
 
PROGRESS ON YEAR PLAN  
Outlined below are the monthly objective highlighted in my year plan. This is not 
inclusive of everything I have done in the past few months, as I have had to take on a 
additional projects. Please see the rest of this report for more detail on the specific 
projects I have been involved in over the past few months. 
 
November: 
Hiring Cycle Two: Completed 
PTM Transition Meeting Round One: Completed 
SRA Workshop Round Three: Not Completed 
PTM Meeting Three: Completed 
Collect Mid-year PTM Feedback: Completed 
PTM Hiring: We have successfully hired a part-time manger for  
 
December: 
Review and Edit PTM How-To Guide: Completed 
Student Recognition Event (Eggnog): Completed 
PTM Transition Template: Completed 
 
January: 
PTM Training: Completed (Hiring)  
Hiring Cycle Two: Completed 
PTM Transition Meeting Round Two: Moved to February 
PTM Meeting Four: Moved to February 
Distribute Mid-Term Feedback: Completed 
 
PAST EVENTS, PROJECTS & ACTIVITIES  
PTM Hiring: Our part time manger hiring fair had great turn out, though was somewhat 
affected by final papers and tests. Next year I would suggest doing this in January during 
winter clubs fest to increase foot traffic. 
 
Hiring training was conducted for our first winter cohort of part-time managers. I believe 
this training led to a deeper understanding of the what each part-time manger role 
entrained, and help hiring board asses their bias for candidates. Additionally, hiring 
boards got together to assess and update question packages. I will be working on this 
training over the next few months to make it more interactive and include more content 
on interpreting and grading answers.  
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PTM Onboarding Training: A part time manger onboarding and transition guide has 
been created. This has been paired with an hour’s tracker to ensure the all part time 
mangers are tracking their transition hours. I will be sitting down with the newest cohort 
of PTMs over the next week to formalize their transition plan, as per my platform. 
 
This year new part time managers will be required to attend training on April 8th which 
will lay the foundation for their role as a PTM. This will include AOP, sexual violence 
response and prevention training, accessibility training and an overview of our workplace 
policies. This will set the next cohort of part-time mangers and VP Admin up for success 
as they can focus on year plans and move advanced training come May 1st.  
 
Pride Community Center Operations: As we have had a change in leadership in the 
Pride Community Centre, we have set in place a temporary leadership plan. While a 
leadership search is underway, I am working with the PCC team to manage service 
operations. The Executive Board and I have made it a priority for this space to operate at 
its fullest capacity, as soon as possible.  
 
MSU Volunteer Training: The HR Generalist and myself have constructed a system to 
have all of our volunteers trained in Anti-Oppressive Practices, Sexual Violence 
Response and Prevention, and Accessibility, as well as our MSU workplace policies. I 
am currently working to book these sessions with EIO as well as housing and 
conference services.   
 
Eggnog: Eggnog was Complete Success this year! Campus Events and Avtek did a 
phenomenal job of making an Instagram worthy event. We saw great turn out from our 
services and volunteers. This year we did not purchase drink tickets and moved away 
from a club atmosphere. I think this was a huge win, and I would encourage the next 
board to continue in this path. Student feedback was generally positive, with the only 
note being that folks wanted more food and the event to run slightly longer. Overall, I am 
so happy with this event! 
 
Student Recognition Night: I have been working with our Executive Assistant to 
revamp this night, as it is going to be smaller this year as we have decreased from 350 
invitations to just over 150. Invitations have gone out. The VP Finance and myself will be 
working to create an appreciate initiative for our volunteers who do not get to attend the 
evening.  
 
PTM Feedback: I have collected PTM feedback from their executive teams and have 
been distributing it during their one on ones. Over all they have received great reviews, 
with communication and providing constructive feedback being the overall area for 
improvement for the cohort.   

 
My feedback is listed below: 
Section Score Feedback 

Leadership Skills 

• How effective is your 
supervisor at adapting 
their approach to different 
situations 

• How effective is your 

6.61/7 
 

  
Sarah has done an amazing job at 
helping me transition into my role 
and continues to be an excellent 
support to me. She guides me in the 
right directions and gives me good 



supervisor at providing you 
with support? 

• How effective is your 
supervisor at conducting 
themselves in a 
professional manner when 
required? 

advice to get things done. 
 

Communication 

• How effective is your 
supervisor at 
communicating with you 
(through email or in 
person) 

• How effective is your 
supervisor at being clear in 
their expectations of you in 
your role? 

• How effective is your 
supervisor at relaying 
feedback in a constructive 
and professional manner? 

6.06/7 
 

Would appreciate more reminders 
on meetings, rather than sending 1 
email early in the semester with 
future dates, especially for 
accessibility reasons. 

GENERAL: How effective is your 
supervisor at offering a balance 
between oversight and 
independence for your role? 
 

6.27/7 
 

General Comments At Bottom 

GENERAL: How comfortable are you 
in approaching your manager with 
your questions and/or concerns (if 
any) in a constructive manner?   
 

6.55/7 
 

General Comments At Bottom 

GENERAL: How effective is your 
supervisor at addressing your 
questions and/or concerns? 
 

6.45/7 
 

General Comments At Bottom 

GENERAL: How considerate is your 
supervisor of your primary 
responsibilities as a McMaster 
student? 

6.73/7 
 

General Comments At Bottom 

GENERAL: How effective is your 
supervisor on following through on 
tasks in a timely manner? 
 

6.36/7 
 

General Comments At Bottom 

GENERAL: How receptive is your 
supervisor to feedback and criticism? 
 

6.27/7 
 

General Comments At Bottom 

General Feedback: 

• I feel that Sarah is doing an amazing job. I feel that communication can always be improved on by everyone, 
I do not find this to be a major concern as she is easy to contact and talk to. There are not many areas of 
improvement in my eyes since she has been able to support me very well in my role. 

• I would only critique the need to sometimes be more strict on which meetings are mandatory and which 
aren't, and consequences clearly outlined for not attending - as sometimes it is a grey area. 

• An area of improvement would be how they conduct meetings and trying to make these spaces more open 
to group discussion. This could be accomplished by encouraging PTMs to discuss with a parter rather than 
asking the entire group a question. 

• Sarah is very accommodating, able to adapt to changes, willing to listen and talk whenever needed, a great 
resource for any questions, she is not harsh and intimidating, she encourages me and allows me to have the 
space to learn in my own way in this role. I feel she has done an exceptional job as supervisor and I am 



grateful for her guidance thus far! 

• Sarah knows how to support me and make me feel valued. She is always willing to listen and tackle 
problems together. I feel less alone as the PTM for my service with her support. It feels like we're a team 
working together to make the service as best as it can be. 

• They are very receptive to comments and great at setting out expectations with lots of time before things 
are due. 

 

 
UPCOMING AND CURRENT EVENTS, PROJECTS & ACTIVITIES  
 
Community Needs Assessment: I have been working with the Admin Team Research 
Assistant to create a plan for a community needs assessment. We have finalized a draft 
survey that will be taken to our peer support part time managers for feedback This 
survey will serve as a basis for our feedback groups as it will give us a general 
understand of the gap left by Peer Support Line, and the current success and growth 
areas for our peer support department.  
 
We hope to have this survey up and running within the next few weeks. In addition, we 
have been looking hosting feedback groups for service staff and general students in the 
next two months. 
 
Workplace Harassment Policy: As a result of the recommendations from the 
workplace quit that proactive completed, I have been working with the MSU HR 
Generalist and the Admin Team Research Assistant update and revamp our Workplace 
Anti-Violence, Harassment, and Sexual Assault Prevention Policy (Prevention & 
Response Plan). We have been partnering with EIO to create a system that includes a 
streamlined support system that reduces the amount of times a survivor needs to 
disclose and ensure that qualified experts are providing support. Once a draft policy is 
complete we will be reaching out to our peer support service and the general student 
population for feedback. 
 
This was not originally in my year plan, but I believe it should be a priority. As such, I will 
likely be unable to complete the students in distress protocol during my term. Though I 
do believe that this policy will hopefully lay some ground work for the next VP Admin to 
complete the protocol.  
 
PTM Hiring: Our second round of PTM hiring is beginning February 9th.  We will be 
reviewing applications for Maroons. Spark, EFRT Director, First Year Council, Food 
Collective Centre Assistant, and Diversity Services Assistant. 
  
As Farmstand, Shine, and MaCycle are paused for next year, we will not be hiring these 
part-time managers at this time. CRO and DRO hiring will be delayed until the summer 
to broaden the applicant pool. As they do not have to hire executives, and most of their 
work begins in August, I do not believe this will impact the quality or ability of the 
elections department next year. 
 
Welcome Week Advisory Committee (WWAC): WWAC has initiated a review of 
Welcome Week with the NODA which is the Association for Orientation, Transition, and 
Retention in Higher Education. Myself and Gina Robinson, Director of the Student 
Success Centre and Assistant Dean, will be the project sponsors. We are in the process 
of selecting our reviews and setting up focus group dates for reps and first year 



students. The aim of this review to make the planning and Implementation process of 
Welcome Week more efficient and effective. I hope to explore planner equity through 
this professional and objective lens. 
 
SRA Training: I have been working to create training for vice-president elections. This 
system will likely be a rational feedback workshops with a session on how to ask good 
questions. I will likely eb asking you folks for some help – so keep your eye peeled! 
 
CURRENT CHALLENGES  
 
Hiring Time: Part time manager hiring has taken up a lot of my time in the office, which 
has taken me away from my email. I working to find a system to respond to emails in a 
timelier manner. I have been coming in early to try and get ahead of my inbox, but this is 
resulting in a bit of burnout. Moving in the second cycle I will be more conscious about 
booking in times to answer emails and address student needs. 
 
SUCCESSES  
As mentioned, Eggnog was a success! Also we have found some amazing folks to take 
on PTM roles for next year. I am beyond excited to see these folks excel!  
 
Additionally, I think this year’s Executive Board team is a success in itself. This group is 
dedicated and so so so willing to help me out. I am so thankful for them and the high 

level of commitment they have for improving the student experience        

 
OTHER 
I am still very tired and would like to sleep but I guess I can do that in three months. 
 
 
Best, 

 
 
Sarah Figueiredo 
Vice President (Administration) 
McMaster Students Union 
vpadmin@msu.mcmaster.ca 


