
 
Dear Executive Board, 
 
Below is an overview of the projects and tasks that I have been working on during the summer. 
If you have any questions and/or are interested in further details, feel free to contact me and I’d 
be more than happy to elaborate on my work this summer.  
 
Throughout the four months, I completed 100 variable capped hours. In the earlier months, a 
majority of my time was spent transitioning into the position, becoming more familiar with the 
framework of the Education Team, and developing my understanding of how the Advocacy pillar 
can effectively achieve the advocacy goals of the Education Department, the McMaster 
Students Union, and the student community.  
 
In consulting with members of the MSU (students, part-time managers, SRAs), reviewing the 
practices of previous Advocacy coordinators, and engaging in personal reflection, I established 
principles that I wish to have act as a foundation in my decisions and choices. In adopting more 
responsible advocacy practices, I reviewed how Advocacy campaigns will better facilitate 
student feedback and community engagement (e.g. extensive consultation with MSU services 
and community groups; engaging with SRA members to connect with their constituents and 
communicate to me the needs of their faculty). Furthermore, I examined the need for evaluation 
and tangible outcomes (i.e. recommendations to relevant stakeholders, collection of data and 
feedback, etc.) after the completion of campaigns – all taking into account the feasibility of these 
goals, the scope of my role and that of the other members in the MSU. 
 
I also spent time exploring, with the feedback from previous Advocacy Street Team volunteers, 
on how to better empower members of the Street Team and create opportunities for students to 
make meaningful contributions to the advocacy efforts conducted throughout the year. Time 
was also utilized towards developing promotional material and promoting the Advocacy Street 
Team executive applications. 
 
 
 
 
 
 
 
 
Content warning: mental health and illness, suicide, self-harm 
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REPORT 
From the office of the Advocacy Coordinator 

 
 

TO:  MSU Executive Board 
FROM:  Advocacy Coordinator 
SUBJECT:  Updates from Advocacy Coordinator 
DATE:  August 23, 2016 



 
Another significant use of my time has been spent on consultation and preliminary planning for 
campaigns such as on student housing, tuition, and sustainability. The main project that I have 
been working on this summer is the planning of the mental health campaign, MacTalks: Beyond 
Conversations. For MacTalks, the strategic priorities/themes are confronting stigma, fostering 
understanding and acceptance of mental illness, and addressing the need for structural 
changes within the McMaster community. The campaign is adopting an intersectional approach 
to addressing mental health and illness. There have been consultations and plans for 
collaboration with MSU services and clubs for programing (e.g. QSCC on the medicalization 
and barriers in mental health care for queer and trans folk, Maccess and PSL on suicide and 
self-harm, Diversity Services on mental health in communities of colour, Mac BreadBin on food 
security, McMaster Alliance for Body Peace on body-image and eating disorders, and more). 
Consultations with groups that work closely with the community have provided feedback as to 
what needs should be addressed for the campaign. For further engagement with the student 
community, I have also developed a mental health survey to be distributed in September.  
 
Most of the projects mentioned are on-going and to be pursued further during the school year.  
 
I invite the executive board to share their thoughts, questions, and/or concerns with me. 
 
 
Sincerely, 
 
Sandy Tat 
Advocacy Coordinator 
McMaster Students Union 
advocacy@msu.mcmaster.ca 



 
Dear Assembly, 
 
Over this past summer of 2016 in my role as Director of Mac Bread Bin, I have so far completed ~98.5 
hours.  
 
Major updates of the summer are that Bread Bin has decided to undertake rebranding, and will work 
through the year to get a new name/logo/materials ready for launch in the next school year. 
Additionally, the FCC (Food Collective Center) is projected to be revamped and ready in September. 
Major projects that have been undertaken this summer include: Improving the accessibility and 
streamlining the process of the Lockers of Love system, hiring my executive team, planning and 
consulting with my team (especially the Social and Political Advocacy Coordinators for how to effectively 
advocate for food security needs as this is a new position and role for Bread Bin).  
 
Improving the lockers was a suggestion pointed out to me by one of our partners, and we have begun 
the process of integrating healthier foods in our service (longer-lasting fresh foods that can be kept in 
the Farmstand fridge such as potatoes, apples, rutabaga) in an attempt to lower the sodium and fat 
intake. We also have separate passcode locks for those who can’t use the combination locks, and we are 
finding additional, more physically accessible lockers, as the current ones are in the basement of BSB. In 
planning and consulting with my team, I have been meeting with each of my execs and planned out their 
year, discussing projects they want to undertake. I have supplied each of them with role-specific on-
boarding packages and action plans in the hopes that we all can hit the ground running in September. I 
have had more time with the Social and Political Advocacy Coordinators because we have had to start 
from scratch with their year plan, but we have been working on Bread Bins part in the Local Food Fest, 
MacTalks, a general Food Security campaign, community outreach events, and ways to use resources 
like the teaching and learning garden. 
 
The majority of these hours were spent on general planning, sitting down with either my staff or 
another MSU service and discussing potential/upcoming projects and year plans. Another large sum of 
my hours was running the Lockers of Love service throughout the summer.  
 
Sincerely, 
 
Veronica van der Vliet 
Director Mac Bread Bin 
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McMaster Students Union 
macbreadbin@msu.mcmaster.ca 
 



 
Dear Assembly, 
 
I have used 85 variable capped hours over the summer in my role as Mac Bread Bin Assistant 
Director in the following ways: 
 
Getting acquainted with the service (~10 hrs): Since I was brand new to the service this year, 
there was a significant learning curve for me at the beginning of my term. In April and May, I 
spent a lot of time reviewing transition reports, meeting with previous executive members 
including Adrianne Pong and Miranda Babbitt, meeting with MSU staff such as Pauline and 
Victoria, understanding and adapting the new executive structure with Veronica and creating my 
year plan in consultation with Veronica. 
 
Hiring (~15): The majority of my time in May was spent reviewing applications, conducting 
interviews and finalizing our executive team. By June, Veronica and I hired 5 executive 
members, including a promotions coordinator, 2 Social and Political Advocacy coordinators, a 
Good Food coordinator as well as a community kitchen coordinator.  
 
Training (~30 hours): I attended two retreats/training sessions to better understand how to 
navigate the MSU and operate our service effectively. I also attended the Student Food Summit 
in June to learn more about Food Security and connect with students across the country that 
share our mission! 
 
Preparing for September (~30 hrs): Once our executive team was finalized, Veronica and I 
prepared and delivered a presentation to our executive team highlighting our goals for the year, 
our executive structure, expectations, timelines etc. Since this initial meeting, I have had several 
1:1 meetings with the execs who report to me (Bread bin exec structure is set up in such a way 
that the two paid execs—community kitchen coordinator and good food coordinator—report 
directly to the Asst. Director) with the aim of putting them in a good position to effectively begin 
their term come September. I helped to prepare their onboarding packages, worked with them 
to establish their year plans, and ironed out logistics (e.g. confirmed email accounts).   
 
Some Exciting Updates: 

• Adrianne (GFC) and I developed a proposal to renovate the FCC using the SLEFF 
funding Bread Bin received last year. We have since met with the BOD to review our 
proposal and understand next steps. We will be renovating the FCC during the October 
reading week. 
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• Talyor (CKC) and I are working on collaboration with SPARK to run sessions on 
budgeting and cooking 101. Bread Bin will be planning and facilitating these sessions, 
which will be held in November and take place in residence kitchens.  

• We are collaborating with Farmstand for their Local Food Fest on September 28th. We 
will be having a Bread Bin stand at the event to promote our service and an engagement 
activity surrounding food security. We are also helping Farmstand reach out to local 
farmers and advertise the event. 

 
Sincerely, 
 
Zoe Davidson 
Mac Bread Bin Assistant Director 
McMaster Students Union 
 



 
Dear Executive Board, 
 
Bellow is a list of summer tasks and their respective breakdown in terms of variable capped 
hours for the position of the Chief Returning Officer. I have worked a total of 98 out of 100 hours 
so far this summer. 
 
Transitioning and Training 
 
The role of Chief Returning Officer and previous Deputy Returning Officer requires me to 
transition and train the incoming Deputy Returning Officer. This includes a variety of tasks 
including setting up year goals, delineating the electoral process, introducing the DRO to 
relevant personnel in the office etc. Additionally, there are mandatory training sessions over the 
year such as network training, the Part Time Manager retreat, and the MSU retreat.  
 
Administrative Work  
 
Administrative work constitutes a wide variety of tasks around the office. Some include: 

• Filling out Year Plan, consulting with different groups for feedback 
• Finishing up finances such as filling out POs and clearing up candidate reimbursements 

from past SRA election 
• Filling out the Space Audit form 
• Responding to e-mails to provide information on: by-election, referenda, SRA, external 

elections etc. 
• Setting up meetings via e-mail and then attending said meetings. Some topics include: 

MSU Wants You, discussing by-election/referenda, changes/new ideas for elections. 
 
Planning for First Year Council  
First Year Council is the first election we run and so aspects such as promotional strategies 
must be decided before hand. This was a combination of meetings with the DRO, buying and 
assembling the Elections display board, updating the brochure, organizing promotional outreach 
with SOCS, and attending promotional events such as Horizons SuccessFest. 
 
Elections Committee and Election Scheduling 
Creating a training session and document to help EC members prepare for the coming year. 
Consulted with DRO, EC, and members of the office and SRA to establish elections schedule.  
 
Memo writing 
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FROM:  Helen Zeng 
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DATE:  August 23, 2106 



Writing this memo and the one for the space audit. 
 
Archiving and Revamping Website  
There are documents in our office, which were removed from archives several years ago for 
reasons unknown to me. We are in the process of archiving both the paper files as well as 
online files. Moreover, we are revamping the website to make it more user friendly. 
 
External Elections and the Registrar 
I am in communication with the Registrar to ensure that the process by which we receive the 
student list is free of problems. Moreover I am revamping the external election system to be 
better organized and to increase the fee as suggested by the previous CRO.  
 
 
Sincerely, 
 
Helen Zeng 
Chief Returning Officer 
McMaster Students Union 
election@msu.mcmaster.ca 
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Dear Executive Board, 
 
Over May-August I have spent 110 hours (and counting) performing various tasks and 
duties for Diversity Services in order to set up for the year ahead. 
 
Bridges 
In May, I spent time finalizing hiring for the Bridges Coordinator, which carried forward 
from work that was being done in April. In addition, about 10 hours has been spent 
transitioning and training the incoming Bridges Coordinator. 
 
PACBIC 
PACBIC has taken up about 10 hours of the summer work, as I attended the final steering 
committee meeting in May, and also sat on the membership selection committee in July. 
This involved reviewing applications as well as revising the the Terms of Reference for 
the committee. 
 
Anti-Oppressive Practises Training 
AOP training is a new addition to the service which has taken up more time than 
expected. In May, I spent time developing a new “upper level” model for CLAY’s AOP 
training. We did the same thing for Horizons AOP. In addition, the Equity & Inclusion 
Office has handed off all requests for AOP from student groups to us, so this summer we 
did AOP training for CLAY, MSU retreat, Horizons, Maroons, Sciclones, and Res Life. 
In total, about 30 hours were spent this summer on AOP training, for preparation, 
delivery, and follow up. 
 
Executive Transition  + Training 
Executive training was done in July, and Lilian & I developed training models for the 
exeutive. This took about 15 hours, including delivery of the training, with several other 
hours dedicated to transition meetings and setting up the year with the executive. The 
executive April, and I would estimate about 15 untracked hours were spent on hiring the 
executive in April. 
 
MISC 

. 
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The rest of the summer has gone towards various administrative things. This included 
Year Planning, acting as a consultative body for university partners (such as sitting on the 
hiring board for the new EIO Director) and MSU partners (such as helping the 
conferences with their diversity sessions). It has also gone toward generally supporting 
the Assistant Director with her work and transitioning her into her role. 
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MEMO 
From the office of the… 

Diversity Services Assistant Director 

TO: Members of the Executive Board 

FROM: Lilian Obeng 

SUBJECT: Summer Variable Hours 

DATE: August 25, 2016 

 
Dear Executive Board,  
 
The past three months have been utilized by both the director and I to perform the tasks required 
to ensure the success of Diversity Services in the upcoming year. As such, I have used all 100 of 
the hours available, and will surpass this total by the end of August.  
 
Executive Transition and Training 
The recent restructuring of this service has made this transition process increasingly labour 
intensive. An example of this was the creation of executive transition reports. I spent a great deal 
of time combing through every position within the pillar model and transferring relevant 
information to each new executive role. I also had to supplement past information with the vision 
for the service and hypothetical suggestions moving forward (in the case of the Social and 
Political Advocacy Coordinator and the Research and Resources Executive — roles that are 
completely new). Lastly, Ryan and I developed training for our executives and held multiple 
meetings with them. In total, I spent approximately 55 hours on transitioning and training.  
 
Anti-Oppressive Practices Training  
In May, the Equity and Inclusion Office, formerly Human Right and Equity Services, transferred 
all of the responsibility for facilitating AOP for student groups to Diversity Services. The 
preparation and delivery of this material has constituted a large portion of Diversity Services’ 
summer activity. We have facilitated AOP for CLAY, the Sciclones, the MSU Retreat, Horizons, 
the Maroons, and Res Life thus far. In addition to this, Ryan developed an “upper level” AOP 
session for students who have participated in AOP multiple times. Approximately 30 hours has 
been spent on this aspect of our service’s function.  
 
Miscellaneous  
The last few hours have gone to completing bureaucratic things such as year planning and 
helping other MSU Services create diversity-related programming. 
 
Thank you, 
Lilian Obeng  



 
Dear Executive Board, 
 
Below I have summarized the summer tasks and duties, as well as their breakdown in terms of 
variable capped hours, for the position of the Deputy Returning Officer. I have worked a total of 
90 out of 100 hours so far this summer. 
 
Transitioning into the Role  
I have spent many hours being transitioned into this role by the CRO. This means familiarizing 
myself with the nature of the Elections Department and how we operate. I have also become 
familiar with the by-laws we adhere to. Furthermore, I have learned more about what the job of 
the DRO encompasses, and how I am to carry out this role come September. In addition, I have 
spent time learning about the appropriate contacts for promotions related e-mails, and have 
navigated the Elections Dropbox to familiarize myself with old promotional materials.  
 
Planning and Preparing Promotions for First Year Council Elections 
Since the First Year Council Election occurs in September, a lot of the promotional preparation 
must be done in the summer term. The CRO/DRO prepared for this election by attending 
Horizons Successfest, and preparing and handing out pamphlets explaining FYC at this event. 
The pamphlets and Elections Display board were both updated over the summer. Furthermore, 
this role involved planning for how to reach out to students in residence in September via 
Elections 101 and Clubsfest. Lastly, the promotional material required for this election was 
assembled and sent to Underground, and the DRO and Underground work closely over the 
summer to ensure that this material is ready to go in time for the election.  
 
Administrative Work  

• Sending out/replying to emails for various subject matter 
• Filling out memos (Space Audit Form, DRO Year Plan) 
• Setting up and attending meetings with various groups, such as SoBi and McMaster 

Humanities Society   
• Booking window banners for the year 
• Cleaning out Election Office and organizing our Space 
• Working with CRO to determine days for the upcoming elections  
• Creating EC Facebook Group, and various documents to prepare for EC training  

. 

REPORT 
From the office of the… 

DRO 
 

TO:  Executive Board 
FROM:  Kritika Seth 

SUBJECT:  Summer Hours Re-cap 
DATE:  August 23, 2016 



 
Archiving and Revamping Website  
The CRO/DRO have spent many hours this summer archiving the plethora of documents that 
were previously unorganized and unnecessarily taking up space in the Elections Office. We are 
still in the process of archiving these documents, and will finish once we are back full-time. 
Furthermore, we are working with Sarah Mae Conrad to revamp the website to make it more 
user-friendly. 
 
Sincerely, 
 
Kritika Seth 
Deputy Returning Officer 
McMaster Students Union 
elections_dro@msu.mcmaster.ca 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
Dear Executive Board, 
 
I have been working on several projects this summer and have used up 95.5 hours. I have 
outlined the projects below:  
 
Transition from TAC to Macademics 
Most of June was the transition from TAC to Macademics. This involved meetings with Blake to 
figure out the structure of the new service and what kind of projects we wanted as outlined on 
my yearplan. This also involved working with Wooder and Sarah to rebrand the service and to 
come up with a new logo. In order to launch the new service I have been working with UG, 
Sarah and Wooder to come up with designs for our promotional material. We were at Horizons 
with rave cards and buttons which was pretty helpful. That was also the weekend our exec 
applications were closing and it really helped with promotion of the apps. I am also working on 
prepping for Clubsfest: designing buttons, a pullup banner, as well as pens. 
 
Hiring 
This project makes up almost 60% of the hours I have completed. This involved working on new 
JDs for the service, promoting the applications and interviewing applicants. I concentrated on 
promoting the job postings through social media and also through faculty email lists. We 
received 86 applications! We gave out a total of 18 interviews. I ended up hiring 2 Research & 
Resources Coordinators because of the quality of their application and the different directions 
they were taking the position in. One of them will concentrate on liaising with partners and the 
other on student engagement. Unfortunately, we did not find a promotions executive who 
matched the skill set I were looking for. Applications are open right now for the position till Sept 
5th! (PLS share our posts!) 
 
In addition to hiring I have also trained half of my exec team. They are currently working on their 
individual year plans which I will compile onto one. I am also developing a training process with 
my Volunteer & Logistics Executive for my volunteers (TAC).   
 
 
Sincerely, 
 
Rohoma Zakir 
Coordinator, MSU Macademics 
McMaster Students Union 
macademics@msu.mcmaster.ca 
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REPORT 
From the office of… 

MSU Macademics 
 

TO:  Executive Board  
FROM:  MSU Macademics 
SUBJECT:  Service Update  
DATE:  August 22nd, 2016  



 
Dear Executive Board, 
 
Below is an overview of how my time was spent this summer:  
Hiring and transitioning in exec team (~10) 

- Hiring started before the summer hours kicked in so this time involved reviewing 
applications, interviewing, and sending out decisions 

- Meetings with people in similar roles with other services to create my own transition 
documents  

- Exec one on ones 
Professional Development (~7) 

- Various PACBIC lectures and lecture series such as Access and Accommodations lunch 
and learns and Toronto Mad Pride Lecture 

Ordering Promo and designing a logo (~15) 
- Working with Wooder and the Underground to set up all social media sites and order 

promo for year and for September events 
Year Planning (~20) 

- Planning the year 
Planning Training (~20) 

- Determining training teachable, making Maccess specific training, attending peer 
support training meetings facilitated by the TRRA 

Event Planning (~15) 
- We have three events and a promo campaign in September, another three events in 

October, 4 in November, and 1 in December  
Training (~20): 

- MSU Retreat and PTM Training 
Maccess Volunteer hiring (~5) 

- Job descriptions, Operating policy changes, creating application, making hiring survey, 
etc.  

Promoting Resources on Social Media (~3) 
- Lots of post scheduling and research  

PACBIC Working Group Meetings and Disability Minor Advocacy (~10) 
- Attending meetings, furthering discussions, soft lobbying, sitting on working groups 

Website Building (~5) 
- www.msumcmaster.ca/maccess 

 
Sincerely 
Alex Wilson 

. 

REPORT 
From the office of the Maccess Coordinator 

 
 

TO:  Executive Board 
FROM:  Alex Wilson 
SUBJECT:  Summer Hours 
DATE:  August 23rd 2016 



 
Dear Assembly, 
 
To date, I have used 83 variable capped hours. The main uses of my time have been hiring 
the executive team, exec meetings to create promotional and operational plans for the year, and 
meeting or corresponding with volunteers and other partners to plan and prepare training. 
 
Training 
 

• I have secured funds for and confirmed Applied Suicide Intervention Skills Training for all 
PSL volunteers who have not yet received it.  

• I have been working with Shruti (TRRA) to help develop training for all of the peer 
support services, particularly with regards to suicide awareness training, which I will be 
facilitating for the volunteers of the other services in September. 

• I have been working with the coordinators of Bread Bin and Spark to create a basic peer 
support training for their volunteers, as they will be interacting with students in situations 
where personal disclosures have come up frequently in the past.   

 
MacTALKS 
 
I have been working with Sandy from Advocacy to help prepare for and plan MacTALKS week, 
as well as to brainstorm and plan other possible ways to engage students and keep the 
discussions about mental health going throughout the year. We hope to do a video series 
featuring anonymous student stories of different intersectional mental health lived experiences. 
 
Review of Logs 
 
I have been going through all of the call and chat logs from the past years to gather statistics. I 
anticipate that this information might be beneficial when designing our training, and when 
deciding on how to grow the service in the future. It may also help support future MSU advocacy 
efforts regarding mental health. 
 
Sincerely, 
 
Zeinab Khawaja 
Peer Support Line Coordinator 
McMaster Students Union 
psl@msu.mcmaster.ca 

. 

REPORT 
From the office of the… 

Peer Support Line 
 

TO:  Executive Board 
FROM:  Zeinab Khawaja  
SUBJECT:  Summer Hours   
DATE: August 22nd, 2016  



 
Dear Executive Board, 
 
As Assistant Coordinator of the Peer Support line I have tracked a total of 29.5 hours from June 
11 to August 17, 2016. These hours were utilized in 4 major areas: hiring, consultations, 
promotion, and outreach/learning opportunities. During this summer, we hired our promotional 
executive position and also prepared a new application for hiring volunteers in September. 
Planning was done for the promotional strategy for our September hiring. As one of our long 
term goals, we wanted to change our crisis protocol. I had consulted the Mental Health Nurse 
(Deb Earl) and Jenna the family support worker on the possibilities and resources we could 
collaborate with to develop a better referral system in crisis situations. For this upcoming year, 
we are also rebranding and trying to create new promotional material, such as stickers, buttons 
and posters. Time was spent researching possible designs and companies to order materials from, 
and also the creation of designs. Finally, I had attended to MAD Peer Support event held at 
Ryerson as an opportunity to learn about peer support for those with lived experiences. We 
learned about the barriers that they faced in their services and how we can better navigate these 
situations. In addition, I attended Horizons successfest as a way to promote our service and our 
hiring that will occur in September. 
Sincerely, 
 
Andrew Lee 
Assistant PSL Coordinator  
McMaster Students Union 
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REPORT 
From the office of the… 

Assistant PSL Coordinator  
 

TO:  Executive Board 
FROM:  Andrew Lee 

SUBJECT:  Summer Hours 
DATE:  August 23rd, 2016  



 
 
 
 
 
 
 
 
 
 
 
 



 
Dear Executive Board, 
 
As requested, below is a summary of how I have been using my summer hours. 
To date, I have logged 116 hours this summer working for the QSCC. Here is a breakdown of 
how I have spent these hours (approximately): 

• 25 hours attributed to interviewing and hiring executives and peer support volunteers, as 
well as preparing interview materials. 

• 30 hours in meetings building partnerships and collaborations for the year, as well as 
administrative meetings.  

• 12 hours planning and delivering executive training 
• 15 hours planning and attending Toronto Pride 
• 10 hours attending PTM training and completing online training. 
• The remaining hours were were used to work on projects laid out in my year plan.  

 
I would also like to note that I completed at least 10 hours of work before May 1st that I have not 
logged, related to the process of reevaluating executive and volunteer positions, and the 
process of updating job descriptions. 
 
Over the course of the summer I took on the following projects: 

• Restructuring of both the QSCC executive and volunteer base. 
• Hiring executives and peer supporters 
• Meeting with all QSCC partners to help with my transition into the role.  
• Transitioning executives into their role and setting them up for the year.  
• Reviewing executive year plans and incorporating them into my own.  
• Working on bringing drop-in peer support to the space. 
• Reorganizing and cleaning the QSCC office to allow for private peer support. 
• Working on building inclusive practices through the Trans Inclusivity Survey, and 

significantly changing training for this year.  
 
Sincerely, 
 
Aly Khalifa 
QSCC Coordinator 
McMaster Students Union 
qscc@msu.mcmaster.ca  

. 

REPORT 
From the office of the… 

QSCC Coordinator 
 

TO:  Executive Board 
FROM:  Aly Khalifa 
SUBJECT:  Summer Hours 
DATE:  August 25 2016 



 
Dear Executive Board, 
 
As requested by Shaarujaa and team, here is a report of my summer hours. To date, I have worked 149 hours. 
The majority of my time has been spent doing the visioning and restructuring of the service. Unfortunately, 
having been hired later in the summer, I was unable to run any programming during the summer, but I have 
been planning to allow SCSN to have a running start in September. 
 
Below is a list of the kinds of things I’ve been doing this summer: 

• Onboarding: I spent a lot of time this summer in meetings with different people (e.g. Shaarujaa, Blake, 
Allison, Daymon, Vicky, Anna, PACCR etc…) and getting myself acquainted with the service. This was 
important for the process of restructuring the service, so that I could make informed decisions about the 
future direction of the service. 

• Restructuring of SCSN: Rewriting operating policies, job descriptions, year plans etc… 
• Updating the SCSN website: very basic stuff, but it took a while for me to update links and pictures and 

add some sections and reorganize the site. 
• SCSN Tabling/Presentations: Went to Horizons Successfest, did a Rezlife presentation, prepared kind 

of a generic presentation template & PowerPoint for the future, discussion with Hedden & McKay during 
Welcome Week 

• Hiring: Promoting exec applications, coming up with competencies and questions, and I will be reading 
applications and doing interviews in the next couple of weeks 

• By-Laws: Read up on municipal by-laws and programs related to by-law enforcement, spoke with 
James Buffett (municipal by-law officer) about connecting SCSN’s by-law monitoring with city initiatives. 
Created a by-law checklist for Community Connectors to use on their patrols. 

• Projects currently underway:  
1. Local Food Fest: in September with BreadBin and Farmstand, I am hoping to run an event 

in partnership with Environment Hamilton the Saturday following the LFF which will be a bike 
ride or trip to a local farm. 

2. Homecoming Community Cleanup: In partnership with SOCS, and hopefully AWWCA and 
the Ward 1 office. I have reached out to both already and am waiting for a reply. 

3. Partnership with SWHAT for their walkers to also be on the lookout for by-law violations to 
help ease burden off community connectors. Created the by-law checklist and shared it with 
Leon. 

4. Guidebook Collaboration with Spark: creating content for a Hamilton guidebook 
5. Creating training for by-laws: both for the walking patrols and the in-home checks. Hopefully 

collaborating with OCRC and City of Hamilton to deliver this training, both have been 
reached out to. More progress will be made after Welcome Week because they’re both 
really busy right now with Welcome Week. 

 
 
Sincerely, 
 
Balie 

. 

REPORT 
From the office of the… 

SCSN  
 

TO:  Executive Board  
FROM:  Balie Tomar  
SUBJECT:  Summer Hours 
DATE:  August 22, 2016  



 
Dear Executive Board,  
 
I am writing to provide a brief report on the number of variable capped hours I have used over 
this summer. As of this date, I have amassed100 variable capped hours of work on the service.  
 
The majority of these hours have been spent on transitioning from the interim SHEC 
Coordinator, Alex Killian. Tasks associated with this include hiring two new executives: the 
Nutrition and Active Living Committee Chair, as well as the Internal Programming Chair. This 
process included reading over CVs/cover letters, drafting interview questions, conducting 
interviews, deliberating and making offers, and following up with application feedback as 
requested. As well, I conducted one-on-one meetings with my entire team once it was complete 
to determine their goals for the year and how they would like to be supported as leaders. Using 
the feedback from these sessions, I worked with my staff to create a year plan for myself that 
aligned with their personal committee visions. This transition period also involved a lot of 
emailing back and forth between community and campus partners (including Canadian Blood 
Services and the Student Wellness Centre) that SHEC is involved with in order to introduce 
myself and set the tone for the year.  
 
Related to the transition has been a variety of volunteer and executive management tasks, 
including committee sorting, collecting personal information, and ordering volunteer t-shirts. As 
well, planning the September training session and subsequent volunteer mixer has been part of 
what I have been working on this summer. In terms of executives, I have finally been able to 
obtain official MSU emails for the team, and have collaborated with each of them on their 
individual committee year plans.  
 
Another major undertaking has been to clean out the SHEC office. A lot of my time has been 
spent overhauling the space, which has included cleaning out and reorganizing the desk and 
cabinets in the back office. We have completed a full inventory of our event set-up items, 
pamphlets and informational paper resources, and our safe sex item collection. As a result of 
this, I have been able to put in an order for additional condoms and pregnancy tests to ensure 
that the service is well-stocked and able to operate at full capacity once the school year starts.  
 
Hopefully this brief overview has allowed you to understand what I have been working on this 
summer – however, if you have any questions at all, please don’t hesitate to get in touch.  
 
Sincerely, 
Sutina Chou 
SHEC Coordinator 
McMaster Students Union 

. 

MEMO 
From the office of the SHEC Coordinator 

TO:  Executive Board 
FROM:  SHEC Coordinator 
SUBJECT:  Summer Variable Capped Hours Report 
DATE:  August 23rd, 2016 



 
Dear members of the Executive Board, 
 
It’s been a busy summer for the Spark exec team – we’ve been working on 
planning our year’s projects and hiring a team! Below you will find a summary 
of what I’ve worked on this summer with my exec team. I have worked past 
my 100 variable capped hours, and will be working on promoting Spark 
during Welcome Week as well. Should you have questions about any of the 
items below, please do not hesitate to contact me. 
 
May 

1. Transitioned exec into their roles 
2. Exec training and year planning 
3. Set weekly exec meeting day/time and have been meeting as a team 

weekly since May 
 
June 

1. Planning out projects for the year 
- Events: Supported our Events Coordinators (Kristina & David) in 

planning academic success workshop in October; First year 
formal in November 

- Sessions: supported Sessions Coordinators (Selina & Maha) in 
designing 10 themed sessions for mentorship program 

- Guidebooks: Supported our Promotions & Publications 
Coordinator (Kayla) in creating guidebooks to be released this 
Welcome Week with information to better transition first years to 
McMaster 

- Worked with our Volunteer Coordinator (Adam) to plan out the 
logistics of the year – room bookings, hiring logistics & timelines 

2. Started planning Team Leader hiring: 
- Approved TL job description 
- Brainstormed written application questions and assessment 

. 

MEMO 
From the office of the… 

Spark Coordinator 
 

TO: Members of the Executive Board 
FROM: Wid Yaseen 
SUBJECT: Spark Summer Overview 
DATE: August 23, 2016 



3. Worked with RezLife and the SSC on potential collaborations during the 
year 

- SSC collab for academic success workshop + 1st year registration 
promo 

- RezLife will be a huge support for Spark this year – promo, and 
supporting our mentorship program 

4. Logistics: room bookings finalized!! 
5. Planning Spark presence during Welcome Week 

 
July 

1. Filmed TL promo video and promoted TL applications 
2. Released TL apps  
3. Marked 200+ applications with the exec team; offered interviews to 94 

candidates  
4. Designed TL interview and selection process with the exec team 
5. Modified in-person interviews for Skype interviews 

 
August 

1. TL interviews – 4 days!  
2. TL selection + offers 
3. Sent out TL offers – currently working on a lot of TL logistics for the 

year (session nights, finalizing room bookings, training times, co-
pairings, etc.) and ensuring these dates/commitments are 
communicated effectively 

4. Promoted Spark at Horizons success fest and SOCS sleepover 
5. Planning TL September training (for Aug 17/18) and working with the 

PSL Coordinator (Zeinab) to incorporate a Peer Support 101 session, as 
well as a Resources Training for TLs in September 

 
As you can see, our team has accomplished lots together this summer! The 
entire exec has worked incredibly hard on their projects, and we are so 
excited to share it with our Team Leaders! I can’t wait for you all to meet and 
engage with the Spark team – I am truly lucky to have spent the summer 
working with this exec, and look forward to getting to know our 34 new Team 
Leaders soon!  
 
Like I said, if you have any questions, please don’t hesitate to reach out! I’d be 
happy to chat. 
 
Best, 
 
Wid Yaseen 
Spark Coordinator 
McMaster Students Union 



Dear Executive Board, 
 
As of August 22, I have used 68.5 hours out of the total 100 variable capped hours this summer 
on a variety of preparatory tasks for SWHAT’s operation in the next year, although I anticipate 
that I will reach at least 75 hours before September 1. These include hiring (executive and 
dispatchers), coordinating and training new executive team, meetings with university partners 
for collaborative projects, consultation and preparation of promotional materials, etc. The main 
projects that I have focused on this summer include the following: 

• Collaboration with SOCS  
o By working with SOCS, SWHAT will be able to interact with off-campus students 

at SOCS events such as the SOCS sleepover and introduce our service 
o SWHAT will also be helping SOCS reps with walk homes during Welcome Week, 

which will give our service the opportunity to demonstrate our service to students 
who may seek out walk homes 

• Partnership with Compass  
o SWHAT will be partnering with Compass for both campaigns (Walkathons) and 

SWHAT promotional activities (e.g., SWHAT chocolate) 
o By utilizing the Compass space in the MUSC atrium, SWHAT will be able to gain 

greater visibility during the one hour overlap of our operational hours (7– 8PM) 
o The end result was a proposal to share campaign programming for SWHAT’s 

Walkathons and include raffle incentives (promotional materials such as t-shirts, 
mugs, etc.) for student interaction (such accessing services we offer)   

• An improved space for our volunteers in MUSC 226  
o New furniture in the office has been purchased and added to MUSC 226 to 

create a more usable and welcome space 
o More volunteer appreciation will also be shown in the space, e.g a bulletin board 

of “warm fuzzies” (appreciative sticky notes), a collection of volunteer profiles 
The majority of these hours were spent on hiring the Dispatch Operations exec and dispatchers 
(although the other executive hiring was done prior to the summer), as well as working within 
the executive team and planning for the year ahead in all aspects of the service (promotions, 
volunteer affairs/logistics, events, campaigns, etc.).  
 
Sincerely, 
Leon Zhang 
SWHAT PTM  
McMaster Students Union 
swhat@msu.mcmaster.ca 

. 

REPORT 
From the office of the SWHAT PTM 

TO:  Executive Board 
FROM:  Leon Zhang 
SUBJECT:  Summer variable capped hours 
DATE:  August 22, 2016 



 
Dear Executive Board, 
 
 The majority of my summer hours have been used for university consultation, hiring of WGEN 
volunteers, and year planning/preparation with my executive team members. I have used all of my 
summer variable hours as of August 8th, 2016. For a more detailed breakdown, Shaarujaa has access to 
my chart of summer hours.  
 
University Consultation: I think as well with the new SA policy, WGEN was consulted over the summer 
by more groups than I expected, and a lot of groups reached out for input on their year plans and projects. 
Many of my summer hours were filled with meetings at Mac talking to folks about how they could make 
their practices more inclusive, feminist, and survivor-centered. For one example, I held a few meetings 
with a group on campus starting a self-defense pilot program in residences for women-identified folks. 
This is just an example of the random community partners that reached out to WGEN, and though we 
have no formal partnership, consultations of this sort fit into the SA prevention role of WGEN on campus.   
A non-comprehensive but informative list of the consultations throughout the summer. University, 
community, and other: QSCC, DS, Communications Officer, SVRC, MISCA, Anti-Violence Network, 
EIO, COPE McMaster, SACHA, Res Life, Waterloo University Women’s Centre, Ryerson Centre for 
Women and Trans People, etc.  
Volunteer Hiring: My volunteer coordinator and I clocked about 25-30 hours each throughout the process 
of volunteer hiring between promotions, application review, interviews, and processing (emails, 
rejections, room booking). We held 38 interviews and hired 28 volunteers. We are about to start our 2nd 
round of hiring which I suspect will take about 10-12 hours of work from start to finish. We’re aiming for 
40 safe(r) space volunteers hired by September 10th.  
Executive Team Planning: In order to ensure WGEN’s 2016-2017 year plan was informed by all those 
involved in the year, I held individual meetings with each member of the team first to transition then into 
their role and then to plan out our year in their respective areas. For example, with the Community Events 
and Planning executives, we met to go through their transition report and address any questions, then held 
separate meetings to address the year plan they made and merge it with the larger one.  
Volunteer Resource Binder: A major project I’ve worked on this summer is a resource binder for WGEN 
volunteers – one of the main concerns of last year was creating supports volunteers could use in the space 
such as a crisis protocol, breakdown of community and campus resources, situationals, (examples of 
scenarios that take place often in the space), and volunteer responsibilities. We previously had no formal 
resources for volunteers in this format, therefore made it a priority for the incoming volunteers.  
 

. 

REPORT 
 
 

TO: Executive Board  
FROM: Lainey Stirling, 
WGEN Coordinator 

 

SUBJECT: Update on 
Summer Variable Capped 
Hours 

 

DATE: August 23rd, 2016  



Best, 
Lainey Stirling 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Sincerely, 
 
(Name) 
(Position) 
McMaster Students Union 
(SRA email) 
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