
 

2013-2014 Executive Board  Meeting 
 

Topic:   Executive Board Meeting 13-20 
Date & Time:  Thursday, January 16, 2014 
   2:30 pm 
Place:   MSU Boardroom, MUSC room 201 
    

 

Items:  1)  Adopt Agenda  
  2)  SHEC Report Kelsey O’Neill 
  3)  CLAY Yearplan D’Angela 
  4)  Spark Pilot Program Coordinator Job Description Graham 
  5)  Closed Session D’Angela 
  6)    
  7)    
  8)    
  9)    
  10)    
  11)   
     
Objectives  1)  Adopt Agenda  
  2)  Report  
  3)  Approval  
  4)  Approval  
  5)  Approval  
  6)    
  7)    
  8)    
  9)    
  10)    
  11)    
  12)  Provide Information & Answer Questions  
  13)  Unfinished/Other Business  
  14)  Time of Next Meeting and Motion to Adjourn  
 
Motions 

 
3. Moved by D’Angela, seconded by ______ that the Executive Board approve YearPlan of the CLAY 

Coordinator.  
 
4. Moved by Graham, seconded by ____ that the Executive Board approve the job description for the Spark 

Pilot Program Coordinator 
 



Executive Board Meeting 13-20 
Thursday, January 16, 2014 @ 2:30pm 
MSU Main Boardroom, MUSC room 201 
 
Call to order @ 2:30 pm 
Present Campbell, D’Angela, Doucet, Graham, Harper, Mallon, Morrow 
Late Wolwowicz 
Absent Leslie 
Others Present J. McGowan (General Manager), V. Scott (Recording Secretary), M. Wooder 

(SLDC), Kelsey O’Neill (SHEC Coordinator) 
 
1. Adopt Agenda 
 
Moved by D’Angela, seconded by Mallon that the Executive Board adopt the agenda as amended. 
 
Amendments 

 D’Angela – Add Job Descriptions for Welcome Week Faculty Planner for approval. 
 

Passes by General Consent 
 
2. SHEC Report 
 

 Kelsey summarized the report.  
 
2:31 Wolwowicz arrived 
 
Questions 

 Doucet asked how many students would come in for a pregnancy test. O’Neill responded that it would 
depend, but it averages around 10-15 per month. 

 Wooder commented that they have worked well together to seeing promos coming from SHEC. He asked 
how they see them keeping that moving forward in the future, and making sure that the committees are 
working through the promo people who are facilitating the work. O’Neill stated that in the past the promo 
committee was supposed to be for all promo services, and in the end every committees in SHEC uses 
them. She stated that in the transition reports she will make sure that in the future they will be using the 
Underground and not doing hand painted posters.  

 Campbell stated that having goals within five years is hard to do. Based on re-naming the committees, 
one of those goals would be to define SHEC by tackling those three issues. He asked would it be fair to say 
based on the report that these would be defined as big issues. O’Neill responded that they are having the 
committees focus on relevant subjects. 

 Campbell stated that in five years it would be great if people didn’t think of SHEC as just sexual health. 
O’Neill stated that they are doing their best to make sure it’s about all health and not just sexual health.  

 Doucet asked if SHEC has tried gender specific programming or times. O’Neill responded that they 
haven’t.  

 Doucet stated that he asked because of the lack of female specific programming on campus, and that they 
could possibly look at it. O’Neill responded that if the Women and Gender Equity Centre gets created then 
it would be under that umbrella. She feels as though SHEC’s service base is mostly female and thought 
that having women only hours may confuse people. 

 D’Angela stated that the report highlighted that SHEC is a peer support and peer run service. She asked if 
there were any thoughts while developing this on how they could help drive home the message that SHEC 
is about peer support.  She added that the report from November shows that only five students came for 
support but they had more students picking up condoms. She asked if O’Neill has any ideas on how to 
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increase the numbers to ensure they are meeting their mandate.  O’Neill thought it was great idea, but 
that she doesn’t have any ideas on how to specifically focus on that. 

 Wooder thanked O’Neill for answering the question about the promotions committee. He suggested in 
the language of defining the committees to ensure that the role of the promo team is central. O’Neill 
stated that they could make sure that it’s in the job description.  

 McGowan asked if there was any feedback collected from other schools on what’s going on out there, and 
seeing trends that could benefit McMaster students. He added that SHEC was founded because there was 
a need on campus that wasn’t being met, he asked if O’Neill saw SHEC being a service that is meeting a 
gap on campus or that they are just supporting other services on campus. O’Neill responded that she 
hadn’t looked at other schools, but that is something that she could do. She added that she does see SHEC 
filling certain needs and supporting others on campus. They do tend to work with other services but they 
have their own events like SEX101, which fills a need for residences to give out information about sexual 
health.  

 Harper stated that perhaps on the next report she could look into what the other schools are doing. He 
asked O’Neill’s opinion about the space and how it could be changed to increase people coming in.  
O’Neill stated that she had thought about reformatting the space, and that the idea was to come into the 
front space where one person would be sitting and then going into the back if the student needed 
something. She felt that this would be more professional but it would defeat the purpose of being peer to 
peer.  O’Neill added that it is a high traffic area so people are able to just pop right in, but at the same 
time it could intimidate students with the amount of people. She stated that there are pros and cons to 
everything. 

 D’Angela asked if they logged how students learn of SHEC. She stated that it might be interesting to know 
if a student walked in because they were close by, or because they were referred.  O’Neill stated that is 
not something they have done, but that they could do that. She added they never saw the need for the 
information n before.  

 Campbell thanked O’Neill for coming in and stated that they will ruminate on this and will get back to her.  
 
Discussion 

 The Board discussed the report amongst themselves.  One thing discussed was that there has been talk 
about need for programming on campus for females.  It was pointed out that the majority of those who 
visit the centre are women and if there was women only hours it would ostracize the men, also before 
delving too deep to make sure that there is an identified need for gender specific programming. Another 
item discussed was about the perception of the centre just being about sexual health, and how they could 
combat that, as well as promoting general health education.  They discussed data collections, and the 
need for a home for peer support. 

 
3. CLAY Yearplan 
 
Moved by D’Angela, seconded by Graham that the Executive Board approve YearPlan of the CLAY Coordinator. 
 

 D’Angela went over the yearplan with the Board.  

 Campbell asked if there was a specific target for Hamilton delegates. 

 D’Angela stated that they took 46 delegates from the Golden Horseshoe last year.  

 Doucet suggested looking at specific locations at a goal instead of sending the information out to school 
boards. 

 Mallon explained that the sending it to the board will help target the high schools in that area a lot easier.  

 Graham asked about external sponsorships and how much they usually expect CLAY to raise.  

 D’Angela explained that most of the amount fundraised was small. Some of the sponsorships were goods, 
or meals, or items.  

 Graham asked if instead of a person on the team focusing on external funding, wouldn’t time be used 
more efficiently if CLAY was given a bigger budget? 

 Doucet stated that the students attending aren’t McMaster students. 
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 Wooder stated that historically the argument of CLAY at EB is that it’s not helping out McMaster students, 
and why it was shifted from a four-day conference to three.  

 Doucet stated that there is relatively limited space, and that getting a service and pay for staying in 
residence and food is not something that they can offer to undergraduates at large.  

 Harper asked what the University’s involvement was with CLAY. 

 D’Angela responded that it’s very minimal.  

 Wooder explained that Alumni Advancement and the President’s Office have donated before, but they 
will be hard-pressed to get the numbers. He stated they may be able to exploit “Forward with Integrity”. 
Wooder added that they would want to go down the sponsorship line as they shouldn’t be getting the 
University involved in programming as it’s the MSU’s conference.  Wooder pointed out that they have 
previously tried getting the Trustees of the School Boards to get involved and because of this, 40 students 
were sponsored from Hamilton. He added that they should keep records to look at specific regions of the 
city, but it would be best to also target the School Boards.  

 Doucet added that if they wanted to appeal to the City of Hamilton students they should change the way 
the information is presented on their brochures. They could add in text saying that it’s for students in the 
Hamilton and surrounding areas.  

 
Vote on Motion 
 

Passes Unanimously 
 
4. Spark Pilot Program Coordinator Job Description 
 
Moved by Graham, seconded by Campbell that the Executive Board approve the job description for the Spark Pilot 
Program Coordinator. 
 

 Graham went over the job description with the Board. He outlined the major roles that will be expected 
of the new coordinator.  

 D’Angela stated that they would be approving this, then it will go to the Finance Committee and 
Operating Policy 2.2 will be then updated.  

 Graham stated that they came to the conclusion that 12 hours a week will give them ample time to plan 
ahead and manage volunteers.  

 Doucet asked if it will be 12 hours during the academic session and variable capped during the summer 
months.  

 Campbell asked if that would be enough time to get things done.  

 McGowan asked what sessions will need to be planned.  

 Graham stated that there will be personal leadership, skills development, networking, and seeing the 
importance of getting involved. A sample discussion could be asking for a four year plan for what they 
would like to accomplish in university and what they would like to get involved with besides class. The 
program is an attempt to facilitate first years getting the most out of their goals.  

 McGowan asked how they would be evaluating the pilot project.  

 Graham responded that there will be a review committee who will have sessions to see if this programme 
is worthwhile. The committee consists of members from the BoD, and EB. The mandate is to go to the SRA 
with the report and the SRA will decide whether the programme will continue or not. 

 D’Angela stated that it says summer prep required, but with only 12 hours per week is not standard for 
positions that have hours between May 1 and August 31.  

 Graham stated that it would be difficult to judge if 100 hours for the summer would be enough.  

 Scott stated that they could try the variable capped for the summer, and if all of the hours are used for 
prep by July to come back to the EB to ask for more hours.  

 D’Angela stated that the terms of office would then change as well. 

 Graham asked if this would be indicative of the commitment needed for the job. 

 D’Angela responded that this would be communicated through the interview process.  
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 Harper asked if they would see that this wasn’t really a summer job and not apply. 

 Morrow stated that it isn’t a summer job, it starts in September.  

 McGowan stated that it would be up to them to market the job and making it consistent with the others 
they post.  

 Wooder stated that this could easily be communicated through interviews that this is not a typical 
summer job and that they would be trying to get the project off the ground. They would have to inform 
the candidates that the hours are capped at 100 for the summer and ask them if they are available to 
work it.  

 
Vote on Motion 
 

Passes Unanimously 
 
5. Closed Session 
 
Moved by D’Angela, seconded by Mallon that the Executive Board move into Closed Session. 
 

Passes Unanimously 
 
Return to Open Session 
 
a)  Request for Leave of Absence - QSCC 
 
Moved by Leslie, seconded by Campbell that the Executive Board approve a leave of absence for Jyssika Russell 
(QSCC Coordinator), effective January 19th - January 30

th
. 

 
Passes Unanimously 

 
b)  Request for Leave of Absence – Diversity Services 
 
Moved by Doucet, seconded by Harper that the Executive Board approve a leave of absence for Israa Ali (Diversity 
Services Director), effective January 19th - January 30

th
. 

 
Passes Unanimously 

 
6. Welcome Week Faculty Planner Job Description 
 
Moved by D’Angela, seconded by Wolwowicz that the Executive Board approve the amendments to the Welcome 
Week Faculty Planner job description, as circulated and attached.  
 

 D’Angela explained that she circulated this through email, and hoped that everyone had a chance to go 
over it. She went over the memo with the Board.  

 
Vote on Motion 
 

Passes Unanimously 
 
7. Information and Question Period 
 

 D’Angela reported that she has set up monthly one-on-one meetings with the PTMs based on the 
feedback given to her. She explained that they wanted more time to go over suggestions. D’Angela 
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updated everyone on the interviewing for next week, stating that there will be emails sent out with the 
times.  

 Mallon reported that he is working on the Business Caucus survey.  

 Graham reported that this year will be the first year where the MSU is putting together recommendations 
for education for the 2014 provincial budget.  He reported that they will be sending it off next week. 
Graham announced that the Ministry of Training, Colleges, and Universities have been very active with a 
lot of announcements. One of them being that they will treat students preferentially for OSAP if they 
volunteer for the PAN AM Games. Another is that soon every school will hopefully be able to have online 
courses recognized on transcripts from any school. Also, they would like to make all credits transferable 
from years one and two through all universities. Graham announced that he is working on a TA 
orientation working group, and has assembled stakeholders to discuss how they could come up with 
better training for TAs.  

 Doucet reported that they have filmed videos on the referendum options, and that these will be going out 
soon. He stated that 250 posters will be going up through the residences. Doucet updated the Board that 
the budget prep has been sent out, which is a process that the Board will be involved in. Doucet reported 
that he, D’Angela, and McGowan have been working on the part-time wage review. They would like to 
see the way it’s currently set out to be completely different.  

 Campbell stated that the budget presentation at EB is often boring, and suggested to the Board to come 
up with suggestions on what they would like to see brought forward.  

 Doucet stated that there are a couple of different concepts that they are thinking about.  

 Wolwowicz asked if there was a plan for advertising for the General Assembly. He stated that he heard 
some concerns about students showing up this year.  Campbell responded that the Bylaws & Procedures 
Committee is working on a bylaw based on their ideas on how it should be run. He added that the Speaker 
and he are in the process of picking a date. Campbell added that if anyone has a specific suggestion to 
please let him know.  

 Wooder asked everyone to keep a lookout for the SHEC video, and that the deadline for SLEF is February 
14. Harper thought that the website stated it was February 28. Wooder stated that he wasn’t sure, 
because 14 was what was written down. 

 Wooder reported that he contacted the people responsible for the app for SWHAT to see if it was possible 
to gather data for tracking the clicks. He stated that they are currently working on that functionality so at 
some point in the future they could possibly track. Harper asked if they would be adding PSL to the app. 
Wooder stated that it’s part of the app just not on the front page.  

 Wooder added that State of the Union is next Wednesday in TwelvEighty at 5 pm.  

 McGowan reported that he will not be here next week for the elections or Executive Board as he will be at 
Disney. He stated that they are currently receiving questions in preparation for the Health plan 
referendum. McGowan added that they are working with the provider to see how it could look  like 
instead of just getting direction from students.  

 Morrow announced that there will be a science radio show on Tuesdays at 12:30 pm, this is a joing project 
between the SRA Science Caucus and MSS. He added that if anyone would like to be on the show, to 
contact Alex Young. 

 Campbell reported that he will be speaking on the Interfaith Panel tonight about the obligation of a 
secular institution on how to provide for multiple faiths.  He stated that he will be at the McMaster 
Student Leadership Conference this weekend. Campbell reminded the Board that they will still be having 
meetings during the presidential elections. Campbell updated the Board about MAPS and the University. 
He explained that the University will no longer collect MAPS fees from full-time undergraduates in the 
summer session, and that MAPS was given until January 31 to change their mind. Campbell stated that 
the next step is working on the Athletics and Recreation fee.  

 
8. Adjournment and Time of Next Meeting 
 
Time of Next Meeting:  
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Thursday, January 23, 2014 
2:30 p.m. 

MSU Boardroom, MUSC room 201 
 
Moved by Wolwowicz, seconded by Morrow that the meeting be adjourned.  
 

Passes by General Consent 
 
Meeting adjourned @4:17 pm 
 
/vs 



SHEC Report Based on Executive Board Feedback    
    By Kelsey O’Neill 

 
SHEC’s Position Within the MSU and McMaster 
SHEC is a peer-run, health promotion, education and referral service of the MSU. 
While there are several services that target certain aspects of health, SHEC is the only 
service that focuses on multiple aspects of health and offers unique services that fill 
important gaps. Along with our core services of peer support, free non-hormonal 
contraceptives, on-site confidential and anonymous pregnancy testing, SHEC provides 
reliable referrals to health services on and off campus. This acts as a filter to ensure 
McMaster students are accessing the services they need for their concerns. SHEC is the 
only service on campus where students can receive free on-site pregnancy testing 
without an appointment. This is important because it allows students to know their 
result as soon as possible and we are able to provide information and referrals regarding 
pregnancy options and/or birth control as part of the process of the pregnancy test. This 
allows students to feel more knowledgeable about the situation they could be facing.  
There are valuable services on campus such as counseling at the Student Wellness 
Centre and Peer Support Line, but SHEC is the only service that offers in-person peer 
support. Students do not need to book an appointment for peer support, which allows 
for quick access to address their concerns. In-person peer support can provide a neutral 
setting for students to seek immediate information and/or help with their concerns. 
Another unique feature of SHEC is that we are peer-run. A student service run by 
students can be a less intimidating atmosphere to seek sensitive information or help in. 
SHEC also offers unique experiences for it’s own volunteers. SHEC provides invaluable 
learning and leadership experiences for those students interested in health promotion 
and education, and because of our volunteer selection criteria, SHEC tends to develop a 
warm and welcoming volunteer community.  
 
Present Volunteer and Executive Structure 
SHEC’s current volunteer and executive structure consists of the coordinator, nine 
executive members and 28 volunteers. Each volunteer is required to do three hours of 
shifts in the SHEC office, where they may provide peer support, pregnancy tests, 
referrals or information, etc. Volunteers are also required to join a committee.  
The following is a brief explanation of our current executive members and their roles 
and responsibilities:  
 
Internal Programming and Scheduling Executive – Responsible for dealing with 
volunteers switching shifts, shift sign-up, booking event rooms and other administrative 
tasks. 
 
Training Executive – Responsible for organizing monthly volunteer trainings, helping 
plan our September and January volunteer training weekend, training attendance and 
creating missed training assignments.  
 



Media-Silhouette Executive – Responsible for producing bi-weekly SHEC article in the 
Silhouette, running the SHEC blog and contributes to the annual Sex and the Steel City 
magazine.  
 
Media-Radio Executive – Responsible for hosting, planning and producing our weekly 
radio show “The SHEC Show”.  
 
Outreach Executive – Responsible for contacting and organizing events with community 
services outside of McMaster. Organizes Stressbusters, a mental health workshop 
during MIAW, an eating disorder event in February and co-organizes New Years 
Resolution Fair with Educational Programming and Addictions Awareness committees. 
 
Educational Programming Executive – Responsible for organizing general health 
promotion and educational events. Includes Sex 101, co-organizing New Years 
Resolutions Fair, Valentine’s Day Cards, and this year is creating SHEC ‘commercials’. 
 
Resources Executive – Responsible for ensuring library and informational material 
available for students are updated and covers a diverse array of health subjects. 
Complies log book data and purchases books for our library.  
 
Promotions Executive – Responsible for working with the Underground design team to 
create all promotional material needed for SHEC events. Helps to run our social media 
accounts and also responsible for creating our third annual SHEC cookbook.  
 
Addictions Awareness Executive – Responsible for educating students about various 
addictions. Organizes such events as Bar Blitzes, Addictions Awareness Fair, Impaired 
Driving event, and co-organizes New Years Resolution fair.  
 
Strategic Mandate 
Based on feedback from volunteers and execs, I propose that we rename and reorganize 
the Outreach committee, Educational Programming committee and the Resources 
committee. We would reorganize these committees to be defined by a specific health 
subject. The three committees we propose are: Sexual Health committee, Nutrition and 
Exercise committee and Mental Health committee, which would each take on the roles 
and responsibilities of the current committees as well as any programs and events they 
may come up with. We propose these specific subjects because they are relevant health 
subjects for university students. For example, instead of EP creating Sex 101, the Sexual 
health committee would be responsible for Sex 101, a possible Sex 202, Valentine’s Day 
cards and potential collaborations with QSCC. The Nutrition and Exercise committee 
would be responsible for our cookbook and New Years Resolution Fair. Finally, the 
Mental Health committee would be responsible for Stressbusters, events during eating 
disorders week and a mental health workshop during MIAW. Along with the Addictions 
Awareness Committee, these three committees will be responsible for finding resources 
and/or books within their committees subject for the library and to share with other 



volunteers. Since the events are spread more evenly within the committees, it was 
suggested that each committee organize a monthly table in MUSC to educate students 
about a subject specific to their committee. We feel this change would be very 
beneficial for SHEC because of the following reasons:  
 
-Clearer understanding of committees when new volunteers are picking committees 
-More balanced schedule of events between committees 
-Allows for room to create new events within new committees  
-Could create stronger presence on campus with monthly tables (if timed correctly SHEC 
would have a table in MUSC each week) 
-Higher quality and specific resources and/or library books relevant to new committees 
 
Goals for the rest of the term: If these potential changes are supported, then we would 
move forward with these changes to ensure that transition from the current structure 
to the proposed structure is smooth. We would also continue to create high quality 
events and work on continuing our pattern of increased service use. The following 
events are planned to take place this semester: New Years Resolution Fair, SHEC video 
tour release, our first ever SHEC Week, which would include such events as Sex 202 and 
an eating disorders workshop co-hosted with a health professional, and Stressbusters. 
 
Goals within one year: Within a year, we would like to reach out to more first years. First 
years can be a vulnerable group with various health concerns because of the new 
environments, responsibilities and experiences they find themselves facing. SHEC could 
be a great starting point for first years to access for our services, information or 
referrals. By focusing on first years and building their knowledge of SHEC from their first 
year of university, this would build a larger base of students who are aware of SHEC 
from the start of their university experience, allowing more students to benefit from 
SHEC. Having increased presence or events during Welcome Week as well as creating 
more events specific for students in residence would help to draw in more first years.  
 
Goals within five years: We would like to build a greater reputation on campus where 
SHEC is known as a place to seek immediate health information, services and referrals. It 
would also be beneficial to update sections of our library.  
 
Conclusion 
SHEC’s core services of peer support, free non-hormonal contraceptives, on-site 
confidential pregnancy testing and referrals help to fill important needs within the MSU 
and larger McMaster community. The proposed changes to SHEC’s current executive 
structure would allow for a more balanced, organized and focused structure. Our goals 
would focus on developing a greater presence within the first year community and 
building a larger reputation on campus.  
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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 

 

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. 
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JOB DESCRIPTION 
Part Time Manager 

 

Position Title: Spark Pilot Program Coordinator 

  

Term of Office: May 1 – April 30 

  

Supervisor: Executive Board through Vice President (Administration) 

  

Remuneration: Under Review 

  

Hours of Work: 12 hours/week 

 

General Scope of Duties 

The Spark Coordinator will be responsible for planning and implementing Spark, a pilot of the MSU’s first year success 

program. The  job responsibilities are diverse, including consulting and then planning the topics and activities for weekly 

sessions, allocating and accounting for a moderately sized budget, doing outreach to recruit upper-year Success Facilitators and 

first year students, and managing a team of student volunteers throughout the year. This position requires a well-rounded 

individual with a demonstrated passion for first year success. Strong organization, creativity, and leadership are some key skills 

that are required for this position. 

 

Major Duties and Responsibilities 

Category Percent Specifics 

Supervisory Function                                         45%  Recruit, train, and supervise all Success Facilitators, including 

preparing Success Facilitators during the academic terms for the 

upcoming week’s discussion themes, activities and questions through 

weekly meetings 

 Develop a year plan for the weekly activities, discussion topics, and 

reflection questions for all sessions; 

 Organize first year students into session groups; 

 Schedule optimal meeting times for session groups 

 Address any concerns or questions from Success Facilitators and first 

year students. 

 Book appropriate space on campus for sessions and other events; 

 Ensure that the goals of the program are being fulfilled by Success 

Facilitators; 

 Participate in the Pilot Review process through contributing to the 

interim fall term review process and a final year-end report on the 

service. 

 Ensure that the goals of the program are being fulfilled by Success 

Facilitators; 

 Address any concerns or questions from Success Facilitators and first 

year students. 

Financial & Budgeting Function                        10%  Work with the Vice-President (Finance) to meet the financial needs of 

the department 

 Prepare Purchase Orders (POs) and Standing Orders as required, 

reviewing the Spark Bill Folder weekly. 

 Maintain constant communication with the Vice-President (Finance) 

on financial matters, including undergoing a budget review process 



Spark Pilot Program Coordinator Job Description  
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 Review the general ledger entries and monthly statements to ensure 

transactions have been properly recorded 

 Maintain proper records of POs and transactions 

Communications Function                            20%  Communicate with all needed campus and community resources 

 Coordinate contacts to promote Spark events with MSU services, 

McMaster campus organizations, and the surrounding McMaster 

community 

 Participate in monthly Part-Time manager meetings 

 Prepare for submission to the Executive Board (EB) a detailed year 

plan (summer) and two reports per term 

 Ensure website is updated regularly 

Advertising & Promotions Function                    20%  Promote the Spark program to members of the McMaster community 

during various events, including participation at Clubsfest, Welcome 

Day, and Welcome Week 

 Utilize the appropriate MSU departments to promote the Spark 

program on campus (i.e. The Silhouette, CFMU, MSU Almanac, 

Underground Media & Design, Compass Information Centre, etc.) 

 Work with the Student Life Development Coordinator and MSU 

Underground on branding and design of printed materials; 

Other             5%  Participate in a performance evaluation process set out by the Vice-

President (Administration) 

 Responsible for other duties as assigned by the Vice-President 

(Administration) 

 If applicable, provide transition for the incoming Spark Coordinator 

 

Knowledge, Skills and Abilities 

 Knowledge of campus services  

 Strong organizational and administrative skills 

 Creativity and problem solving skills 

 Organizational and time management skills to coordinate and run interviews, training, and weekly meetings with 

Success Facilitators. 

 Ability to communicate between multiple groups 

 

Effort & Responsibility 

 Effort required to integrate individuals and groups on campus 

 Budgeting of funding of approx. $10,000 

 Working within tight deadlines on a regular basis 

 

Working Conditions 

 Shared office space 

 Time demands may exceed stated hours of work 

 

Training and Experience 

 Previous management/supervisory experience required  

 Previous event/conference planning experience is an asset 

 Demonstrated involvement in mentorship or leadership programming is an asset 

 

Equipment 

 Use of personal computer preferred 

 Shared office computer may also be used if necessary 
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