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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 Feb. 13
th

, 2014. 

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 Feb.17
th

, 2014. 

 

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

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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MISSION an overview 

 

Our mission is to provide an environment for incoming first years to grow individually as leaders 

as well as feel welcomed into the McMaster community. Horizons aims to facilitate leadership 

development while allowing first years to understand the MSU, it's services and the various ways 

they can get involved. Over the course of three days, delegates interact with student leaders, 

make great friendships and are guided to discover who they are within the McMaster 

community. In general we look forward to enhancing the conference and capitalizing on all 

aspects that can impact first year students, resulting in the delegates feeling fully welcomed into 

our community. All goals aim to enhance the overall impact of the conference on students, 

enrich delegates’ experiences and their identity as a McMaster student.  

 

This year specifically, we strive to build on the progress that Horizons has been making in recent 

years, while focusing on expanding in a few key areas. The progress made in the past two years 

towards the incorporation of the Hamilton community has been substantial and one of our main 

goals is to continue that growth.  Additionally, we look forward to adding a component in the 

organizational aspect of the conference allowing the delegate groups to be more balanced. This 

will optimize the delegate experience, as the session groups will be less randomized in terms of 

delegates’ key characteristics. From this, the delegates can learn from each other throughout the 

conference. The final main objective is to increase the focus and dedication of the conference 

staff beyond the actual conference itself by fostering and maintaining the relationships made 

throughout Horizons. 

 

 

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. 

 

MUSC Admin Staff Help with booking event space in the MUSC 

2. 

 

LDL Coordinator In charge of the logistics of the conference and works closely 

with the Coordinator 

3. 

 

Sessions Coordinators Organize sessions of the conference, develops sessions 

manuals and training of staff on leading sessions 

4. 

 

Events Coordinators Arrange the keynote speaker, food and conference 

programming 

5.  

 

Public Relations 

Coordinators 

Responsible for the promotion and sponsorship of the 

conference 

6. 

 

Publications 

Coordinator 

Accountable for the design and creation of conference 

materials 

7. 

 

Leadership Developer  Facilitate group sessions, conference activities and the first-

hand delegate experiences 
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8. 

 

Leadership Developer 

Logistics 

Same responsibilities as Leadership Developers with addition 

role of their group’s logistical components 

9. 

 

Special Errands Teams Work with the planning team on any behind the scenes duties 

during the conference with delegate interaction when possible 

10. 

 

VP Administration Coordinator directly reports progress of the conference  

11. 

 

VP Finance Work with the Coordinator on the budget and financial affairs 

12. 

 

Housing and Conference 

Services Staff 

Creating contract and assistance with booking spaces on 

campus 

 

13. Accounting Office Valuable for assistance regarding finances such as purchase 

orders, standing orders and monthly statements 
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OBJECTIVES step by step   

 

Objective 1 Post-Conference Involvement 

Description Horizons is unique in comparison to other leadership conferences where all of 

the delegates and staff return to the same place after the conference. I would 

like to enhance the involvement of staff after the conference weekend, with 

one or two conference wide events as well as allowing the LD’s and LDL’s 

time to brainstorm activities they can plan with their individual groups.  

 

Benefits I believe this will have many benefits including increasing the dedication of 

the staff members and strengthening the connections made throughout the 

conference. Staff members are great resources for the delegates and I think it is 

important to allow the delegates, as first year students, to learn and grow in as 

many ways possible from each other and from leaders of McMaster 

University. 

 

Difficulties Since this is the first year implementing this idea, I expect there will be some 

difficulty getting returning staff members to change their look on the 

conference and enhance their dedication.  

Long-term This objective can be assessed by next year’s planning team and there could be 

more extravagant events planned pending on this year’s success. 

How 1. Get the planning team on board for the importance of this objective 

2. As a planning team, decide one conference wide event per semester (Event 

outlines decided before the conference, final planning in the week after the 

conference) 

3. Add this objective to the job description of staff members 

4. Describe objective to staff and allow time for each group to brainstorm 

individual group events (during training) 

5. Encourage follow through with both group and conference wide events 

Partners SCSN may be helpful for individual group events encouraging students to feel 

comfortable off of campus. 1280 may be an idyll place to have a conference 

wide event. Residence Life can be consulted for ways to encourage staff to 

stay involved post-conference.  

 

 

Objective 2 Increase Incorporation of Hamilton Community 

Description The 2013 planning team made impressive progress of incorporating the 

Hamilton Community within the conference. I would like to continue with the 

progress made, building off of events such as Successfest. I would like to have 

the Planning Team member in charge of Successfest start contacting vendors 

early (May) to increase the number of vendors attending. Additionally, I would 

like to see a greater variety of vendors form both on and off campus. One part 

of this objective that I would like to add to the conference is groups going on a 

walking tour through Cootes since it is one of the most easily accessible 

aspects of Hamilton to first year students. 
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Benefits One of the main goals of Horizons is to instill the feeling of being a part of the 

McMaster Community and having a place at McMaster. I believe that the 

McMaster Community is simply one within the Hamilton Community and 

therefore it is important to introduce incoming students to the vast amount of 

opportunities off of campus. Delegates as well as staff members can learn to 

appreciate the beauty of Hamilton and the various ways to get involved. 

Difficulties Some delegates may have a bad image of Hamilton and I expect it will be a 

challenge to help them see the positives of this city while ensuring their 

knowledge of safety in the community. 

Long-term This objective can easily be built on in the following years as the small events 

within the objective can be enhanced or altered depending on the success of 

them this year. For example, I hope to build on Successfest since it’s success 

in 2013.  

How In regards to Successfest it will be discussed within the Planning Team who 

will be in charge of its organization due to advice from the 2013 Coordinator. 

Perhaps the LDL Coordinator can work with another planning team member to 

optimize the success of this event while ensuring all planning team members 

are comfortable with their task load. In the planning process of the event I 

hope to have all vendors approached and committed by early July. 

Approaching potential vendors early will increase the likelihood of them being 

able to attend, therefore increasing the number and variety of vendors. In 

regards to the Cootes walk, the actual event will occur within the Residence 

tours. This allows delegates some more time to get to know others in their 

residence and allows the event to be staggered accordingly so groups can go 

before during and after touring their residence. The planning of this event will 

be finalized before staff training. 

Partners McMaster Outdoor Club and similar on campus groups who can potentially 

lead the walks and provide more knowledge. This will relieve the pressure 

from the staff members on knowing the best routes and allow them to further 

connect with delegates. Ben Diplock, last year’s Public Relations Coordinator 

is a great contact for moving forward with Successfest. 

 

Objective 3 Decreasing Unnecessary Costs 

Description This is a relatively simple objective in hopes of minimizing some small costs 

of the conference. One of the main areas of cost reduction is choosing to go 

(almost completely) paperless in regards to advertisement and promotion of 

the conference. Horizons 2013 made some progress in this area by creating 

online registration, which will be conducted again this year. 

 

Benefits By reducing costs in various aspects of the conference we may be able to 

reduce the cost of delegate fees (minimally) and/or assign such funds to other 

areas of the conference that could benefit (ex. food or speaker). If the delegate 

registration fee can be reduced it will assist in making the conference more 

accessible to all incoming first year students. 

Difficulties By going paperless we will be required to have a talented Publications and 

External Relations Coordinator to ensure the promotion of the conference is at 
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the same level as it was with mailing out brochures. This is something that will 

be considered during the hiring process of these positions and such 

Coordinators will be notified of this challenge early in the process. 

Long-term My hopes are that this will create the path for upcoming years to reduce costs 

in possible areas and that they can build and improve online advertising and 

promotion. 

How I will begin by looking at the budget from previous years in depth and then 

proceed to discuss with the VP Finance and VP Admin how these cost 

reductions can be used elsewhere, thus benefitting the conference. I hope to 

open this objective up to my Planning Team in the case that they have any 

further promotion suggestions. A few areas I have already noticed include the 

purchase of duotangs for staff manuals last year as well as the cost of printing 

and mailing brochures to potential delegates. By minimizing these two costs 

we can save or re-allocate approximately $4000. 

Partners The VP Finance will be helpful in this aspect. 

 

 

Objective 4 Balance Session Groups 

Description Within the registration there will be one or two simple questions with respect 

to the delegates personality. The questions will not be overly personal while 

allowing the Planning Team to assign session groups with a mixture of 

delegate personalities. This objective aims to avoid groups consisting of all 

quieter delegates or all overly outgoing delegates. 

 

Benefits By creating some order to the session group assignments the delegates will be 

provided with an environment for optimal personal growth. The more outgoing 

delegates can learn from the quieter delegates who can also learn from them, 

establishing a circle of individual development learning from others. This will 

lead to more impactful sessions where delegates can bring out the best in each 

other. 

 

Difficulties There will have to be increased focuses in staff training on ensuring quiet 

delegates don’t fade into the background of the outgoing delegates.  The staff 

will provide an open environment where all delegates feel comfortable to 

share. Another challenge will be developing simple registration questions that 

allow this process while also assuring the delegates feel free to be honest. 

Long-term In the following years the Planning Teams can learn from our progress, since 

this is the first year implanting this objective. The following years can adapt 

the registration questions based on our success.  

How I hope to get the Planning Team on board with this objective within our first 

few meetings where we can then proceed to brainstorm and choose the 

questions for the delegate registration process. The questions will be 

developed well before delegate registration opens. Once registration is closed 

we can continue to assign session groups with varying proportions of delegate 

characteristics (based on registration information). At the end of the 

conference, for the purposes of next year’s conference, we will have staff 
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report on their group dynamics. 

Partners Planning Team 

Paige Burgess and Anna D’Angela – Past conference Coordinators can be 

helpful contacts in developing the questions 

 

 

Objective 5 Logo Redesign 

Description The Horizons Logo is not an officially approved logo and we hope to get it 

approved and redesigned for the 2014 conference. 

 

Benefits Future Coordinators and Planning Team members will have less difficulty in 

regards to the branding of the conference (such as printing at the 

Underground). 

 

Difficulties It may be necessary to make drastic changes to the Horizons Logo during the 

approval/redesign process. Optimally we would like to keep the logo as similar 

as possible to the current design because it has become well known and 

associated with the Horizons Conference. This will be communicated while 

working with Michael Wooder, and as a team we will make the best decisions 

for the logo and conference.  

Long-term This objective will benefit the future conference planning process along with 

the longevity of the conference within the MSU.  

How 1. Contact Michael Wooder to begin the Logo Approval process (current) 

2. Conduct necessary redesign of logo with input from the Publications 

Coordinator 

Partners Publications Coordinator (once hired) as well as Michael Wooder. As well as 

the Underground 

 

 

 

GOALS to strive for 
 

List 3 things that you would like to have prepared for the end of March 

1) Planning Team hired 

2) Contract with Housing and Conference Services completed 

3) Logo Approval 

 

List 3 things you would like to have completed for the beginning of May 

1) May @ Mac promotion  

2) Conference date set and spaces booked 

3) Planning Team with clear concepts of roles and tasks 

 

List 3 things you would like to have completed for the beginning of July 

1) Staff team hired  

2) Majority of delegates registered 

3) Sponsors finalized and speaker booked 
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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? 

 

One of the great things about this service is that improvements are made each and every year, 

allowing Horizons to be consistently taken in a positive direction. At the end of my term I 

hope to highlight just that. I hope to be as excited about the small successes as the large ones. 

This includes the growth and continuation of the use of other campus services (ex. Altitude). 

Additionally, I hope to be able to emphasize on the success of a smoother delegate drop-off 

and pick-up as well as a smooth self-awareness session. These are examples of the little 

successes I hope to be able to highlight.  Furthermore, I hope to be able to point out how the 

Horizons staff has managed to take advantage of the uniqueness of the conference.  By this I 

mean the increased priority of post-conference contact, planned by both the planning team and 

individual session groups (LD’s/LDL’s). Allowing delegates to reach out to each other and 

Horizons staff as friends and peer resources after the conference is something I will be very 

excited about following through with. Lastly, I hope one of my highlights is my overall 

experience with my Planning Team, learning and working within the MSU.  

 

 

 

 

MASTER SUMMARY calendar and checklist 

 

February - Coordinator Hired 

- Coordinator Training 

- Planning Team Applications Posted 

- Logo Approval 

March - Planning Team Hiring 

- Housing and Conference Services contract for bookings 

- Confirm MUSC bookings and contract negotiation 

- Planning Team initial meeting  

- Faculty Sponsorships 

April - Planning Team meetings where everyone is now comfortable and 

knowledgeable in their roles  

- Receive incoming student information from Office of the Registrar 

- Logo Redesign complete 

May - Staff Team hiring 

- May @ Mac promotion of conference 

- Planning team making progress on individual tasks 

June - Delegate registration opens 

- Launch of large-scale conference promotions 

- Other campus and community sponsorship 

- Planning team works on assigned tasks 

July - Finalize delegate registrations 
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- Final conference promotion blasts 

- Final conference preparations 

- Staff Training 

August/September - Conference occurs 

- Finance details (budget, paid invoices, reimbursements) 

- Complete transition reports 

- Upload conference files to MSU Server 

- Organize e-mail account and create automatic reply (forward all 

important information to VP Administration) 

- Thank-you cards  

- Clean cupboard and office space 

- Return keys for committee room and cupboard 

 

Weekly - Planning Team updates and meetings 

- Communication with the BOD as well as external businesses 

- Ensuring everyone is following the budget and schedule accordingly 

 

 

 

COLLABORATION within the MSU  
 

Horizons typically collaborates with multiple MSU services such as AVTEK and 1280. In recent 

years a new session was introduced at Horizons called ‘Diversity’. This is a very impactful 

session that has come a far way. Since it is still a relatively new session as well as a session 

where some people may feel uncomfortable I would like to see collaboration with Diversity 

Services. Diversity Services can help with the training of staff members to increase their comfort 

in facilitating these sessions along with the possibility of incorporating the service directly into 

the session during the conference. Diversity Services can benefit from this collaboration by 

increasing awareness of their service to incoming students and student leaders. A non-MSU 

service that can collaborate with Horizons is First Year Council. I would like to invite them to 

attend Successfest for Horizons 2014. This is a great way for first year students to get involved in 

McMaster right away and work with their fellow first years in improving the McMaster 

Community. Introducing delegates to this opportunity will allow them to fully understand the 

vast amount of possibilities at McMaster.  

 
 
FINAL COMMENTS leave nothing out 
 

 

I look forward to receiving feedback on my ideas and visions for Horizons 2014. Each year it is 

important that Horizons continues to grow. Overall my main goal is to enhance the delegate 

experience in as many areas as possible, thus allowing Horizons to further contribute to our 

unique McMaster community! 

 


