
PROGRESS ON YEAR PLAN 

Training 

 May PTM Training: A successful PTM training was held in May for all new 
PTMs that featured AOP training facilitate by EIO, Finance training facilitated by Alex, 
Advocacy training facilitated by Shemar, and so much more. This training served as a 
primer to September revival training, where the PTM cohort will dive into deeper 
discussions on team management. 

 Maddison Hample, the Operations Coordinator, created a fantastic guide book for 
all PTMs that outlined resources on hiring, conflict management, and general MSU 
resources. We will be working thought the year to curate more content for this handbook 
so it can continued to be used as a resource for PTMs. 

 As per my platform, a training session was run on Executive Board for PTMs. In 
this Victoria Scott (Administrative Services Coordinator) and I spoke with PTMs about 
what kinds of support EB could offer them. Each PTM was asked to submit a SWOC 
(Strengths, Weaknesses, Opportunities, Challenges) analysis to EB in order to provide the 
board with a more holistic snapshot of their service. This will be disseminated mid-august  
to EB members. 

Hiring 

 As per my platform, I have been encouraging Maddison as a resource for PTMs 
who want more feedback on their hiring processes. A few PTMS have reached out, but I 

REPORT
From the office of the…

Vice-President 
(Administration)

TO: Members of the Student Representative Assembly

FROM: Sarah Figueiredo, Vice-President (Administration)

SUBJECT: SRA 19E Report

DATE: Sunday, July 21st, 2019

!
.



believe I need to solidify a more formal connection (ie. hiring training). I will be sitting 
down with Maddison before the end of the month to establish a hiring schedule, and 
organize hiring training for incoming hiring panels.  

General Support 

 I have been doing bi-weekly check-ing with AVPs, and been in frequent contact 
with PTMs. Many of them have contacted me for support with training, hiring, and 
getting accustomed to the PTM role. I hope to continue these open lines of 
communication with them. They have all submitted their year plans, which can be found 
under EB documents. I went though all of them with the Administrative Services 
Coordinator, and we both agreed they were very well done. I am so excited to see all the 
amazing things they will do this year! 

 Additionally to this I have been working with Alex on courtesy cards, and special 
projects funding for services. I will provide an update on those two objectives in my next 
report. 
  
Welcome Week 

 In the role of VP Admin I sit on three welcome week committee, WWPIC 
(Welcome Week Planning and Implementation Committee), WWAC (Welcome Week 
Advisory Committee), and WWSTAPC (Welcome Week Strategic Themes Advisory and 
Planning Committee); The two latter I co-chair with Student Success Centre Staff. These 
three committees paired with supporting the Welcome Week Faculty Coordinator and the 
Shine Coordinator are my main Welcome Week responsibilities.  

WWSTAPC: Working with a panel of PTMs and University content experts, we have 
evaluated over 20 event proposals tasked with creating welcome week programming 
relating to the four Welcome Week strategic themes - Sexual Violence Response and 
Prevention, Safe Substance Use, Mental Health and Wellness, and Community 
Engagement. I submitted three proposals: a speaker panel featuring Farrah Khan and Ian 
Campeau surrounding SVRP, a wellness fair, and resource booklets and campaign 
material. All three have been approved, so the next steps are implementation.  

The terms of reference for WWSTAPC will be renegotiated in Fall 2019, to which I will 
advocate for the inclusion of the Pride Community Centre. 

Welcome Week Schedule: The Welcome Week Schedule is currently being finalized. Once 
it is completed the WWFC, Campus Events Staff, and I will be working with EIO to 
assess our sexual violence response and prevention strategies. We will take their guidance 
to work towards making welcome week a safe(r) space.  



PAST EVENTS, PROJECTS & ACTIVITIES  

Hiring: over the past few months I been working to hire a CRO, two AVPs, and helped 
with Maccess interviews. In addition, I have offence feedback on various other service 
volunteer hiring practices 

Ongoing Support: I am always available if you need anything! Feel free to stop by 
anytime :) 

PEP-AH: I have been working with the Student Wellness Centre to conduct a 
environment scan for the Partners in Higher Education - Alcohol Harms committee. We 
hope this will guide us to see where McMaster and the MSU can do better in regards to 
harm reduction. 

UPCOMING EVENTS, PROJECTS & ACTIVITIES  

September PTM Training: This session is scheduled to be held on September 7th. I am 
beginning to plan these sessions, and hope to have the schedule finalized by mid-august 
(before Welcome Week) 

Peer Support Training: This training is scheduled to be held on September 14th and 15th. 
I have been working with the peer support department to create the skeleton of our peer 
support training weekend. This year we will be including accessibility training into the 
day, along with SVRP training, AOP, and peer support training. 

AVP Equity: the job description for this position is currently completed, but first the new 
role of the Operations Coordinator needs to be solidified before the AVP Equity can be 
approved by Executive Board. I hope to have this done by September, as it currently 
pushes my time line for the community needs assessment and longer peer support 
department back significantly. 

CHALLENGES 

 The most significant challenge I am currently experiencing is time - in there there 
isn’t enough of it. I find it difficult to accomplish administrative or longterm tasks while 
simultaneously being present to support day to day issues PTMs may be facing. To 
combat this, I have begun blocking out a few hours a week to dedicate to admin tasks, in 
which I tend to work with my door closed. I find I do not do this, there is a back log of 
replying to emails or writing reports. This will be a challenge I imagine will only get 
more difficult as the summer ends and school picks back up, so I will be trying out 
various strategies through the next two months to info a healthy balance of being present 
and getting work done. 



 Time is also a challenge in that I only have ~10 months left. Since the MSU is on 
a one year cycle, unlike the rest of the university, we often have different time lines then 
our campus or community partners. For very valid reasons, priorities s may be different 
across different partners, which lead to a lag in projects getting done on my end. This is a 
challenge I believe much of the board is facing, and board of the past have faced. I will 
try to overcome this by doing the most between meetings/check-ins with partners to 
ensure we can make the most of our time. 

OTHER 

Less than 40 days to welcome week! 
 
Warm Regards,  

Sarah Figueiredo  
Vice-President Administration & CAO 
vpadmin@msu.mcmaster.ca


