardless of 

whether they are on the planning team, attending committee meetings, a staff member, or a 

student delegate; they will also be able to develop their own leadership skills and promote the 

self-development and leadership growth in those around them.  

 

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. 

 

Housing and Conference 

Services staff 

Help with contract development and booking space for the 

conference weekend (ex. Les Prince Hall rooms) 

 

2. 

CLAY Planning Team Responsible for assisting in various areas of conference 

development, such as sessions, recruitment, media & design, 

fundraising & sponsorship, events, and LDL coordination. 

3. 

 

LDL Coordinator (part 

of Planning Team) 

Provides direct support to coordinator during planning 

process and conference weekend. 

4. 

 

Events Coordinator (part 

of Planning Team) 

Direct support to coordinator and LDL coordinator during the 

planning process and conference weekend. Will liaise with 

AVTEK, 1280, possible speakers, and external caterers 

during the planning process.  

5. 

 

VP Administration Enabling me in my role as Coordinator to set realistic and 

attainable goals that I can actively work towards; ensure that 

I am working towards them in a timely manner; help ensure 

the overall vision of the conference is maintained. 

6. 

 

VP Finance Collaborate to ensure that the financial needs of my 

department are met and that a budget plan is put into place.  

7. Accounting Office  Valuable resource and able to answer questions regarding 

purchase orders, standing orders, ledger entries, and monthly 

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

 

Objective 1 Sponsor a Delegate Initiative 

Description In 2013, the Hamilton Wentworth District School Board was approached about 

a new program, the Sponsor a Delegate Initiative. This program allowed them 

to remove the barrier of a conference fee for some students. This greatly 

increased delegate attendance from the Golden Horseshoe from 5 to 46 

delegates between 2012 and 2013.  

 

Benefits This increased the Hamilton community’s involvement in the conference. It 

also displayed the positive impact that an MSU initiative can have on high 

school students in the local community. 

 

Difficulties As 2013 was the first year of this program, the schools that did commit 

students started out with a small number of students per school.  

Long-term If this initiative is able to grow this year, students in the local community from 

varying backgrounds will be able to take advantage of this opportunity for 

personal as well as leadership development in a safe and supportive setting. As 

well, by increasing the presence of the MSU in the local community, external 

stakeholders from the local community may become interested in donating to 

the conference, or sponsoring delegates themselves.  

How Step 1: approach the contact from the HWDSB about their interest in 

participating again (complete by January 20)  

Step 2: provide recruitment with a list a schools in the Golden Horseshoe that 

they can contact about sending delegates to the conference  

Partners The SCSN Director can help with determining what schools, community 

centers, and other organizations that work with youth in the area to contact. 

We can also connect with the External Affairs Commissioner and various SRA 

members to assist with direction of outreach.  

 

 

Objective 2 Gather more external sponsorship 

Description This year we will strive to receive more external sponsorship and donations, 

particularly from external stakeholders. 

Benefits This would help reduce the debt that CLAY has had in the past. It would also 

help increase awareness of the conference in the local community (ex. among 

external stakeholders).  

Difficulties Companies are often hesitant about providing sponsorship to smaller ventures 

or when they already support ventures of the same type elsewhere. As well, we 

are unable to provide companies with tax receipts. In terms of research, it may 

be difficult to determine who to approach.  

Long-term I think that this should always be a coordinators goal, as the more resources 

that are available to them, the more they can provide to the delegates that 

attend the conference.  

How 1. Oversee research of Fundraising and Sponsorship coordinators.  
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2. Prepare fundraising and sponsorship package by January 31 with 

Fundraising and Sponsorship Coordinators and Media and Design 

Coordinator.  

3. The Fundraising and Sponsorship Coordinators will send out fundraising 

and sponsorship to old sponsors and new companies as well. 

4. The Fundraising and Sponsorship coordinators will follow up with these 

companies and continue to approach others throughout the term. 

Partners Both internal and external stakeholders will be contacted. Various departments 

across the university and funding opportunities will be researched and 

contacted.  

 

 

Objective 3 Re-evaluate the utility and necessity of each session 

Description To review all the session topics that currently take place during the conference 

weekend and determine whether or not they should be replaced. 

Benefits Year to year, the MSU tackles different issues, or the same issues in an 

involved way, through their campaigns and initiatives. For example, in the past 

mental health awareness was a focus issue. This helps the MSU stay relevant. 

By incorporating this dynamic approach to the topics discussed at CLAY (ex. 

the world and you, trust and risk) it will help the conference stay relevant to 

the delegates that attend it. Also, considering that some delegates do attend the 

conference more than once, it is also important to strive to ensure it is a 

different and equally beneficial experience each time.  

 

Difficulties Making drastic changes, or changes that appear to be drastic, can be daunting 

for many. This may create hesitation in both the session coordinators and 

returning committee members and staff applicants. Overcoming this hesitation 

will be a priority of mine throughout this process. 

Long-term If successful, I would urge the following coordinator(s) to re-evaluate sessions 

material critically, in order to ensure that the conference continues to grow and 

stay relevant among delegates.  

How 1. Meet with Session Coordinators on a 1:1 basis before January 20 to discuss 

vision for the conference, go through current conference session topics, and 

brainstorm on what to change 

2. Discuss the feasibility of the proposed session changes with the VP 

Administration. Determine if there are any proposed changes that may be 

particularly challenging or redundant.   

3. Start weekly meetings for the Sessions Committee during the week of 

January 27. This will take place for 6 weeks. During each meeting they will 

complete the planning for at least one session.  

4. During the 6 weeks of meetings, the coordinator and LDL coordinator will 

meet with the session coordinators on a weekly basis to discuss the sessions as 

they are being built to ensure that the overall vision that was established in 

step 1 is maintained.   

Partners This VP Administration will be a useful resource because of prior conference 

experience as well as helping assess the feasibility of all suggested changes. 
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Objective 4 Incorporating social media into promotions 

Description To focus specifically on CLAY’s presence on social media (like already 

established Facebook page and Twitter account).  

 

Benefits This will help with promotion of fundraising events, delegate recruitment, and 

staff recruitment. It will also redirect students to the CLAY webpage on the 

MSU website, where students may not think to look for more information 

about the conference. Therefore, this objective would also involve updating the 

CLAY webpages and creating new promotional material to be used as a banner 

on the site.  

Difficulties There is not one particular position that is designed for promotion and 

communication, the LDL Coordinator will be asked to support these initiatives 

in collaboration with the Coordinator.   

Long-term Social media has only grown in the last few years. CLAY needs to build a 

strong online presence to not only promote the conference to McMaster 

students that may be interested in getting involved, but also to high school 

students who want more information about how to attend as a delegate.  

How 1. Create a social media plan surrounding all other dates  for the conference 

(ex. promote the start of weekly meetings or the start of staff applications) by 

January 31) 

2. Draft tweets and Facebook posts that can be utilized in the next few months 

so that whoever is posting has a jumping off point. Update MSU website 

materials.  

3. Create Facebook banners in promotion of the general information meeting 

and staff applications 

4.  Double Facebook and Twitter followers by the end of March.  

Partners The Social Media Coordinator of the McMaster Students Union can answer 

questions about how to develop an engaging rapport with students on social 

media sites like Twitter and Facebook. They can also assist with creating 

tweets and posts. Pauline Taggart, Network Administrator, can answer any 

questions we have while keeping the website up to date.  

 

 

Objective 5 Increase soft promotional materials (ex. Facebook banners, and posters to use 

on Twitter and Facebook). 

Description Visuals will help people become more engaged with our online presence.  

 

Benefits MSU students will become more familiar with the CLAY Conference.  

 

Difficulties Time constraints and competing priorities of the Media & Design 

Coordinator’s portfolio will influence how much time can be spent on this 

initiative. 

Long-term By increasing promotional material that can be used in particular on our social 

media accounts, followers of our accounts will increase and provide future 
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planning teams with a larger group to promote various aspects of the 

conference too (ex. committee meetings).  

How 1. Meet with the Media & Design Coordinator to discuss these new projects 

before January 20  

2. Have promotional material going up on the Twitter and Facebook 

throughout the term 

Partners The Underground are at our disposal if we need assistance with design. As 

well, all designs will be going through the Underground for approval before 

they are used. The Student Life Development Coordinator or Communications 

Officer might also be able to help with design ideas.  

 

 

Objective 6 Maintain a budget plan throughout the planning process 

Description By creating a budget breakdown to use throughout the planning process, 

expenses can be monitored more closely and financial issues can be prevented. 

Benefits This will allow the Coordinator to keep track of all transactions and determine 

what expenses are feasible with budgetary constraints in mind. Have a 

thorough budget plan will also help maintain a holistic view of all expenses 

when making decisions about specific costs.  

Difficulties It can often be difficult to work within the constraints of a budget. That being 

said, the staff of the Accounting Office and the VP Finance are more than able 

to answer any questions that I may have during this process.  

Long-term It is necessary for the coordinator to maintain a holistic view of all expenses, 

and moving forward, I would hope that the budget become an increasingly 

important priority for whoever is in the coordinator role.  

How 1. Meet with the VP Finance to discuss the budget and relating matters 

2. Review monthly statements from the last 6 months 

3. Draft a budget plan based on budget expenses last year as well as adapting it 

to changes specific to this year 

4. Review any concerns about my budget plan with VP Finance 

Partners The Accounting Office and VP Finance are valuable resources for this 

objective.  

 

 

Objective 7 Staff Team Revitalization 

Description Increase promotion and outreach for staff applications in order to ensure that a 

variety of McMaster students are represented in the staff teams. 

Benefits As is the benefit of both the social media and sessions review objectives, the 

objective of revitalizing the staff team would help the conference grow and 

remain relevant to delegates. In order for an organization to grow, the ideas 

that those within the organization bring to the table need to evolve. 

Sometimes, the only way that this can happen is if different individuals are 

brought into an organization.  

Difficulties Staff selection can be a difficult process because of how many people are 

involved – over 70 people apply and the Planning Team of about a dozen 

individuals are involved in the selection of staff members. Maintaining a 
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transparent process with a group of that size can be difficult, however if the 

plan for staff selection is followed and the vision of the process maintained, 

this obstacle can be overcome. 

Long-term Moving forward, this approach can be utilized to ensure that the conference 

continued to evolve and improve. 

How 1. Complete detailed timeline for staff applications, review, interviews, and 

selection. This will include times for applications opening and closing, 

meeting dates for the planning team, dates for staff interviews, as well as 

social media and correspondence schedules. 

2. Ensure planning team have a clear understanding of the expectations that the 

coordinator has for the staff application review, interviews, and selection 

processes. Stress the importance of confidentiality and respect. 

3. Provide planning team with the tools, resources, and knowledge to evaluate 

staff applications and staff interviews.  

4. Provide a supportive environment that is conducive to honest and relevant 

deliberation during staff selection. 

Partners The VP Administration will be a valuable resource in the development and 

execution of this process, particularly because of their conference experience.  

 

 

GOALS to strive for 
 

List 3 things that you would like to have prepared for the beginning of Term 2  

1) Staff hiring completed by January 20 

2) General information meeting held by January 27 

3) Theme selected and conference dates booked with Housing and Conference services by 

January 31 

 

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

) 

1) Increased recruitment of delegates from the Golden Horseshoe 

2) Increased external funding  

3) Engaging and well-developed social media platform on both Facebook and Twitter 

 

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? 

 

I would hope to have many highlights from the year. I would like to recall a transparent and 

respected staff application process. It would be great to have a creative and interesting 

conference theme. I also hope that the process by which the planning team reached this team 

was full of fresh ideas and plenty of collaboration. Also, I hope to have engaged McMaster 

students that were new to CLAY in the conference through committees, and hiring a staff team 

that included individuals that had otherwise not been as involved in the MSU. This will help 

show that CLAY can have an impact on any leader, at any stage in their leadership career. As 

well I hope to facilitate an enjoyable staff training that not only provides them with the tools to 

succeed during the conference but also the confidence to use the tools and resources that we 

have provided them with.  
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MASTER SUMMARY calendar and checklist 

 

December - Transition meeting with CLAY 2013 Coordinator  

- Select conference date 

- Open planning team applications 

January - Hire staff team 

- Liaise with Housing & Conference services to establish conference date 

and other bookings 

- Hold general information meeting 

-Start weekly committee meetings 

February - Open applications before reading week, they will remain open for 3 

weeks 

- Heavy promotion of applications on website, Twitter, and Facebook  

- Meet on a weekly basis with the Session Coordinators and LDL 

Coordinator to discuss the development of a session during each 

committee meetings 

- Meet on a biweekly basis with all other coordinators  

- Meet on a weekly basis with LDL Coordinator 

- Launch delegate registration on February 24 

March  - Complete staff hiring 

- Hold interviews March 19 to 21 

- Complete staff selection by March 29  

- Meet with LDL Coordinator and Session Coordinators to confirm all 

sessions arrangements 

April - Build staff teams before April 5 

- Meet with planning team to finalize all plans thus far before April 8 

- Run-through session training with the planning team 

-Meet with LDL coordinator weekly, or multiple times a week as needed 

to deal with delegate recruitment 

- Close delegate registration on April 30 

 

Weekly - Meet with LDL Coordinator and Events Coordinator 

- Meet with LDL Coordinator and Session Coordinators 

- Meet with all other executives at least biweekly, more often when 

necessary 

- Be available to all my executives for questions and concerns to help 

facilitate their planning process 

- Be primarily responsible for social media presence in collaboration 

with the LDL Coordinator 

- Visit committee meetings in the event that coordinators would like my 

assistance, as well as to see how they are going. 
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COLLABORATION within the MSU  
 
 

The Underground 

Considering this year we would like to increase the soft promotional materials, the Underground 

will be a great resource for the Media & Design coordinator to get assistance on certain projects. 

In the situation where the Media & Design coordinator is only able to complete a draft by hand 

for a project or are not able to start a project at all, they are able to visit the Underground, who 

can put together the materials while collaborating with them.  

 

The Student Wellness Center and the Wellness Education Coordinators 

This non-MSU Service would be useful for objective 3, review of the conference sessions. To 

help with brainstorming different topics and eventually implement a new topic, the Wellness 

Education Coordinators would be a good resource. They can not only help us with ideas but also 

help us incorporate relevant topics into already existing sessions. CLAY would benefit from this 

by having new and relevant topics incorporated into the conference. The Student Wellness 

Center, specifically the Wellness Education Coordinators, would become more familiar with 

CLAY as a service. This familiarity may lead to greater involvement in the future.  

 

 

FINAL COMMENTS leave nothing out 
 

All the objectives have been thoroughly expanded upon above. As is evident by the descriptions 

of these objectives, the ultimate goal is to make certain that CLAY as a conference continues to 

grow and evolve. Considering that the conference has already gone through so many changes 

since its inception (expanding from a one-day conference for Hamilton students to a four-day, 

three-night conference for all Ontario students, and finally to its current format of a  three-day, 

two-night conference) it is clear that these changes were necessary for it to have the optimal 

amount of impact on delegates. 


