
 

THE MSS EXECUTIVE DUTIES AND OPERATIONS POLICY 
 
 

 
SECTION 1 — THE EXECUTIVE BOARD 

 
The McMaster Science Society (MSS) Executive Board, henceforth referred to as the MSS Core 
Executive, shall consist of the following positions. One person shall occupy each position, except 
in the case of the first year representative where two individuals carry this role. Individuals filling 
these positions are elected into office, and are granted voting rights for all MSS decisions. Recall 
of an individual in one of these positions is only possible through a petition have the terms 
outlined been met (See Article 8 - Recall and Vacancies of the MSS Constitution). 
 
 

1.1. President 
 

The President Shall: 
 

1.1.1. Be the Chief Executive Officer and principal MSS spokesperson. 
 

1.1.2. Oversee all operations within the MSS. 
 

1.1.3.               Be an Ex-Officio member of all Standing Committees, Ad Hoc 
Committees and MSS recognized sub-societies and clubs. 

 
1.1.4. Supervise all expenditures of funds, audit the Vice-President Finance’s 

monthly statements and be responsible for validating petty cash. 
 

1.1.5. Settle all internal disputes provided they’re within the President’s 
jurisdiction. 

 
1.1.6. Review and/or prepare policy for the year regarding, but not limited to 

MSS Exec member duties, elections, MSS Clubs, and Financial matters. 
 
1.1.7.               Produce a Goals-for-the-year report. 

 
1.1.8.              Review all Year Plans prepared by each MSS Executive member. 

 
1.1.9.              Attend the Presidents’ Council meetings as called by the MSU President. 



 
1.1.10. Together, with the VP Internal, ensure that the MSS Executive are 

fulfilling their duties. 
 
1.1.11. Chair MSS meetings should the VP Internal not be present.  
 
1.1.12. Chair and organize MSS General Assemblies. 

 
1.2. Vice-President, Internal 

 
The Vice-President Internal shall: 

 
1.2.1. Maintain smooth operation of the MSS office. This includes, but is not 

limited to: 
 

              1.2.1.1       Implementing  regular cleanings of the office and storage space. 
 

1.2.1.2    Keeping track of and maintain inventory 
 

  1.2.1.3       Purchasing office supplies for the MSS Office. These items 
include, but are not limited to pens, paper, staples, masking tape, 
etc. 

 
1.2.2. Chair the MSS Elections Committee and MSS Executive Meetings. 

 
1.2.3.              Supervise MSS Executive  office hours, election poll hours and ticket sale 

hours. Enforce that all MSS Executive are required to hold office hours 
throughout the course of their term. 

 
1.2.4. Document detailed minutes during all MSS Executive Meetings in the 

absence of the Bylaws and Operations Officer. 
 
 1.2.5. Schedule general MSS meeting times. 

 
1.2.6.            Ensure that all mail and phone messages are delivered to the correct MSS 

Executive member. 
 

1.2.7.. Work alongside the president to ensure all MSS Core and Peripheral 
Executive members are progressing. 

   
1.2.8.Engage and invest in MSS recognized sub-societies and clubs activity by: 



 
1.2.8.1. Maintaining positive relations between program societies and 

the MSS.  
 

1.2.8.2.       Stimulating positive relations between program societies. 
 

1.2.8.3.       Providing necessary venues and opportunities to encourage 
learning, collaboration, and the sharing of knowledge between 
societies. 

 
1.2.8.4.       Keeping societies informed of MSS-related updates, and keep 

MSS informed of program society-related updates.  
 
1.2.8.5. Host monthly meetings with the presidents and/or other 

representatives of the program societies to promote 
collaboration and positive relations. 

 
1.2.9. Run all MSS elections in accordance to the MSS Elections Policy in 

collaboration with the Bylaws and Operations Officer.  
 

1.2.10. Organize and participate in the hiring of coordinators under the VP 
Internal portfolio. This includes, while subject to changes in the by-laws, 
the By-Laws and Operations Officer. 

 
1.3. Vice-President, External 

 
The Vice-President External shall: 

 
1.3.1. Act as a community liaison between the MSS and the 

McMaster/Hamilton community. 
 

1.3.2. Be responsible for connecting science students to opportunities 
(volunteer, job, conferences, events, internships) both inside and 
outside of the McMaster campus. 

 
1.3.3.              Act as a representative of the MSS and McMaster Science Students to the 

Ontario Science Student Association (OSSA). 
 

1.3.4.              Maintain a relationship between the MSS and the SCCE, making sure 
opportunities are known and available to all science students. 



 
1.3.5. Maintain and establish new ties to the Hamilton community by 

hosting/helping with charitable events. 
 
1.3.6. Work closely with the Vice President Finance and Welcome Week 

Planners to secure sponsorship from external parties.  
 
1.3.7. Organize and participate the hiring of coordinators under the VP External 

portfolio. This includes, while subject to changes in the by-laws, the 
Volunteering and Research Coordinator. 

 
1.4. Vice-President, Finance 

 
The Vice-President Finance shall: 

 
1.4.1. Organize a yearly budget report with the out-going VP Finance. 

The yearly budget report must be approved by the MSS Core 
Executive by (date?). 

 
1.4.2.   Ensure the MSS account is not below zero dollars at any time. 

 
1.4.3. Act as a verification for, and approve or deny any expenses over one 

hundred dollars. 
 

1.4.4.   Monitor reimbursement for expenses where: 
 

1.4.4.1.       The reimbursement must be approved by the VP Finance. 
 

1.4.4.2. The reimbursement can only be distributed if a copy of the 
receipt and all required forms are submitted to the VP 
Finance. 

 
1.4.4.3.       The reimbursement can only be distributed within the 

academic year and in the same year of purchase. 
 

1.4.5.              Determine allocation and approve funding for all Sub-Societies. 
 

1.4.6. Manage and review all money within the safe. This money must:  
 

1.4.6.1.       Be recorded. 
 



1.4.6.2.       Be emptied every week and deposited. 
 

1.4.6.3.       Not have a balance over 500 dollars. 
 

1.4.7. Work closely with the Vice President External and Welcome Week 
Planners to secure sponsorship from external parties.  

 
1.4.8. Organize and participate the hiring of coordinators under the VP Finance 

portfolio. This includes, while subject to changes in the by-laws, the 
Science Initiative Fund Directors. 

 
1.5. Vice-President, Academic 

 
The Vice-President Academic shall: 

 
1.5.1. Attend the Academic Affairs Committee (AAC) Meetings along with the 

MSS President, as called by the MSU VP Education. 
 

1.5.2. Identify and formulate possible solutions to academic problems within the 
Faculty of Science. 

 
                   1.5.3. Run one open forum or closed forum per year for students in the Faculty 

of Science.  
 

1.5.4. Be a member of the Academic Planning and Policy Committee (APPC). 
 

   1.5.5. Be a member of the Undergraduate Council (UC). 
 

 1.5.6. Inform students about the academic resources available such as the 
Associate Dean’s Office, SCCE, etc. 

 
1.5.7. Address and advocate for academic student issues to the faculty, including 

the Dean of Science and the Associate Dean of Science (Academics). 
 

1.5.8. Assist in the organization of all academic events which may include 
Academic Speakers in conjunction with the SCCE and working with the 
Special Events Planner(s) to coordinate Quantum Leap: Careers in Science 
Conference. 

 
1.5.9. Chair the VP Academic meeting with all VP Academics from each 

program society in the Faculty of Science. 



 
1.5.10. Meet with the year representatives on a regular basis to discuss advocacy 

concerns and updates that will be further relayed to other Vice Presidents 
as well as university administration 

 
1.5.11. Coordinate a transition event with the Welcome Week Planners, 

President, and VP Communications as part of a larger summer transition 
process for first year students. 

 
1.5.12. Organize and participate the hiring of coordinators under the VP 

Academic portfolio. This includes, while subject to changes in the by-laws, 
the Tutoring Coordinator and the Special Events Planners. 

 
  

1.6. Vice-President, Communication 
 

The Vice-President Communication shall: 
 

1.6.1. Be responsible for the design & maintenance of e-mail accounts, and 
other social forums. 

 
1.6.2. Be responsible for all advertising relating to MSS events and initiatives. 
 
1.6.3. Maintain the MSS e-mail list-serve. 
 
1.6.4. Inform science students of various job postings and information sessions. 
 
1.6.5. Assist the SCCE with promoting and advertising of events. 
 
1.6.6. Assist the MSS Executives with promotional material. 
 
1.6.7. Oversee the Communications portfolio to aid them in producing 

comprehensive promotional material for all MSS events and initiatives. 
 
1.6.8 Be responsible for overseeing the design, ordering, and sale of 

MSS-branded clothing if clothing is to be ordered. 
 
1.6.9 Assist with the promotion of events hosted by sub-societies using MSS 

social forums given appropriate notice and their event being open to all 
science students. 



 
1.6.10 Act as a substitute photographer in the situation where both of the 

Directors of Photography and the Director of Cinematography are 
unavailable or additional photographers are required for a particular 
event. 

 
1.6.11 Act as a substitute Graphic Designer in the situation where the Graphic 

Designer is unable to complete a graphic under short notice. 
 
1.6.12. Organize and participate in the hiring of coordinators under the VP 

Communications portfolio. This includes, while subject to changes in the 
by-laws, the Graphic Designer, MacSci Minutes Coordinators, Directors 
of Photography, Director of Cinematography, and Webmaster. 

 
1.7. Vice-President, Student Affairs 

 
The Vice-President Student Affairs shall: 

 
1.7.1. Oversee the organization of the Science Formal (Formaldehyde), Science 

Musical, Science Sporting Events, and other social events planned by their 
respective coordinators/organizers. 

 
 1.7.2. Ensure all proper documentation, such as the Environmental and 

Occupational Health Support Services (EOHSS), bus forms and 
expense forms for all events have been approved by the appropriate 
authorities for events. 

 
1.7.3. Actively assist in supervision of sub-societies. This will be done by holding 

meetings with the social planners of the various program societies on a 
by-need basis (minimum one per term). 
  

1.7.4. Act as a representative of all science social events in meetings with the 
McMaster Students Union or other Faculty Societies. 

 
1.7.5. Ensure that the needs of students from a social involvement platform are 

being met and represented through the Musical, Sports, Formal, Special 
Events, Year-specific events, and any committees that are created under the 
VP Student Affairs Portfolio. 

 
1.7.6. Organize and participate the hiring of coordinators under the VP Student 

Affairs portfolio. This includes, while subject to changes in the by-laws, 



the Formaldehyde coordinator, Athletics and Wellness Director, Arts 
Director, Musical Director, and Special Events Planner(s). 

 
1.8. Year Representatives (5) 

 
The Year Representatives shall: 

 
1.8.1. Advocate on the behalf of the needs of the students in their year by 

assisting the VP Academic with advocacy campaigns. 
 
1.8.2 Be actively involved in planning a minimum of two (2) of the following 

tasks, including, but not limited to: the Science Formal, clothing sales 
(including inventory), intramurals, postering for MSS programming, 
Halloween Haunt, and other events.   

 
1.8.3 Organize a clearance sale of Science items within the first month of the 

academic year. 
 

1.8.4. Speak to classes corresponding to the year of representation to promote all 
MSS programming. 

 
1.8.5. Discuss all concerns with the MSS Executive regarding Science Students or 

programmes within the representative’s year. 
 
1.8.6. Assist with any projects that the VP Student Affairs or Special Events 

Planner may need help with.  
 
SECTION 2—APPOINTED POSITIONS 

 
The MSS Appointed Positions, henceforth referred to as the MSS Periphery Executive, shall 
consist of the following positions. Individuals who hold these positions are hired by the MSS 
President and the MSS Vice-President whose jurisdiction they fall into. The term of office for 
these positions is from the date of hiring to March 31st of the following year. Individuals who 
hold these positions can be let go if they fail to follow the responsibilities of an MSS Executive or 
abuse the powers they are provided with. 
 
  2.1. Welcome Week Planners (2-3) 
 
  The Welcome Week Planners shall: 
 

2.1.1. Be hired by the President and current Welcome Week Planners. 



 
2.1.2. Prepare a Welcome Week budget for approval by the Vice-President 

Finance by May 31st prior to their respective Welcome Week. 
 
2.1.3. Be responsible for the selection of Welcome Week Representatives for 

their respective Welcome Week. 
 

2.1.4. Maintain communication between Welcome Week Representatives and 
the MSS throughout the academic year. 

 
2.1.5. Ensure the office is returned to its original state promptly after the events 

of Welcome Week have ended. 
 
2.1.6. Assist in the organization of a clearance sale during the first month of 

the academic year in cooperation with the Year Representatives. 
 
2.1.7. Hold regular office hours as per the MSS Executive. 
 
2.1.8. Be responsible for working with the VP Finance and VP External to secure 

sponsorship from external parties throughout the year. 
 
2.1.9 Host their respective Welcome Week. 
 

2.2 Webmaster 
 
                The Webmaster shall: 
 

2.2.1. Update and maintain the official MSS website on a consistent basis and 
complete projects assigned by the VP Communications in a timely 
manner. 

 
2.2.2. Work with the VP Communications to produce newsletters and email 

blasts when necessary.  
 
2.2.3. Cooperatively work with the Vice-President Communications to 

ensure that all media is being presented in a professional, consistent 
and timely fashion through the website. 

 
2.2.4. Work with the other members of the MSS Executive to create and 

maintain their respective pages. 
 



2.2.5 Monitor website analytics for report to the VP Communications and 
work with the VP Communications to improve the promotional 
efforts of the MSS. 

 
2.3     Director of Cinematography 
 

The Director of Cinematography shall:  
 

2.3.1. Work with the VP Communications to produce quality promotional 
and other videos for events hosted and services provided by the MSS. 
This may include meeting with the other MSS Executive members to 
help plan out and create their envisioned video for their respective 
projects. 

 
2.3.2. Organize, film and edit all videos and upload those videos to the 

official MSS YouTube channel to be shared across all social media 
platforms. 

 
2.3.3. Act as a substitute photographer in the situation where both of the 

Directors of Photography are unavailable or additional 
photographers are required for a particular event. 

 
2.3.4. Pitch original ideas and content that can improve event/opportunity 

engagement. 
 

2.4    Directors of Photography (2) 
 
The Directors of Photography shall: 
 

2.4.1. Be present at MSS events to help take photos as mandated by the VP 
Communications.  

 
2.4.2 Work with event coordinators to ensure appropriate understanding of 

the logistics of such events. 
 
2.4.3. Edit all photographs to make sure they are visually consistent, and 

have the MSS and other relevant logos attached. This should be 
completed in a timely manner. 

 
2.4.4. Work on the Scientists of McMaster  and Sci-Careers  projects. 
 



2.4.5. Assist the Director of Cinematography with their films if needed. 
 
2.4.6. Help lead the MSS Street Team in photography-related assignments. 

 
2.5      MacSci Minute Coordinators (2) 
 
The MacSci Minute Coordinators (2) shall: 
 

2.5.1. Film and host, at minimum, bi-weekly videos that work to engage 
science students in many ways and promote MSS events and 
initiatives.  

 
         2.5.2. Outline and prepare the topics of discussion in the form of a 

transcript. This transcript will be sent to the VP Communications for 
approval well before the day of recording. 

 
       2.5.3. Find new and creative ways to encourage student engagement with 

the show. This may include contests. 
 

2.6        Graphic Designer 
 
The Graphic Designer shall: 
 

         2.6.1.Work closely with the VP Communications and other Executive members 
needing promotional graphics as so to produce content that best 
represents the event/service being shared. This promotional material 
must: 

 
                       2.6.1.1. Be creative and engaging as it will represent the “face” of 

the MSS. This material is also to be consistent with the 
MSS brand and other published material. 

 
           2.6.1.2. Include, but not limited to posters, cover photos, online 

images, clothing sale designs, and buttons. 
 

                             2.6.1.3.          Only be approved if a promotional request form is filled 
out two weeks in advance of the date needed. 

 
2.7        Science Initiative Fund (SIF) Directors (2) 
 
The Science Initiative Fund Directors shall: 



 
 2.7.1. Oversee the selection of faculty and student representatives to make 

up the SIF Board of Directors  
 

      2.7.2. Call and preside over all meetings of the SIF Board of Directors  
  

   2.7.3. Call for SIF proposals, receive all application forms and prepare 
documents for review.  

 
   2.7.4. Evaluate and propose changes to the SIF Bylaws and Fund Procedures. 

 
2.7.5. Monitor finances and previously funded projects while ensuring the 

accounting of all proper documentation. 
 

2.7.6. Carry out the organization and hiring of promotional team members 
to further community engagement with the SIF.  

 
2.7.7. Ensure that the inquiries of students with the SIF are addressed, and 

the community is actively informed of the allocation process. 
 
2.8           Athletics and Wellness Director 
 
The Athletics and Wellness Director shall: 
 

       2.8.1. Plan, prepare and oversee a minimum of two sporting events per 
academic year for all McMaster Science students. These events are to 
contain accessible options and be engaging, creative, and 
stress-relieving.   

 
2.8.2. Meet with the VP Student Affairs when necessary to discuss and 

confirm event scheduling and logistics. Any concerns, questions, and 
comments  should also be addressed to the VP Student Affairs.  

  
     2.8.3. Act as a representative of all science sporting events in meetings with 

the McMaster Students Union (MSU) or other Faculty Societies.  
 

   2.8.4. Ensure that the needs of students from a sporting platform are being 
met and represented through hosted events created under the VP 
Student Affairs Portfolio. 

 



2.8.5 Organize and assist in the formation of science intramural teams to 
participate in various intramural sports each semester. 

 
   2.8.7. Address health and wellness through Wellness Wednesday events.  
 

2.8.8. Be responsible for relaying information between health and wellness 
resources on campus and science students. This can be done through 
the MSS website and/or other forums of communication. 

 
2.9        Musical Director 
 
The Musical Director shall:  
 

       2.9.1. Hire and meet with the entire musical executive team in planning 
out time range, plot, and event ideas for the upcoming year. 

 
      2.9.2. Write in collaboration, or by self, the musical script while integrating 

many musical numbers.  
 

       2.9.3. Be a large component, alongside the musical executive, in the hiring 
of the creative team: orchestra, conductor, vocal trainer, 
choreographer(s), stage manager, backstage crew and technicians. 

 
 2.9.4 Be a large component, alongside the musical executives, in the hiring 

of the cast. 
 

     2.9.5 Oversee other musical executive roles, and mediate constant 
conversation and collaboration between the groups.  

 
       2.9.6 Along with the musical director, find a theatre space for the 

performance, as well as rehearsal space at least one week before the 
musical date. 

 
          2.9.7 Direct the staging of the cast with scene cues, emotional cues, vocal 

cues and actions. 
 
         2.9.8 Manage weekly rehearsals, and reminders for the cast and creative 

team. 
 

2.9.9 Host the science musical for a minimum of two shows. 
 



2.10         Formaldehyde Coordinator 
 
The Formaldehyde Coordinator shall: 
 

     2.10.1 Book the venue of the event in May alongside the VP Student 
Affairs. 

 
2.10.2 Manage online ticket sales and ticket pickup. Manage promotion in 

collaboration with the VP Communications. 
  

2.10.3 Ensure that items, entertainment, and sponsors are ready prior to the 
event. 

 
2.10.4 Organize and run logistics on the night of the event. This includes 

bus transport for all attendees. 
 

  2.10.5 Hire, coordinate and check in with a Formaldehyde Planning Team 
in order to ensure the success of their teams and the event. The 
Planning Team may include a logistics coordinator, décor 
coordinator, events & entertainment coordinator, and a design 
coordinator. 

 
  2.10.6 Work closely with the VP Student Affairs to ensure the planning of 

Formaldehyde is going smoothly. 
 

2.11          Special Events Planners (2) 
 
The Special Events Planners shall: 
 

      2.11.1 Coordinate the success of I Love Science Day and Quantum Leap: 
Careers in Science Conference. 

 
 2.11.2 Hire a Special Events Committee to aid in planning events 

throughout the year. 
 

      2.11.3 Lead the Special Events Committee in planning and running events, 
including frequent check-ins throughout the year. 

 
     2.11.4 Work closely with the VP Student Affairs to ensure the social needs 

of students are met and address those needs through social events, 
possibly in collaboration with program societies. 



 
     2.11.5            Work closely with the VP Academic to ensure the academic event 

needs of students are met and address those needs through academic 
events. 

 
2.12            Arts Coordinator 
 
The Arts Coordinator shall: 
 

2.12.1      Hire and lead an Arts Committee. 
 

                         2.12.2            Collaborate with the Musical Director and the Formaldehyde 
Coordinator to act as a support with the set and decor. 

 
                         2.12.3            Work closely with the VP Student Affairs to ensure the artistic 

needs of students are met. 
 
                         2.12.4            Create art for and act as support for various other events/initiatives 

such as BSB Office Hours, I Love Science Day, and others. 
 

2.13         Tutoring Coordinator 
 
The Tutoring Coordinator shall:  
 

      2.13.1 Maintain and further the development of the MSS Tutoring 
Service. 
 

                           2.13.2        Oversee the hiring and training of MSS Tutors. 
 

    2.13.3 Maintain the Online Tutoring Database and other online 
components of the service in collaboration with the Webmaster. 

 
                           2.13.4        Track the feedback and performance of MSS Tutors. 
 
                           2.13.5 Monitor an MSS Tutor token initiative to subsidize the cost of 

tutoring for students in the Faculty of Science. As well, ensure the 
remuneration of MSS Tutors is non-fraudulent and accurate. 

 
2.14        Bylaws and Operations Officer 
 
The Bylaws and Operations Officer shall: 



 
     2.14.1         Track changes to the MSS Constitution. 
 

2.14.2 Track, oversee, and develop changes and further strengthen MSS 
bylaws and policies. 

 
      2.14.3         Act as a secretary at meetings. 
 
      2.14.4         Work with the President to organize two General Assemblies. 
 
      2.14.5 Work with the VP Internal to keep the MSS Executive 

accountable for their promises and actions. 
 

2.15            Volunteering and Research Coordinator 
 
The Volunteering and Research Coordinator shall: 
 

2.15.1 Collect and promote all science-related volunteer opportunities in 
the Hamilton/McMaster community and ensure they are 
updated in a timely manner.  

 
2.15.2 Connect with professors and the Graduate Student Association 

(GSA) and SCCE to collect and promote research opportunities 
at McMaster University.  

 
2.15.3 Create and lead a Volunteering and Research Committee in 

collaboration with the VP External to assist in these tasks. 
 
2.16           Ontario Science Student Association Coordinator (OSSA) 
 
The OSSA Coordinator and their Executive team will not act as peripheral members of the 
MSS, and will instead act as a separate entity, whom will have the support of the MSS. 
 
2.17          Ontario Science Games Director (OSG) 
 
The OSG Director and their Executive team will also not be involved with the MSS, and 
instead be its own separate entity. The MSS will act as a support.  
 
2.18 General Roles and Responsibilities 
 
All MSS Executive members are required to: 



 
2.18.1 Have read, understood, and abide by the duties and 

responsibilities as outlined by this guide. 
 

2.18.2 Hold office hours, which may include office maintenance, 
ticket sales, and other services run through the MSS office 
where: 

 
2.18.2.1 MSS Core Executive members are required to hold two, hour 

long office hour sessions per week with the exception of the 
first year representatives whom may hold one, hour long office 
hour session per week. 

 
2.18.2.2 MSS Periphery Executive members are required to hold one, 

hour long office hour session per week. This may be a 
combined office hour for positions with co-directors 

 
2.18.3 Attend meetings as mandated by the VP Internal. 

 
2.18.4 Work in the best interests of the MSS and appropriately 

represent the MSS within the McMaster community. 
 
 
SECTION 3—TRANSITION 

3.1.                  The Transition period is from March 1st to March 31st. 
 
3.2.                  The newly elected executives have full privilege as the previous 

executives, except in the case of voting rights. Voting rights are only 
granted on yearly policy issues (see 3.5). 

 
 3.3. The previous executives must introduce the new MSS Executives to 

the basic operations of the MSS as well as the roles and 
responsibilities of their position. 

 
                             3.4.                 The new MSS Executives must review the policies, rules, duties and 

bylaws of the MSS. 
 

                                 3.5. Any changes to yearly policies such as, but not limited to  executive 
function and duties and MSS Clubs, is accepted at this time by a 
majority vote of the new MSS Core Executive. 



 
3.6 MSS Executive members must provide a transition report to the 

incoming executive before their term begins. 
 
 
 


