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OFFICE OF THE SPARK COORDINATOR 

INTRODUCTION 

 
To the members of the Executive Board,  
 

I’d like to first introduce myself. My name is Baila and I’m going into my fourth year of 

Social Psychology. I’ve been involved with Spark in different capacities since first year and am 

very excited to get to work with my incredible executive team, as the Coordinator for the 2020-

2021 year. I want to thank you for taking the time to read over my year plan and for allowing me 

to share my thoughts, ideas and passion for the service.  

 

University is very different from what most people have experienced in high school. First 

year is often the first time students are living away from home, the academic demands are 

completely different, and it’s a totally new social environment. All these changes at once can feel 

incredibly daunting and isolating. As a first year, something that helped me, and still does, was 

knowing that McMaster has so many incredible resources and supports to help you face these 

challenges. First year may be scary, and hold a lot of unknowns but no student has to go through 

it alone. This is why Spark is crucial; we work to ease the transition for first year students and act 

as a support through that process. We do this throughout our different pillars. Whether it’s 

connecting students to a new support network in session, giving them opportunities to make long 

lasting memories at events, or providing online resources that may help them answer one of their 

many questions, Spark truly works in many different ways and aspects to help support first years 

in whatever way they need.  

 

I joined Spark sessions in first year because a few of my RORs were Team Leaders and 

recommended I join the program as a chance to meet some new people. I had no idea when I 

registered what it would bring me and how the service would change me as a person. I've met 

some of my closest friends, gained a lot more confidence than I had as an extremely shy first 

year, and overall have become a much more well-rounded person. The experiences I’ve had 

through Spark have pushed me out of my comfort zone and allowed me to grow more than I ever 

thought possible and I am forever grateful for that. I have firsthand experience in how much 

Spark can change lives and that’s why I’m so passionate in helping the service reach its full 

potential and help support as many first years as possible.  

 

I have set out and made three goals for the service this year. The first is to revamp the 

structure of sessions to adapt to online programming and implement feedback we’ve received in 

the past to increase retention. The fall semester will be done completely virtually, which has 

created a challenge for our service as we rely on social interaction and student turnout to run 

programming. However, we had originally planned to revamp sessions to be more relaxed and 
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less structured, based on feedback from past years. I think doing so online will even be a benefit 

to us.  My Sessions Coordinators have already begun creating some really great and interactive 

sessions that students and TLs will really enjoy and grow from; I think we are well on our way to 

working towards this goal and learning throughout that process.  

 

My second goal for Spark this year is to improve cohesion within the service and create 

more opportunities for inter-role collaborations. I think all our pillars work great independently 

but I don’t think we’ve reached our full potential in terms of collaborations in the past. This is 

something I really hope to improve upon. To help plan this early on, we are currently in the 

process of creating a “curriculum” for the year that will act as a guide in what we may focus on 

at certain times of the year. For example, leading up to midterm-season, it would be great to do 

an academic based session and release an online resource offering study tips for working at 

home. This is just one example but I really think this could be extremely beneficial to the service 

and students. In the long term, I hope this creates a more immersive experience for students 

where they feel like Spark is a massive asset in their transition to first year.  

 

My third goal for Spark this year is to improve the consistent gap from first semester to 

second semester in TL engagement and student engagement. Traditionally, sessions have lower 

registration in second semester and there is usually a drop in TL engagement. I would like to 

improve both of these with increased supports for TLs and increased programming at the 

beginning of second semester (with promotions near the end of first semester) to attract student 

interest right from the start. I think increasing supports through first semester for TLs will help 

decrease burnout and will ensure TLs feel supported and appreciated in their roles. Increased 

programming for students will allow us to gain interest from students from the start and ensure 

that students have an equally beneficial experience in Spark second semester. Overall, improving 

this gap will create a momentum for the incoming Coordinator and exec team and will start their 

year off strong as well.  

 

This vision for the year wouldn’t be possible without my incredible executive team and 

this plan is a compilation of all our ideas and vision for the service for the year. I hope that you 

can see our genuine passion for the service, as well as our thought out goals and plans for the 

year. I am extremely grateful to get to share this with you all, please don’t hesitate to reach out if 

you have any questions, or just want to chat.  

 

Sincerely,  

 

Baila Lovejoy  

Spark Coordinator 2020-2021  

spark@msu.mcmaster.ca 
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Goals/Objectives 

(calendar and checklist) 
 

MAY 
Service 

Goal/Objective 

Adapt to the new online format and brainstorm ideas for changes to 

traditional programming.   

Why: Due to COVID-19, programming will all be done virtually first semester. 

Things will be different for everyone this year but adapting to these changes 

will allow us to be better equipped to support the class of 2024. For 

Sessions, we’re looking at using Microsoft Teams and offering many times, 

based off of TL schedules and student schedules, to accommodate for time 

zone differences. We are also planning on creating sessions with only 

materials that students will most likely have at home, such as paper and 

pens. We had looked into the idea of pre-packaging materials for students 

and mailing them but decided against it as we thought it would be difficult 

logistically, if for example if a student joined session in the middle of the 

semester, and financially. For events, we’re planning on using Microsoft 

Teams or Zoom Pro, and planning events that will be useful to potential new 

student needs and stand out from other virtual programming that is offered. 

For example, instead of the Night Before Classes Event that is normally 

held on the night before classes begin, we’re planning on holding a Q&A 

with profs from different faculties, students, as well as offering some 

resources on how to navigate Avenue and Mosaic. We are also hoping to 

host events in webinar format similar to Horizons, as they’ve had really 

great feedback from students so far, and we feel this format would be 

beneficial for Spark as well. For promo and publications, we’re hoping to 

create more casual video content for our social media pages, involving execs 

and TLs when hired and creating more accessible online resources to 

students. For volunteer appreciation, we’re looking at creating more online 

socials and adapting small gifts to what would be reasonable now. All of 

these changes will hopefully allow us to better support first years, with their 

new challenges.  

Difficulties: • Wanting to create unique programming that stands out from what is 

being offered 

• This has obviously never been done before so trying to start 

something brand new without anything to go off of or build upon  

• Trying to adapt with the service but also experiencing a global 

pandemic and being affected by it personally in different ways  

• Not knowing what new potential challenges it could bring  

Partners: Whole executive team, other PTMs (brainstorming)  

Service 

Goal/Objective 

Begin to increase our outreach to the incoming class of first years, on a 

variety of platforms.  
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Why: Something we often hear from upper years is “I wish I knew about Spark in first 

year.” Increasing our outreach to a larger proportion of first years will hopefully 

mitigate this and help increase student interest in our programming. As well, 

increasing our outreach through a variety of ways/platforms will hopefully help 

us reach the widest variety of first years possible. Because of the lack of in-

person Welcome Week programming, we have had to find other ways to make 

our service known to students, as our Welcome Week events were a huge asset 

last year to registration. One of these ways is collaborating with Horizons on 

their summer programming. In June, they will be hosting a series of webinars 

and online sessions. I will personally be a panelist in their Transition to 

University webinar; we are also hoping to collaborate on some form of online 

resources to go along with some of their webinars. My sessions coordinators 

will also be working with Horizons sessions coordinators to cohost live debriefs 

on Instagram to go with Horizons sessions. This will hopefully gain interest of 

students, because students that are interested in Horizons programming will 

likely be really interested in our programming. We are also working hard on 

increasing our social media following to include the incoming class, to further 

our outreach. 

Difficulties: • Trying to coordinate schedules of everyone involved  

• Hard to find the best ways to engage with students virtually  

Partners: Sessions Coordinators (Mitchell German and Guneet Sandhu), Promotions 

and Publications Coordinator (Vivien Trinh), Horizons Coordinator (Negar 

Balouchestani-Asli), Horizons Sessions Coordinators (Gauri Gupta and 

Brittany Mascarenhas), Horizons Events Coordinators (Sofia Ivanisevic and 

Guneet Sandhu), Communications Officer (Elisabetta Paiano) 

Service 

Goal/Objective 

Finalize hiring schedule with application open/close dates, marking dates, 

and interview dates.  

Why: Setting these dates early on will allow us to work backwards and create 

timelines for brainstorming TL apps, practice marking etc. As well this year 

with everything being done virtually, I really wanted to keep in mind the 

differences this may bring with running interviews, including screen-time 

exhaustion and technical difficulties. Additionally, with not having 

Horizons or Welcome Week run in person that has freed 2 weekends in July 

for hiring as well as given us a little bit more freedom in how late we can 

hire TLs. We have decided to open applications June 28th, close July 12th, 

and have 1 interview time slot each day from July 29th - 31st, and have 3 

interview time slots August 1st. We’re hoping this will help accommodate 

applicants in various time zones, as well as make it easier for our exec team 

to stay consistently engaged throughout the process. We will also include 

these dates in our application so applicants know when they should plan for 

interviews.  

Difficulties: • Three members of my exec team are currently studying for their 

MCAT and writing it at either early-mid July or mid August so it 

was a bit tricky to find interview/marking dates that was fair and 
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accommodated everyone’s needs but I think we found a solution in 

having a longer marking period and not having any interviews on the 

Sunday (August 2nd)  

• Interview weekend can be exhausting to start with, and even more so 

when doing them online and having to use a computer for so long at 

once 

Partners: Whole executive team  

Personal Goal  

 

Transition into the role and start creating relationships with my exec team! 

During our first meeting, we played a pictionary style online game to kind 

of break the ice and it seemed like it helped and everyone enjoyed it so I 

hope to do more of these kinds of things!  

 

 

JUNE 
Service 

Goal/Objective 

Finalize application questions and decide on interview format.  

Why: Since we are having applications open June 28th, we will spend time early in 

June brainstorming both qualities we want to have in our team, and 

application questions that reflect those. We hope to have our application 

questions finalized by June 12th. With having a new online format, this will 

really affect the logistics of running interviews. We explored a few different 

options, including having applicants film their individual station answers 

independently and send them to us to mark, but we have decided to go with 

the traditional format for Spark (3 group stations, 3 individual stations). 

After meeting with Hem (Maroons Coordinator) and hearing about her 

experience running online interviews, we decided to use teams for our 

interview. We also decided on having interviews spread out with less 

timeslots each day over more days (1 on July 29th, 1 on July 30th, 1 on July 

31st, 3 on August 1st). We’re hoping this will help with the burnout that can 

come with interviews. We also plan on having a “mock” interview with our 

exec team and past TLs that have graduated so our exec team can 

familiarize themselves with the format and how the interviews will run.  

Difficulties: •  The unknown of interview logistics and trying to plan for potential 

challenges  

• Trying to create interview stations that are accessible and fair to 

applicants in an online interview  

• Trying to coordinate everyone’s schedules for the mock interview  

• Finding an interview time/schedule that tries to mitigate burnout but 

also accommodates execs MCAT dates and study schedules  

• I'm still really learning how to use teams so need to become more 

familiar with using various channels etc 

Partners: Whole exec team, Volunteer Coordinator (Vidushi Saxena), Hemantika 

Mahesh Kumar (Maroons Coordinator), graduated past TLs  
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Service 

Goal/Objective 

Collaborate with Horizons and solidify a plan to continue their 

programming with Spark  

Why: Collaborating with Horizons will not only increase our outreach 

significantly, but it will allow us to reach a group of students who are 

already looking for more supports. Students who are interested in their 

programming are likely interested in similar programming that Spark offers 

so collaborating with them will be a good way to gain interest of students 

who are likely to hold high retention. Horizons normally runs a mini clubs-

fest during their conference weekend that Spark has attended for the last 2-3 

years at least so this online programming will be an extension of the interest 

we would have gained there. As well, it would be beneficial to continue 

their programming with Spark because they have adapted really well to the 

online platforms so we could really learn a lot from them in terms of 

logistics, as well as what students are interested or need support in. 

Continuing this programming will allow us to better continue to support 

students. We have decided to continue their social media programming on 

our social media throughout the summer (eg. What I Wish I Knew in First 

Year posts, potential takeovers to answer first year questions) but have 

decided not to run webinars in August. We will instead run them throughout 

the school year (we are aiming for 3 each semester), as virtual events. We 

decided this as I still have to fill the position for one of the Events 

Coordinators, and they will not be hired until early July. Additionally, 

multiple members of my exec team (including an Events Coordinator) are 

writing their MCAT in August so we’ve decided to focus on potential 

Welcome Week events and Opening Ceremonies and then run webinars 

throughout the year. This means in total, for first semester, we are hoping to 

have 1-2 Welcome Week events, 3 workshops/webinars, opening and 

closing ceremonies, and then for second semester, having formal, 3 

workshops/webinars (or in person events), and opening and closing 

ceremonies.  

Difficulties: • I transitioned into my role a bit later so trying to transition into the 

role and gain my footing while also trying to plan programming has 

been a bit tricky  

• Timelines! Horizons programming is coming up very quickly  

Partners: Session Coordinators (Mitchell German and Guneet Sandhu), Promotions 

and Publications Coordinator (Vivien Trinh), Horizons Coordinator (Negar 

Balouchestani-Asli), Horizons Session Coordinators (Gauri Gupta and 

Brittany Mascarenhas) 

Service 

Goal/Objective 

Create rough curriculum or schedule as an exec team with topics to focus on 

in programming at various points of the year and complete year plan 

presentations.  

Why: One of my goals for the service for the year is to increase cohesiveness 

amongst all the exec portfolios. I want to create a more immersive 

experience for first years, meaning that a student registered in session would 

also easily know what events are coming up that Spark is hosting, or what 

online resources we have available for that week’s session if that makes 
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sense.  ResLife has a curriculum where they break down the year into 2-

week long chunks and then under each chunk, pick a focus topic for event 

planning or something that they think students might be struggling with at 

that point in time. For example, if it’s leading up to exams, students might 

appreciate a wellness based event or stress busters. I think doing something 

similar for Spark will be incredibly beneficial because it’ll ensure we’re all 

on the same page as an exec team with what students might be looking for. 

My thought process behind having exec present their year plans is that we 

will hopefully find key places where we can collaborate between roles. For 

example, if there’s a session theme that Vivien (Promotions and 

Publications Coordinator) is really passionate about, we could decide early 

on that she’s going to work on an infographic or informative video for that 

specific week.  

Difficulties: • Trying to find the ResLife document for an example to demonstrate 

to exec  

• Having time to fully get through presenting the year plans  

• Trying to plan the year under so much uncertainty  

• Could run into disagreements in terms of focus for first years  

Partners: Whole executive team, Residence Orientation Planner (Kyle Faiczak)  

Personal Goal  

 

Plan enough of the year/have the foundation set in place so we know what 

our focus is as an exec team, and so I feel less overwhelmed by the thought 

of the year. I also want to create more connections with other PTMs (even if 

it’s virtually) and be more comfortable asking questions when I’m unsure of 

something!  

 
 

 

JULY 
Service 

Goal/Objective 

Hire a TL team diverse in programs and experiences.  

Why: Traditionally, Spark hires a lot of TLs from certain faculties, just because of 

the applicant pool that we traditionally get. This definitely improved 

significantly last year with having faculties represented on our team that 

traditionally weren’t, such as nursing or engineering. I do still think we have 

a lot of room to improve in this. This year on our exec team, we have three 

faculties represented (Health Sciences, Science, and Social Sciences) so I’m 

hoping to use promotions with past TLs from other faculties so we gain 

more representation. I also think having a team with diverse experiences is 

incredibly important, rather than just valuing Spark/other MSU experiences. 

Last year as a Sessions Coordinator, it was really rewarding to get to see 

TLs who might not have had as much experience at the beginning of the 

year or who weren’t as confident grow throughout the year and really 

become so much more confident by the end of the year and bring their own 

perspectives to the service. This is something I really hope for and am really 
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looking forward to this year. Something new we are also doing this year is 

increasing the number of TLs hired to 38 (plus 7 exec and myself to create a 

team of 46).  

Difficulties: • Trying to promo to a large variety of applicants and faculties  

• Checking our own biases in hiring and making sure we’re not just 

valuing the “typical” answers  

• Ensure we have applications open long enough to give us a qualified 

applicant pool that we’re confident in  

Partners: Whole executive team, Promotions and Publications Coordinator (Vivien 

Trinh), past TLs  

Service 

Goal/Objective 

Create the promo plan for sessions registration promo, including on-going 

weekly promo  

Why: With the increased amount of online programming being offered to students, 

we want to ensure we have effective promo for sessions that make us stand 

out, but also doesn’t overwhelm students. Something we have thought about 

doing that is a possibility is “What is Spark?” video. I think a downfall or 

consistency through the years is that students either register not entirely 

understanding what Spark is and then realize they don’t want to continue in 

the program or they don’t register because they don’t fully understand what 

sessions are. I think doing some kind of social media content to explain this 

can be incredibly useful because it would hopefully help us gain the 

attention of students that are likely to hold high retention. Another initiative 

that was started last year was doing “This Week on Spark” videos. They 

were generally a video of a few TLs talking about what was going to be 

happening in session that week, and then were posted on our “close friends” 

Instagram story, where we had added all students that were enrolled in 

session. Vivien (Promotions and Publications Coordinator) and Mitch and 

Guneet (Sessions Coordinators) are in the process of figuring out what this 

on-going weekly promo might look like this year). Having this done early 

on will ease up some work during the year, which can be more hectic 

because of academics and other commitments.  

Difficulties: • Trying to plan effective promo using solely social media (Vivien 

was hoping to introduce class talks this year and we normally are 

able to promo in residence/during Welcome Week)  

• Filming the video can be time consuming and also may be difficult 

to show virtually what sessions are  

• Trying to plan the ongoing promo during the summer with knowing 

contents of sessions could change 

Partners: Promotions and Publications Coordinator (Vivien Trinh), Outreach and 

Engagement Coordinator (Sinthiha Krishnan), Sessions Coordinators 

(Mitchell German and Guneet Sandhu), Communications Officer (Elisabetta 

Paiano)  

Service 

Goal/Objective 

Solidify a plan for Spark Ambassadors and potential collaborations that 

could be done.  

Why: Spark Ambassadors hasn’t had a consistent structure for the past few years, 

other than offering feedback on Spark programming. Something I would 
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really like to improve on this year is offering more leadership opportunities 

within the service to the students in the Ambassadors program. This could 

be anything from helping out with the on-going weekly sessions promo, 

helping plan events with the events committee or working on collaborations 

with campus partners, such as First Year Council. I think this is one area 

that could really grow and would be extremely beneficial both for our 

outreach but also for the students involved. Planning these potential ideas 

far in advance will allow us time to fine tune them and adapt them as we go. 

It will also allow for Ambassadors to begin early in the year, as opposed to 

in the middle of the semester.  

Difficulties: • Trying to solidify a plan while not knowing how much interest we 

might have in the program  

• Making sure that students are also not feeling overwhelmed with 

responsibilities and that they are enjoying themselves  

Partners: Outreach and Engagement Coordinator (Sinthiha Krishnan), First Year 

Council Coordinator (Heba Shahaed) 

Personal Goal  

 

Try not to get overwhelmed throughout the hiring process of the team and 

set an example for the exec team of practicing self-care through taking 

breaks to avoid burnout. I’d also really like to have an exec team social (by 

now, we will have our full exec team) and continue the connections that 

have been created! I also want to genuinely enjoy the hiring process and I 

think it’ll be a really good feeling and super exciting once we have our full 

team hired.  

 

 

AUGUST 
Service 

Goal/Objective  

Set the foundation for a welcoming environment for the TL Team, and 

ensure everyone feels comfy and supported  

Why: In my first year as a TL, I think I was initially really intimidated by the fact 

that I was just coming out of first year and didn’t have much experience in a 

mentor role. The exec team created a really warm and welcoming 

environment for the entire team by genuinely getting to know us and 

making those connections with everyone. This made me feel super welcome 

and supported on the team. I feel like this made a world of a difference and 

really truly helped with my confidence a lot and I would love to create this 

environment for our TL Team. Setting this foundation early on will help 

folks be comfortable during training/more likely to speak up and participate. 

I’m also hoping to work with Vidushi to have some form on online social 

during August/beginning of the year to help with this. Another idea that I 

think might be a nice gesture and I’m looking into is mailing TL shirts with 

a card from myself or another exec member to every TL. I always loved 

getting cards/notes from exec when I was a TL and I think it would set a 

nice tone for the year to create individual connections with the team.  

Difficulties: • Doing this virtually will probably be a challenge  
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• Trying to schedule an online social in the midst of the beginning of 

the school year and everyone’s transition  

• Trying to adjust to my new responsibilities and academics in the 

year while also trying to create connections with 45 TLs  

• Mailing costs/if this is feasible budget wise because it is super early 

in the year still   

Partners: Volunteer Coordinator (Vidushi Saxena), whole exec team  

Service 

Goal/Objective 

Hold first event: academic Q&A with profs/students, some way of 

incorporating a tutorial on how to use Mosaic, Avenue and Oscar Plus 

Why: We normally host an event called “Night Before Classes” on the night 

before classes where first years can come and meet other first years and 

upper years in their faculties and go for a tour to see where their classes will 

be. This event is in hopes of recreating that in a virtual format, with Q&A 

session with common first year profs and upper years (TLs) from each 

faculty. We are currently planning on starting the event in one large group 

with general tips and a tutorial on how to use Avenue/Mosaic/Oscar Plus 

and then splitting into smaller groups to answer faculty specific questions. 

This event will introduce students to Spark if they hadn’t yet heard of us and 

will help start the year off strong.  

Difficulties: • Trying to plan this/pick a date with the uncertainty of welcome week 

and not wanting to overlap with other programming  

• Trying to reach out to profs while it is also a busy time for them  

• Online logistics of this will probably be tricky (can use Zoom Pro, 

Zoom Webinar or Teams)  

Partners: Events Coordinators (Julian Dychiao and Co --> will be hired beginning of 

July)  

Service 

Goal/Objective 

Increase online presence leading up to the beginning of the school year  

Why: Especially last year, Spark has gained a lot of attention and interest in 

students during Welcome Week. Last year, we ran 2 events that worked 

incredibly well and both had over ~400 students attend. With the mass 

amounts of programming happening during Welcome Week, we’ve decided 

to focus on our online presence and increasing our outreach that way, along 

with our academic event. Something Vivien and I have discussed is each 

week from mid-July - August, having an exec or TL take over the Instagram 

and talk about what they love about Spark or what we offer. I think this 

could be really beneficial and is just 1 way we could increase our online 

presence. We are also looking into hosting an additional event during 

Welcome Week, but unsure of specifics, allowing us to host two events in 

total.  

Difficulties: • Planning this can be difficult with it coming up so quickly  

• Don't want to overwhelm first years or spam them on our socials  

• Exec team/TLs having other commitments during this time as well 

and making sure everyone feels supported and isn’t starting the year 

burnt out  
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Partners: Promotions and Publications Coordinator (Vivien Trinh), Outreach and 

Engagement Coordinator (Sinthiha Krishnan), Team Leaders  

Personal Goal  

 

Begin to plan what my year might look like in terms of academics and find 

ways I can best support my team while we all transition to online 

academics. 

 

 

SEPTEMBER 
Service 

Goal/Objective 

Hold a welcoming TL social and effective TL training 

Why: I want to ensure that the entire team feels welcomed and supported in their 

roles. A big highlight I think of being a TL for many people is getting to 

meet so many individuals and make those connections with others on the 

team so I think doing this early will really be beneficial and help initiate 

those connections. TL Training will definitely look different this year. I 

know that it can be exhausting and quite honestly inaccessible to have to sit 

and listen to someone talk through a screen for long periods of time. I’m 

hoping to create an effective and informative TL training that helps the team 

feel prepared in their roles but also is engaging for them. We’re currently 

looking at using a variety of training methods, such as situationals, games, 

modules, or discussions. I also hope to include a training session or provide 

resources on how to use Microsoft Teams. As this is the platform that we 

will likely be using for sessions and many events, I think it’s important that 

the team is comfortable with it and has the chance to ask any questions that 

they may have. I would also like to at this point, really have solidified the 

format for online sessions training and schedule, as things will be different 

in an online format. I’m hoping this to realistically be done by August but 

then finalize/tweak it depending on feedback we receive/what we learn from 

this big training weekend.  

Difficulties: • Creating training materials with limited resources  

• Trying to find a balance between engaging and still informative and 

in person (virtually) and independent content  

Partners:  Volunteer Coordinator (Vidushi Saxena), Pauline Taggart, any guest 

speakers we may have in training, TLs, Sessions Coordinators (Mitchell 

German and Guneet Sandhu)  

Service 

Goal/Objective 

Begin sessions with at least 288 (16 students per group x 18 groups) 

students in the first term Spark weekly mentorship program  

Why: I think this year will be especially tricky to gage the appropriate number of 

students in a group. Initially, my plan was to highly increase the number of 

students in a group to accommodate for the potential drop in retention. I also 

am now aware though, that the dynamics of a session will likely be different 

online and having a large group may intimidate students from speaking up 

or participating in conversation, especially virtually. My other concern with 

having large groups is that because students have limited chances to meet 
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other students in res or in class etc., we don’t necessarily know what our 

registration and retention numbers might look like and they could very well 

sky rocket and see extremely high retention. In this case, it would be really 

hard for TLs to accommodate groups of that size and create a cohesive 

group dynamic. This balance will be tricky but my hope is that we will fill 

this plan for registration, and then if students choose to join during the 

semester, we will allow them if we can accommodate it so that we don’t 

have to turn students away. Our plan as of right now to hopefully mitigate a 

few of these issues is to have some groups of 3 TLs for 1 group of students. 

This will hopefully help with retention and allow us to increase the number 

of students we can support.  

Difficulties: • Not knowing or understanding the dynamics of an online session  

• Trying to find the balance between being able to support students 

and having high retention in session  

• Trying to promo appropriately  

• Making sure TLs aren’t overwhelmed or discouraged  

Partners: Promotions and Publications Coordinator (Vivien Trinh), Sessions 

Coordinators (Mitchell German and Guneet Sandhu), Volunteer Coordinator 

(Vidushi Saxena)  

Service 

Goal/Objective 

Introduce Spark Ambassadors and create a consistent structure for the 

program  

Why: Introducing the program early on will allow for enough time to follow 

through on plans we make in the summer and allow for students in the 

program to mold the program to what they would like to get out of it. 

Creating a consistent structure for the program will hopefully be sustainable 

for future years and allow to give Ambassadors more of a platform in future 

years. This will also help with promotion of the Ambassadors program as 

TLs will know exactly what it entails and how to explain it to students. This 

is also around the time that First Year Council will get started and will allow 

for a strong relationship with them from the start and create the possibility 

of successful collaborations throughout the year. I also hope part of this 

structure includes having ambassadors from first semester continue helping 

out if they wish into second semester. It would also be beneficial to have 

this structure solidified early on so we could begin conversations with 

students about this opportunity during Welcome Week/leading up to the 

start of sessions.  

Difficulties: • Trying to gain student interest while they’re still transitioning to 

university  

• Trying to organize this while still adjusting myself to the new school 

year, beginning sessions and trying to avoid burnout  

• Coordinating schedules with everyone involved 

Partners: Outreach and Engagement Coordinator (Sinthiha Krishnan), Promotions and 

Publications Coordinator (Vivien Trinh), First Year Council Coordinator 

(Heba Shahaed), students in Spark Ambassadors program  
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Personal Goal  

 

Try to avoid burnout as much as possible. I know this will be an extremely 

busy month for myself while running training, the first week of sessions, 

adjusting to the new online format for school, potentially starting another 

part time job, and just overall trying to adjust and settle into a new routine. I 

really enjoy routine and keeping busy so this is actually something I’m 

really looking forward to but I also want to remember that I need to take 

breaks and that that is okay!  

 

 

OCTOBER 
Service 

Goal/Objective 

Collect exec and TL feedback.  

Why: I think its important to collect feedback as we go as opposed to just 

collecting it at the end of the year or semester. This will allow various exec 

members to implement feedback and finish off the semester even stronger 

and keep the feedback in mind when planning second semester. I’m also 

hoping that collecting feedback now instead of just in December will help 

us receive more feedback as folks are normally less busy academic wise 

now than they are during exams/end of the semester. Also by this point, the 

exec team and I will have worked together for 4.5-5.5 months and while I 

will ask for feedback throughout this time, I would like receive really 

comprehensive feedback at this point about what I should continue doing, if 

there is anything they want me to change, and how I can best support them 

as their needs might change from the summer to the academic year. I also 

really want to make sure that the exec team feels comfortable coming to talk 

to me if they have feedback and that they don’t feel like they have to wait 

for a specific time to give me feedback so I have created an online feedback 

form (that they can choose to be anonymous on) and hope to have also made 

it very clear that I am always open to feedback and would love to have a 

conversation if they are comfortable.  

Difficulties: • Collecting comprehensive feedback from TLs because people can be 

busy or just forget to fill it out  

• Trying to find the best ways that the exec is most comfortable giving 

me feedback and working together to ensure I can implement it 

Partners: TL team, whole executive team  

Service 

Goal/Objective 

Host first workshop: Networking/Volunteering  

Why: Something my events coordinators are super passionate about is connecting 

students with resources and ways that they can get involved in the 

McMaster/Hamilton community. We’re not sure exactly what this event will 

look like but I think it will be beneficial in showing students what 

opportunities they have to get involved in the community around them. This 

will also be a great time to further promo Spark Ambassadors, and hopefully 

gain more traction here. We would traditionally hold the Hike and Hangout 
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event where we take students off campus and hike up to Dundas Peak 

around this time, so we’re hoping doing this will be another form of 

connecting students to the greater Hamilton community and show them 

even just a small piece of all that Hamilton has to offer. Additionally, I am 

hopeful that at this point, we will have an idea of what the Winter semester 

will look like and that students will be eager to get involved or volunteer in 

person for various things, so this event will be a good way to get them 

thinking of what they might be interested in or what is available to them for 

the Winter semester. This also might be a good way of engaging with 

students in Commerce, as they’re traditionally underrepresented in Spark.  

Difficulties: • Logistics might be difficult/take a lot of brainstorming to make it 

engaging and more than a Q&A  

• October can be a busy time for a lot of people with reading week and 

midterm season  

• Planning this early on while also working on the Academic event 

and opening ceremonies  

Partners: Events Coordinators (Julian Dychiao and Co --> will be hired beginning of 

July), Outreach and Engagement Coordinator (Sinthiha Krishnan), campus 

partners and community partners in Hamilton  

Service 

Goal/Objective 

Begin 1 on 1 check-ins with TLs  

Why: This can be the time of year that people can start to feel burnt out. My hope 

is that taking the time to check in with TLs individually will not only help 

us gain feedback on how we can better support them, but also help them feel 

supported and give them a platform to chat with us if they have any 

concerns or questions. I also am aware that it might be harder to create 

individual connections with the entire time this year because of the online 

format and lack of doing exec-on call and having the chance to have those 

individual conversations then. I hope that doing these 1 on 1s will help 

further create those connections and boost team dynamic. Additionally, 

splitting this task up with Vidushi will help ease the workload on both of us.  

Difficulties: • Trying to schedule these and coordinate schedules  

• It will still be ~20 extra hours of work potentially so trying to 

balance this with other responsibilities and academics  

Partners: Volunteer Coordinator (Vidushi Saxena), Team Leaders  

Service  

Goal/Objective 

Have formal venue, date and theme selected by now  

Why:  Formal will be happening in late January/Early February so I think this 

would be a feasible time to have the venue, date and theme chosen by. My 

Events Coordinators are in the process right now of contacting potential 

venues for quotes just so we can brainstorm early on. They are also 

contacting faculties to see when faculties may be holding their formals but 

many are waiting until Charity Ball potential dates are more solidified or 

just holding off in general so I’m hoping by this time, we will both have a 

better idea of what the school year will look like as well as what days 

formals will be on so we won’t have any overlap. Additionally, Spark has 
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normally collaborated with FYC on Formal and this is something I would 

like to continue to do. It’s normally a bit of a struggle because of FYC often 

not starting until end of September/beginning of October, so most of the 

planning is already done. My hope is that with formal being later on, FYC 

can be more involved, specifically with choosing the theme. My Events 

Coordinators will give them 3-5 options to choose from and it will hopefully 

help the students on FYC feel more involved and included in the planning 

process. This will in turn, leave them feeling more inclined to promo.  

Difficulties: • Everything is so up in the air so it might be everyone trying to 

schedule formals all at once at this point  

• Working with FYC/coordinating that digitally might be difficult  

• Making sure venues are still available at this time  

• Finding a venue that will allow for a larger crowd and still have 

enough space for physical distancing measures if needed.  

Partners:  Events Coordinators (Julian Dychiao and Co --> will be hired beginning of 

July), Charity Ball Coordinator (Esther Arase), faculty formal coordinators, 

First Year Formal Coordinator (Heba Shahaed), First Year Council, 

Hamilton venues (eg, Scottish Rites, Hamilton Convention Centre)  

Personal Goal  

 

Take reading week as a break, catch up on academic commitments but also 

take time to unwind and decompress after a very busy past few months. 

Continue to make exec connections a priority at a busy time, when it can be 

put on the back burner.  

 

 

NOVEMBER 
Service 

Goal/Objective  

Solidify promo plan/programming plan for beginning of 2nd semester  

Why: One of my goals for Spark for the year is to fill the gap between first 

semester and second semester of student engagement. My hope is that by 

this point, we will know what second semester will look like and will be 

able to plan. If we are having an in person second semester and can create 

programming, my original plan was to do a week (2nd week of classes) with 

small or lowkey events on the Monday, Tuesday, Wednesday of the week 

such as interactive tabling with pot planting or rock painting. Then on the 

Thursday, we would have Opening Ceremonies for sessions. The idea was 

that we could promo registration throughout the week and right away gain 

interest of students. If we are virtual, I hope we can create something similar 

with online events or social media components leading up to opening 

ceremonies. Planning this early will allow us lots of time to bring our vision 

to life and make sure it’s promoted properly and gain students interest. I 

also would hope to begin planning in October (if we are aware of the status 

of school in January) and really solidify the plan in November, before 

school gets more hectic for folks.  

Difficulties: • We may not know yet about January/status of school  
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• If we are in person, people may still not be comfortable being in 

groups or things like that  

• if we are in person, it will be a big transition for a lot of people and 

we will all be transitioning as well while also trying to run 

programming and it could be a lot  

Partners: Events Coordinators (Julian Dychiao and Co --> will be hired beginning of 

July), Outreach and Engagement Coordinator (Sinthiha Krishnan), 

Promotions and Publications Coordinator (Vivien Trinh), Underground 

Media and Design  

Service 

Goal/Objective 

Host a virtual closing ceremonies and send an appreciation gift to 

students/Spark Ambassadors 

Why: I think closing ceremonies done virtually would be a really feasible event. 

Traditionally, it’s been a coffee house or board games night. I think both are 

completely feasible on an online platform so I would really like to see this 

event happen and would be a great way for students and TLs to end the 

semester before heading into exams. Somethng else that Sinthiha and I have 

talked about is sending care packages to students in Sessions. This may be 

unfeasible considering the amount of students enrolled in sessions but may 

be feasible to do so as an appreciation gift to students enrolled in Spark 

Ambassadors. I think this would be a really nice way to support students 

through exams because it can be incredibly isolating to go through that 

experience alone and not be able to see people in person.  

Difficulties: • Trying to coordinate schedules to plan the event  

• Replicating the dynamics of the event in an online platform  

• Costs associated with sending the care packages  

• Time spent packing the care packages  

Partners: Events Coordinators (Julian Dychiao and Co --> will be hired beginning of 

July), Outreach and Engagement Coordinator (Sinthiha Krishnan) 

Service 

Goal/Objective 

Send out a feedback form, specifically for first years 

Why: Collecting feedback from first years will allow us to improve our 

programming for second semester. There will be new challenges this year 

that first years are facing and new challenges we will face in creating online 

programming so it will be a lot of trial and adjusting to what works. In the 

case that the winter semester is online, having this feedback will allow us to 

improve and adapt even more to the online platform. In the case that the 

winter semester is in person, it will give us feedback and ideas on what 

aspects of online programming we may want to continue (eg more online 

resources). I know it can be a challenge to get students to fill out the survey 

so we could use a gift card (UberEats or something useful at the time) for 

students to incentivize it.  

Difficulties: • Getting students to fill out feedback during a busy time for them  

• Having the feedback far enough ahead of time to allow us to 

implement it into the planning of second semester  

Partners: Sessions Coordinators (Mitchell German and Guneet Sandhu)  
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Personal Goal  

 

Begin to plan second semester and adjust expectations as needed. Continue 

to work on long-term planning so that we can reach our goal of filling the 

gap from first semester to second.  

 
 

 

DECEMBER 
Service 

Goal/Objective 

Begin promo and ticket sales for first year formal for January/February 

Why: This year with the first semester being online, we’ve decided to move First 

Year Formal to January/February (normally run in November). That being 

said, we want to begin promoting it before faculty formals and give 

ourselves lots of time to promo and sell tickets. Beginning promo in 

December will help us I think because it will give students something to 

look forward to in January/after exams and will give us plenty of time to 

create a lot of interest in ticket sales.  

Difficulties: • Trying to set up Eventbrite for ticket sales because it may be 

different this year  

• Trying to promo when it’s a busy time for a lot of volunteers  

• Standing out from other faculty formals  

Partners: Promotions and Publications Coordinator (Vivien Trinh), Events 

Coordinators (Julian Dychiao and Co --> will be hired beginning of July), 

Compass Information Centre, Underground Media and Design  

Service 

Goal/Objective 

Collect running transition reports from exec.  

Why: It is SO much easier to write notes on what you completed in the summer as 

you go or in December than it will be in April. I hope that if I collect 

running transition reports from exec that it will hold us all accountable in 

making sure that we are working towards and accomplishing our goals that 

we set out to do. I also think it will help with making more comprehensive, 

accurate and detailed transition reports for the incoming 2021-2022 exec. It 

can be overwhelming to come into a new role with not much information so 

my hope is that collecting these transition reports from exec in December 

will help with long-term transitions.  

Difficulties: • Trying to collect them during a really busy time  

• Giving exec as much notice about this as possible so it doesn’t 

overwhelm them during an already stressful time  

Partners: Whole executive team 

Service 

Goal/Objective 

Host a virtual holiday social/volunteer appreciation  

Why: Every year, Spark hosts a holiday/end of semester volunteer social. This 

normally gets a huge turnout and everyone really enjoys it. Personally, some 

of my funniest memories at TL socials have been at this one while playing 

Yankee Swap with the team. I’d really love to do this and recreate the social 
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virtually to show appreciation for the team. I’d also really love to create 

personalized appreciation gifts for each TL from the exec. This past year, 

we did exam care packages that were fairly inexpensive and I think people 

really enjoyed them, so something to show our appreciation for the team 

with a personalized card I think would be really great. Another idea that was 

brought up in a brainstorm with other PTMs was for Potlucks, using 

Ubereats or something along those lines to get food delivered to volunteers 

on the day of the social. I don’t know how feasible this is budget wise but 

because this social is normally a really big potluck, I’d like to look into 

doing something like this as the appreciation gift with mailing a 

personalized card.  

Difficulties: • Costs! Ubereats would be a really nice gesture and I think it would 

be really nice but I think it could be expensive/hard to coordinate  

• Mailling the appreciation gifts might be a little tricky  

• Trying to recreate the social but virtually/changing from traditions  

Partners: Volunteer Coordinator (Vidushi Saxena)  

Personal Goal  

 

I really want to appreciate how much myself and my team have 

accomplished up until this point! I think it’s really easy to keep pushing and 

looking forward at everything you still want to accomplish and still have to 

do (which is great) but I also want to be proud and recognize my team for all 

we’ve accomplished so far!  

 
 

 

JANUARY 
Service 

Goal/Objective 

Hold an engaging retraining for TLs to boost team morale and help with 

team dynamics.  

Why: Normally at this time of year, TLs can struggle to remain engaged and get 

back into the groove of the school year and service. Holding a retraining day 

in January will not only help refresh somethings from September training, 

but also help reengage the team in the service. It will also be helpful at this 

time, we can go over campaign rules for MSU Presidentials that apply to 

their roles as TLs, as we often have many TLs on campaign teams. 

Additionally, I really hope that we will be able to be in person in January 

and this would be a great opportunity to finally be altogether in person as a 

team!  

Difficulties: • Trying to coordinate schedules while we are all transitioning to the 

new school year  

• Want to make sure it’s actually useful and engaging for TLs rather 

than just a review of what they already know  

Partners: Volunteer Coordinator (Vidushi Saxena)  

Service 

Goal/Objective 

Successfully hold first year formal.  
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Why: I think this year is hard to set expectations in terms of ticket sales. We really 

don’t know what people’s comfort levels will be in terms of being in large 

groups at that time and how that will affect ticket sales. While I really hope 

to sell all available tickets, I also want to recognize that many things are out 

of our control and I don’t think ticket sales are the only way to measure a 

successful event. At the end of the day, I want to hold a formal that my 

Events Coordinators and TLs are proud of, and I want everyone involved 

from First Year Council, to TLs, to students just to really enjoy themselves 

and start the semester off strong with a fun event.  

Difficulties: • The unknown of ticket sales 

• Trying to not just compare success to the number of tickets sold  

Partners: Events Coordinators (Julian Dychiao and Co --> will be hired beginning of 

July), First Year Council Coordinator (Heba Shahaed)  

Service 

Goal/Objective 

Hold event(s) to engage with students, promo sessions and help us register 

250+ students for session.  

Why: One of my goals for the service for the year is to fill the gap of student 

engagement from first semester to second semester. I hope to have a series 

of events/online resources that will help support students through the 

beginning of the new semester and gain a lot of traction and attention to the 

service and sessions program. Although this number isn’t as high as our 

goal for first semester, it would be a vast improvement from the past and I 

would be really happy with this. Additionally, even if we didn’t reach the 

goal, I think having these events and increased promotion would be 

benficial for the service.  

Difficulties: • Doing this while also adapting to in person school and programming  

• Trying to gain attention from students while they’re also 

experiencing this change to campus will be tricky  

Partners: Outreach and Engagement Coordinator (Sinthiha Krishnan), Events 

Coordinators (Julian Dychiao and Co --> will be hired beginning of July), 

Promotions and Publications Coordinator (Vivien Trinh), Sessions 

Coordinators (Mitchell German and Guneet Sandhu), Underground Media 

and Design 

Personal Goal  

 

Get into a new rhythm for the semester and personally adjust to the new 

routine of an in person semester. This will probably be a challenging time 

out of Spark for a lot of folks so I’d like to be able to support my team in 

their roles, but also as friends while also taking care of myself and adjusting 

to the new routine. I’d also like to have the new coordinator hired by now!  

 

 

FEBRUARY 
Service 

Goal/Objective 

Release an online resource.  

Why: I hope that creating online resources in the fall semester, while everything is 

done virtually, will be able us to gain a greater outreach and that we will be 
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able to continue this in the winter semester. I’m not sure what exactly this 

online resource will be, whether it’s an infographic or a video but I think it 

would be a good time to release one to engage students again after reading 

week. It would also be a good opportunity to improve cohesiveness and 

collaborate on a session theme with this.  

Difficulties: • January will be a busy month so trying to plan this might be difficult  

Partners: Promotions and Publications Coordinator (Vivien Trinh), Sessions 

Coordinators (Mitchell German and Guneet Sandhu), Outreach and 

Engagement Coordinator (Sinthiha Krishnan), Underground Media and 

Design  

Service 

Goal/Objective 

Gain feedback on Spark Ambassadors 

Why: We are hoping to solidify a new and more consistent structure for the 

Ambassadors program, including hopefully having Ambassadors from first 

semester continue helping out in the program throughout the entire year. 

This means in February, we would hopefully have some Ambassadors that 

have worked in the program for 6 months and would be a great source of 

feedback. This feedback would help us solidify the structure even further 

and improve the program for the future. We will collect feedback on the 

types of collaborations they think would be beneficial, what they could see 

their roles entailing, as well as what we could improve upon specifically 

within the program.  

Difficulties: • Trying to gain adequate and comprehensive feedback by asking the 

right questions  

• Making sure students fill out the form  

Partners: Outreach and Engagement Coordinator (Sinthiha Krishnan), Spark 

Ambassadors  

Service 

Goal/Objective 

Use a sessions training as a TL Social  

Why: Using this time that TLs are already required to be there will help and 

hopefully make it easier for TLs to take a break for the social, by taking less 

time out of their already extremely busy schedules. Often there’s a session 

that needs less training time during second semester (like Discover Your 

City where TLs take students to a café off campus)  that could be used to do 

this. This is also generally the time of year that people start to disengage a 

bit or can become overwhelmed as it’s the last stretch of the year. This 

social will hopefully mitigate this and help the team reconnect a bit.  

Difficulties: • Scheduling this so it fits in most people’s schedules  

• Making sure TLs feel it is worth their time to join  

• Finding creative social ideas that are engaging and enjoyable  

Partners: Volunteer Coordinator (Vidushi Saxena)  

Personal Goal  

 

Refocus a bit after reading week and plan how to finish the year off strong, 

with the team but also personally.  
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MARCH 
Service 

Goal/Objective 

Hire incoming exec with the new Coordinator.  

Why: Beginning the hiring process early will allow for an adequate transition for 

the exec team and will hopefully result in a smooth transition with lots of 

opportunities for transition meetings/asking questions! I am also hoping that 

by doing hiring earlier, we will have more applicants as folks won’t be as 

overwhelmed as they might be in April. This will also ensure that the team 

is hired before Light Up the Night so we can continue/restart the transition 

of the incoming/outgoing exec picture!  

Difficulties: • Trying to schedule hiring during a midterm heavy/busy time for a lot 

of people  

Partners: Incoming Spark PTM, VP Admin (Anika Spasov), another PTM/EB 

member  

Service 

Goal/Objective 

Collect final round of comprehensive and useful feedback from first years, 

and TLs  

Why: I think this year especially, there will be a huge amount of changes 

throughout the year, specifically from first semester to second. Receiving a 

huge amount of feedback at the end of the year will help us determine what 

can be improved for the future, as well as what programming from first 

semester might be useful to implement in the future as well as feedback on 

changes we made in second semester. I also hope that by doing this in 

March instead of April, folks will be less overwhelmed by academics/end of 

year activities and will be more inclined to give feedback.  

Difficulties: • Trying to get comprehensive feedback and reaching out to both 

students and TLs  

• Getting TLs/students to actually fill it out/give feedback  

Partners: Whole exec team, Team Leaders, first years, Outreach and Engagement 

Coordinator (Sinthiha Krishnan) 

Service 

Goal/Objective 

Have some kind of appreciation event or retreat for exec team  

Why: They work SO HARD. Even in the last month that I’ve been working with 

them, they continue to blow me away literally every day with their creative 

ideas, dedication and genuine passion for the service. Just seeing how much 

they’ve given to the service and how hard they’ve been working already 

makes me so happy to think about all we’ll accomplish this year together 

and I’d really like to recognize them for that and make sure they know how 

much I appreciate them. I also know it will be hard to not be able to do any 

in person socials or appreciations for the summer and first semester so I’d 

really like to be able to make up for that at the end of the year.  

Difficulties: • Scheduling this during a time when everyone is super busy  

• Finding an idea that we will all enjoy  

Partners: Whole exec team  

Personal Goal  

 

I really want to try to appreciate the small things and take in every moment 

and enjoy it instead of stressing as much. I think that’s something that I've 
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struggled with in the past and then its come to the end of a project or 

something and I’ve only truly appreciated the memories or work we 

accomplished after the fact so I’d really like to take March and April to 

really enjoy small things that I might take for granted. I will most likely be 

at Mac for another year but a lot of my friends will be graduating so I’d 

really like to take this time to enjoy it with them and make the most out of 

our fourth year.  

 
 

 

APRIL 
Service 

Goal/Objective 

Have a year end volunteer appreciation social for the team  

Why: I already said this about our exec but it should be said for our volunteers as 

well: they work SO HARD. Spark is not a small commitment by any means; 

it’s a year long commitment and also can be very time consuming. Our 

service would not run and make anywhere near the same impact that it does 

without our incredible volunteers. Having a year end social and volunteer 

appreciation event will hoepfully help us recognize them for all the work 

that they’ve done and everything they’ve accomplished this year! I also 

hope to give them a personalized tangible gift including some pictures of the 

team that they can take with them to remember the year by. We didn’t get 

the chance to have this this year because of COVID-19 but I know it’s been 

done at 1280 in the past and worked well.  

Difficulties: 

 
• Trying to plan this early enough so that folks don’t feel 

overwhelmed and can make it  

• Trying to find a venue that can hold and feed 46 team members  

Partners: TwelveEighty, Volunteer Coordinator (Vidushi Saxena), Underground 

Media and Design, whole exec team  

Service 

Goal/Objective 

Evaluate our goals for the year, what we achieved and offer new 

suggestions/next steps for the upcoming year. 

Why: I feel like doing this will allow us to provide tangible next steps and 

comprehensive feedback for the next year. I think it can be hard when 

feedback is in different documents or multiple places so I hope to collect 

most of it into one document that is split up by roles/areas that is easy to 

reference and add to. This will help the incoming coordinator and exec build 

upon our work and the work from previous years and continue to do 

amazing things! I think looking back at the year as a team will also be a 

really nice way to recognize all that we accomplished despite all the 

obstacles and challenges that were thrown our way.  

Difficulties: • Collecting and compiling the feedback into one document may be 

overwhelming to complete and read  

• Everything is so uncertain this year so we’re not sure exactly how 

fair/achieveable our goals are when setting them 
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Partners: Incoming coordinator and exec team, whole exec team, VP Admin (Anika 

Spasov), VP Finance (Jess Anderson) 

Service 

Goal/Objective 

Work to make sure the new PTM and exec team is properly transitioned and 

feel supported through that process.  

Why: It can be incredibly overwhelming to start in these roles, especially as PTM. 

You feel like you have a million and one things to do in the year ahead but 

don’t know what’s a priority or where to start. Ensuring the PTM is 

transitioned before their contract starts will allow for a smooth transition 

overall and hopefully help them feel prepared in their role. As well, 

introducing them to partners they may work with before their role officially 

begins or before the bulk of their work hits will hopefully help them feel 

more comfortable when they do end up working together. As well for the 

exec team, it can be hard to have transition meetings once the school year 

has ended or once exams are underway so I think having this early in April 

is super beneficial.  

Difficulties: • Scheduling these meetings during busy school times  

Partners: Incoming Coordinator and exec team, whole exec team, MSU Office staff, 

VP Admin (Anika Spasov), other partners (eg Tanya Kett – SSC) 

 

Personal Goal  

 

Finish up year plan and reflect on what I've accomplished with my 

incredible team!! This will be my 4th year being involved with Spark so it’ll 

definitely be bittersweet seeing it come to an end but I’ve grown so much 

because of Spark so I hope to be able to see that at the end of the year and 

continue all the incredible friendships I've made through the service.  

 

 

Long-term planning 
 

Overarching 

Vision (what is 

the ultimate 

goal?) 

 All first year students see Spark as an immersive and transformative 

experience, where they have the freedom to choose which aspects of the 

service they engage with, but still are aware of all the services Spark 

offers.  

Description Something we often hear is “I wish I knew about Spark in first year”. My 

hope is that eventually this will be dissolved and that all first years will be 

aware of all Spark has to offer. The service has so much potential to use its 

resources to its advantage (eg promoting events in Session) and I think 

creating an immersive experience where the different pillars are really 

interactive with one another will benefit both students and the service in the 

long run.  

Benefits • Spark has various pillars and has such a wide variety of 

programming. There is really something for everyone, whether 

they’re looking to meet new people, learn about how they can get 
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involved in the McMaster community, or learn how to load their 

presto card.  

• Spark will have a greater outreach and better receive feedback each 

year in how it can improve. 

• The more people that know about spark the better!! In the past, we 

have worked closely with the SSC and they have been able to invite 

us to events, like the Student Services Fair for First Generation 

Students, and are able to better promote our services to students. 

This will be continued with other partners, on and off campus.  

• Spark also benefits its volunteers. Over the last 2 years volunteering 

in the service, it’s been completely transformative for me. I’ve learn 

more than I ever thought possible and overall grown to be a more 

well rounded person, as well as gained some of my closest friends. 

Supporting all of these first years will take a large team, meaning 

giving that many more upper years this incredible experience.  

Year 1 Goals • Improve retention and turnout in sessions and events, as well as 

engagement with online resources  

• Solidify a structure for Spark Ambassadors program  

• Collaborate with other transition services (eg. Horizons, FYC) to 

increase outreach and create strong foundation for future working 

relationships  

• Increase social media/online presence  

• Create a welcoming environment for TLs and ensure they feel 

supported in their roles to decrease burnout and increase TL 

retention for future years  

• Create engaging sessions that allow for increased retention  

• Collect comprehensive feedback from variety of groups (first years, 

volunteers, campus partners etc) that will help inform future years 

programming  

Year 2 Goals • Grow the Spark Ambassadors program to be a consistent campus 

partner in collaborations with other student groups on campus  

• Spark socials are frequently used by students to ask questions 

pertaining to first year/university  

• Continue to have a volunteer team that has more evenly spread out 

representation of various faculties  

• Revise budget as necessary  

• Continue collaborations with Horizons and solidify a consistent 

structure to transfer delegates to sparklings  
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• Continue the strong relationship with ResLife and solidify a 

collaboration (eg mini-sessions) 

Year 3 Goals • All students see Spark as a resource in their transition to university 

in some capacity   

• Continue to collect and implement feedback  

• Work more closely with Welcome Week planning committees and 

become a regular consultor in the planning processes 

• Have little to no gap from first semester to second semester in 

student and volunteer engagement  

• Hire more volunteers as necessary  

• Further develop the Events Committee and look into creating 

committees for other roles (eg Sessions Committee)  

Partners VP Admin (Anika Spasov)  

VP Finance (Jess Anderson)  

AVP Services (Martino Salciccioli)  

Student Success Centre (Michele Corbeil and Tanya Kett)  

Residence Life (Sean Beaudette)  

Horizons Coordinator (Negar Balouchestani-Asli)  

FYC Coordinator (Heba Shahaed)  

 

 

What you want to do/accomplish:  

1. Revamp sessions to accommodate to online programming, while using feedback from the past to 

increase retention.  

2. Improve service cohesion and create more opportunities for collaborations between exec 

portfolios to create a more immersive experience for first year students.  

3. Improve the consistent gap from first semester to second semester in TL engagement and student 

engagement through increased supports and effective and extensive promotions.  

 

 

General Timeline 

 

May • Transition into role  

o Meet new exec team  

o Receive PTM Training 

o Work on year plan and fill out personal goals 

• Transition exec team  

o Exec Retreat  

▪ Make expectations, goals and a vision for the service as an 
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exec team  

o Schedule weekly exec meetings  

o Schedule bi-weekly check-ins with roles  

o Set up email accounts for exec  

o Meeting with Outreach and P&P --> set expectations and split up 

overlap  

o Meeting with Outreach and Events --> set expectations and split up 

overlap  

• General 

o Solidify important dates for the remainder of the year (eg interviews, 

TL training, Opening/closing ceremonies) 

▪ Check with other services and Anika for training weekend 

o Meet with EIO 

o Meet with SSC  

o Meet with ISS  

o Look at feedback from last year  

o Receive communications training with Wooder, Elisabetta, P&P, and 

O&E 

o Start planning collaboration with Horizons  

o Set up anonymous feedback form for exec team to give feedback to 

me  

o Brainstorm online format ideas and changes to traditional 

programming  

o Begin to increase social media following 

June • Collaborations  

o Meet with Sean about collaboration with Archway program  

o Finalize plans for collaboration with Horizons 

o Create plan with P&P on how we can continue online programming 

from Horizons  

• Hiring  

o Close applications for events coordinator  

o Decide what we want to see in our team as an exec team  

o Brainstorm TL app questions  

o Decide TL app questions and form 

o Meet with people who have experience with online interviews to 

research interview logistics (Martino and Hem)  

o Confirm interview weekend/schedule  

o Decide # of TLs we want to hire  

o Promo planning with P&P and implementation for TL apps  (beginning 

of June)  

▪ Use wide range of promo strategies to make information 

about TL position as accessible as possible  
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▪ Shoot video for TL Apps  

o Release TL apps and PROMO!!!  

o Promo to a variety of faculties to ensure we have a diverse applicant 

pool --> Reach out to Welcome week planners for TL app promo  

o Work with VC to write practice TL App answers  

o Work with VC on logistics for interview weekend  

o Work with VC on logistics for training weekend  

o Brainstorm TL interview questions  

o Practice marking apps  

o Have practice interview with past graduated TLs  

o Confirm training weekend 

• General  

o Submit year plan and and SWOC analysis  

o Create "curriculum” for the service for the year  

▪ Breakdown what focuses would be helpful when for first years 

(eg academics during midterm heavy times of year or wellness 

during more stressful times) 

o Exec team (virtual) social 

o Reach out to SSC (Transition and Orientation Assistant) to incorporate 

Spark in Planner/Rep Training 

o Begin planning Night before Classes alternative with Events  

o Organize/set up OneDrive for the team  

o Decide virtual format for sessions/events and work with Pauline to 

receive training on it (Including exec) 

o Have 1 on 1 check ins with Exec team (Near end)  

o Put in standing order at underground  

o Exec headshots  

o Decide on format of on-going weekly sessions promo  

o Begin reaching out to profs for academic event  

o Solidify plan for academic event  

o Confirm plan with P&P for takeovers/increased online presence 

leading up to school year  

• Budgeting  

o Work on budget breakdown, realistically for virtual 1st semester and in 

person second semester  

o Have budgeting meeting with VP Finance and Exec team  

o Give each role their budget  

• Feedback 

o Provide session feedback  

o Provide events feedback  

o Provide promo feedback 

• Outreach and Engagement  

o Brainstorm potential welcome week virtual events  
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o Collaborate with promo on sponsorship package  

o Research and collaborate on how we can better fill the gaps of support 

for first years 

July • Hiring  

o Confirm interview questions and structure  

o Mark applications  

o Send out interview offers and organize into interview groups 

o Go over red flags and gold stars with exec for interviews 

o Interview Weekend  

o Hire a team diverse in programs and experiences  

o Begin planning training  

• General  

o Confirm promo plan for academic event 

o Revisit exec team expectations when have full team  

o Hire events coordinator to fill vacant position  

o Confirm spark in rep training  

o Sponsorship check in   

o Work with O&E and P&P to continue to increase online presence 

o Mail cards/small appreciation gift to exec team  

o Get feedback from execs (early)  

o Work with O &E to create plan for ambassadors  

o Begin prepping/research for TL Training and decide best format  

o Prep for opening sessions registration 

o Have session start/end dates decided by now (based on school 

start/exam dates)  

o Have session schedule decided by now (or options and then choose 

based off of TL availability)  

o Have horizons collaboration  

o Start planning promo video for registration  

o Finalize plans for academic event --> test livestream technology  

o Create plan for events committee with events  

o Give sessions feedback 

August • TL Team 

o Send out TL Offers and confirm team 

o Order TL shirts 

o Create an exciting and welcoming atmosphere for Team Leaders 

o Hold a virtual social for the team  

o Look into potential of mailing TL shirts  

o Begin planning Spark TL Meet and Greet with VC (introduce coships 

and session times)  

o Finalize TL Training prep 
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• Promo  

o Confirm promo plan with promo and O&E for first year registration  

o Finalize promo for first year registration (video – early on)  

• General  

o Hold first event: academic workshop (during Welcome Week)  

o Confirm plan for digital campaigns/resources with Wooder and Promo  

o Confirm collaborations between archway and Spark  

o Reach out to FYC  

o Exec social 

o Have formal location chosen (DO NOT PUT DEPOSIT DOWN UNTIL WE 

KNOW WHAT JANUARY WILL LOOK LIKE)  

o Collect running transition report  

o Online welcome week presence (academic workshop and one other 

event)  

o Confirm spark into archway programming  

o Meet with O&E and FYC Coordinator to plan collabs  

o Create plans with events for Networking event  

o Have sessions finalized by August 25th (after feedback) 

o Open student registration for sessions  

▪ Include preferred method of communication, dietary 

needs/accommodations/ any other accommodations needed  

• Feedback 

o Sessions feedback  

o Events feedback  

o Outreach feedback  

o Collect Exec Feedback 

September •  TL Team  
o Hold the Team meet and greet  

o Volunteer training  

o Try to somehow take virtual team photo 

o Make sure TLs feel comfortable and valued in their role   

▪ Work on having individual conversations to ensure everyone 

feels supported and welcome  

o TL Social and first mini appreciation (could mail shirts and cards?) 

• Exec stuff  

o Make sure execs feel supported in their roles and are able to transition 

to the new school year 

o Schedule new exec meeting time  

o Schedule new biweekly check-in times with roles  

o Schedule new monthly/every three weeks check-in times with 

individual execs  

• Sessions  
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o PROMO REGISTRATION  

o Register at least 288 students for session 

o TL Feedback Nights  

• General  

o Virtual clubsfest?  

o Work on FYC Collab  

o Introduce spark ambassadors and create a consistent structure for the 

program  

o Begin working with P&P of a creative way to get co-pictures  

o Confirm venue for formal and f  

o Pre-sessions event/opening ceremonies  

o Finalize promo for networking event  

o Finalize plans for networking event  

o Create plan for online resource for october 

o Work with FYC Coordinator to determine exact format of collaboration 

(who will be choosing what) for Formal  

October • General  

o Hold first Spark workshop with events: networking/volunteering  

o Plan virtual closing ceremonies  

o Research possible appreciation gifts for spark ambassadors  

o Look into/set up eventbrite for formal  

o Release online resource  

o Solidify theme and format of formal (extras/layout)  

o Meet with VP-Admin and other stakeholders to decide on what extra 

safety measures will be needed in the Winter term (especially for 

formal)  

• VC 

o Begin TL 1 on 1s with VC 

o Want to have rooms booked for sessions by now  

• feedback 

o Send out exec feedback survey  

o Send out TL Feedback survey 

 

November •  Volunteer appreciation  
o Make a sessions training into a mini-social  

o Work with VC on planning end of term volunteer appreciation/social  

• General  

o Collect extensive TL and student feedback on term 1 sessions  

o Finish term 1 1 on 1 check ins with VC 

o Solidify promo plan/programming plan for beginning of 2nd semester  
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o Host a virtual closing ceremonies  

o Send an appreciation gift to students/spark ambassadors  

o Send out first year feedback survey 

o Create promo plan for formal 

o Work with VC on planning holiday social/volunteer appreciation 

o Exec social 

December • Formal  

o Begin promo in December  

o Begin ticket sales for formal  

o Finalize safety precautions for formal (eg purchase hand sanitizer, 

determine physical distancing measures etc)  

• General  

o Take a break and breathe  

o Host a holiday social to show volunteer appreciation  

o Hire new Spark PTM 

o Collect running transition reports  

• Prep for 2nd Semester  

o Give semester 2 sessions feedback  

o Give semester 2 events feedback  

o Confirm Promo/programming plan for 2nd semester registration  

o Implement feedback from 1st semester  

o Collect mid-year transition reports from executive team 

o Work with VC on planning re-training 

▪ Co-reveals  

▪ Campaign rules/restrictions within the role  

▪ Situationals  

▪ New changes to in person programming 

January • Sessions  

o Look at purchasing session materials (Beginning)  

o Register 250+ students for second semester  

o PROMO FOR REGISTRATION 

o Collab with events on pre-sessions event/opening ceremonies  

• Events 

o Hold formal yay! 

• Volunteer  

o Run a successful and motivating winter re-training for team leaders  

• O&E 

o Sponsorship check in 

o Hold event(s)/online resources to promo sessions and help with 

registration  
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• P&P 

o Create plan for online resource in February  

• General  

o Exec social  

o Budget Check-in for Exec  

o Purchase term 2 sessions and events materials  

o Schedule new exec meeting time  

o Schedule new biweekly check-ins with roles  

o Schedule new monthly/every three weeks check in with exec 

February • General  

o Open up spark ambassadors again (early)  

o Begin Term 2 1 on 1 check-ins with VC 

o Use sessions trainings as opportunities for volunteer 

appreciation/socials  

o Release an online resource  

o Gain feedback on spark ambassadors  

o Begin planning closing ceremonies 

March •  Feedback  
o Get feedback from students  

o Get feedback from exec  

o Get feedback from TLs  

• Prep for 2021-2022 

o Begin incoming PTM transition  

o Help hire the new Spark exec with the incoming PTM  

• Team Appreciation  

o Do a cute Exec retreat  

o Work with VC on final TL appreciation/social  

o Write TL cards  

• General  

o Finish term 2 1 on 1 check ins with VC  

o Hold virtual closing ceremonies 

April • Appreciation  

o Host a thoughtful and enjoyable volunteer appreciation social  

o Host an end of year exec appreciation event 

• Transition  

o Ensure PTM is adequately transitioned  

o Ensure exec members have submitted their transition reports and 

have met with incoming execs by the end of the month 
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