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Peer Programs in Higher Educa-
“Through opportunities for engagement, social networks define and reinforce meaningful social 
roles, which in turn provide a sense of identity, value, belonging, and attachment. In addition, 
social networks provide opportunities for companionship and sociability, and a source of social 

support” (Berkman et al., 2000). 

The term “peer programs” is used as an umbrella to describe all of the programs that offer emotional, 
social, and/or academic support from one student to another on post-secondary campuses (i.e. 
peer counselling, peer education, peer helpers, peer tutors, peer mentors, peer coaches, etc.). Peer 
programs therefore play an integral role within post-secondary 
education as they encompass many spheres of student life. Moreover, being involved in a peer 
program during the course of a degree program often positively influences a student’s 
experience (Newton & Ender, 2010). Through peer programs, students are able to connect with 
their peers in meaningful ways and apply what they are learning in the classroom to real life 
situations. Students are also able to learn and develop new skillsets not traditionally taught in 
classroom settings that can contribute to their career paths. In other words, peer programs can act 
as a bridge between academics and personal and professional development. 

There is an abundance of academic literature surrounding the benefits of peer programs on 
promoting student success in post-secondary institutions. Peer programs contribute to 
student success by promoting a supportive learning environment across post-secondary campuses. 
They are ideal for collaborative work across campus and help foster a sense of community by 
encouraging knowledge and resource sharing amongst peer program coordinators.  
 
Working within a peer program exposes students to diverse points of view that will likely differ from 
what they are accustomed to, while also helping to create a space where individual and collective 
differences can be overcome through the establishment of a shared identity and purpose.
 
The shared social environment provided by peer programs can help to perpetuate a sense of 
belonging, purpose, and self-efficacy, all of which are significant components to both our success 
and sense of well-being as individuals (Deci & Ryan, 2008). Moreover, it is important to recognize 
that a “[student’s] peer group is the single most potent source of influence on growth and 
development” (Astin, 1993). Through peer programs students can learn the 
powerful message that they are not alone by sharing their own knowledge and experiences, and 
being able to learn from the knowledge and experiences of their peers.

It is common for students to initially refer to their peer group for information and support over 
seeking help from professional services (Gulliver, Griffiths, & Christensen, 2010; Rickwood et al., 
2005). As a result, peer programs can be a way of connecting students to the many 
resources and services that exist at McGill by being able to reach more students.

Many institutions of higher education have recognized the importance of peer programs on their 
respective campuses. If you are reading this, chances are that you yourself are either already a peer 
program coordinator, or are looking to become one.
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Program Conceptualization: Designing a Peer Program
Designing a peer program starts with having an idea based 
on a need you’ve noticed on campus. However, before 
jumping right into developing a peer program, it is important 
to determine what kinds of peer programs already exist on 
campus, and whether or not your program fills an existing 
gap. Check out the following link for a list of 70 different peer 
programs at McGill that exist on campus (i.e. Healthy McGill, 
the Peer Support Centre, the Sexual Assault Centre of the 
McGill Students’ Society (SACOMSS), International Student 
Buddy Program, Cousins, etc.).

Starting a Peer Program

The design process for creating a peer program is iterative in the sense that it is ongoing.  For instance, in 
developing COMunity: Commuters of McGill, the Off-Campus & Commuter Student Support (OCCSS) team 
decided to go with a grassroots approach to developing their peer program. Off-campus and commuter 
students were previously identified as a population without access to the same resources and supports that 
students living in University housing have access to. Using this gap, the OCCSS team surveyed commuter 
students on campus to see what their needs were, and followed up with extensive cross-campus research 
to see what other gaps existed with regards to support for off-campus and commuter students at McGill. 

The next step was to reinforce the McGill-specific data with a literature review on off-campus and commuter 
students, and research into what other post-secondary institutions are doing to support that specific 
student population.

Program Design Checklist

The OCCSS team then analyzed the data, identified gaps, and 
structured COMunity around addressing those gaps. The OCCSS 
team capitalized on the unique knowledge, experience, and skillsets 
each team member brought to the table. A guiding principle the 
OCCSS team used in developing COMunity was continuously 
answering the following questions: Who? What? When? Where? 
How? And Why? Answering these questions helped to create a 
program structure while using an innovative and iterative approach 
to program development. This allowed for them to continuously 
incorporate new feedback and research into the development and 
coordination of their program.     

The OCCSS team used a process 
called asset mapping to identify 
their collective and individual 
strengths and weaknesses. This 
process allowed for them to see 
what their respective interests and 
skill sets were, while also learning 
where their experience and abilities 
could compliment those of their 
colleagues.

PURPOSE

FOCUS

PARTICIPANTS

TYPE OF SESSION

PLANNED GROUP DEVELOPMENT

LOGISTICS

DESIGN

ASSESSMENT & EVALUATION
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Proposal Development
Once you have the structure of your program, you’re ready to move to the next 
phase of program development: creating a proposal for your program. Program 
proposals are useful to have for a number of different reasons such as applying for 
funding, advocating for space, giving presentations, etc. The proposal stage marks 
the first step in your program moving from conceptual to concrete.Check out the 
proposal draft for COMunity as well as a template proposal. 

Recruiting Staff / Volunteers
The recruitment process can be facilitated by having: 

A thorough understanding of what your program’s 
goals/objectives are 
A working structure of what your program entails, 
and what your program’s expected needs are
Who you are looking for to staff your program
Having a communications strategy
Having thought about where you envision your 
program within the McGill community

The recruitment process for COMunity can be broken down as follows:

Using the information obtained in the first sections of this manual to 
draft a detailed job description outlining the role and responsibilities for 
staff/volunteers. For a sample job description, check out the 
Connector application guide for COMunity.   
Using the job description to create an application guide for your 
program. The COMunity application guide included the following 
sections:

An “About” section describing the purpose of the program 
Eligibility criteria for the program
Commitment requirements 
Staff/volunteer responsibilities
A general “profile” of the kind of qualities and characteristics you’re 
looking for in a candidate  
Learning outcomes and skill development 
A high level overview of the application process
Contact information if people have any questions about the process 

Using the job description to determine what kind of screening and 
selection processes were going to be used for program recruitment, the 
OCCSS team used interviews based on a rubric created specifically for 
the interview process to uncover the underlying skills and competencies 
required for the program. 
The structure of the program was used to design the training 
curriculum for the Connectors. 
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Corey the Coordinator 
Tip:The Peer Programs Network 
offers consultation sessions to 
help you with this step, and 
will also facilitate networking 
across the university.

Corey the Coordinator Tip:

Many people struggle with 
articulating what it is they have 
learned/developed from being 
in a position/role they have 
held, whether paid or volunteer. 
When writing job descriptions, 
it is helpful to get in the habit 
of not only talking about what 
you’re looking for in your 
candidates, but also to include 
what applicants can expect to 
gain from the experience. This 
practice starts to help people 
better reflect on their own 
learning and development.

http://mcgill.ca/peerprograms/students-seeking-peer-support
http://mcgill.ca/healthymcgill/
https://www.facebook.com/peersupportmcgill/?fref=ts
http://www.sacomss.org/wp/
http://www.sacomss.org/wp/
https://www.mcgill.ca/internationalstudents/pre-arrival/buddy-program
https://www.mcgill.ca/internationalstudents/pre-arrival/buddy-program
https://www.mcgill.ca/fph/current-students/cousins-indigenous-student-mentorship-program
https://docs.google.com/document/d/1375YVfGSrdsWqxmdydex03W05nfNDZcWg0pLqsO2fa4/edit
https://docs.google.com/document/d/1375YVfGSrdsWqxmdydex03W05nfNDZcWg0pLqsO2fa4/edit
https://drive.google.com/drive/folders/0B6kU9gipsYNFQUF4eHkyNV9XNFk
https://drive.google.com/drive/folders/0B6kU9gipsYNFQUF4eHkyNV9XNFk
https://ccednet-rcdec.ca/sites/ccednet-rcdec.ca/files/asset_mapping_handbook.pdf
https://docs.google.com/document/d/1195lXS33zq7jZwZme19bHFa18UW2mgmBQ9qv72gKPTM/edit?usp=sharing
https://docs.google.com/document/d/14F7Pgs7EbQEY4TOQm3hOzAeFESjKTpmGE1At5fJuN4M/edit?usp=sharing
https://docs.google.com/document/d/1ifyuBLcKH6-XIKUVMwgOLAUvvVqJTM97EZsNc9B146s/edit?usp=sharing


Communications & Promotions
“Communications” (i.e. email, social media) is an umbrella term that refers to getting a message out to 
the community in some way, shape, or form. There is a strategic component to communications because 
they help you with outreach and recruitment, can aid in keeping your audience engaged, foster a public 
presence, etc. This strategic component is based on having a proper understanding of what your message 
will look like and why it will look that way. The coordinators of COMunity used the following document to 
help determine their means of communication.

co nnecti ng wit h each oth er + c onnect ing with  McGil l =

campus life  and engagement

cl&e

COMunity; Commuters of McGill plans fun and exciting events that take you through Montreal. You’ll meet some

 amazing people along the way like our team of Connectors who will support and connect you to endless 
resources & opportunities on campus!

Commuter students are anyone who doesn’t live in a 
McGill residence.

Come to our COMunity Drop-Ins and/or to our events across Montreal throughout the year. 
Follow us on Facebook and Instagram to find out more!

First-year students in McGill residences have a built-in sense of 
community. However,  80% of McGill students are off-campus 
students according to the National Survey of Student Engagement 
(NSSE). The goal of COMunity is to create a sense of community for 
McGill’s off-campus & commuter student population. 

Off-Campus Students

McGill Residence

what ?

who?

why?

when?

/groups/mcgilloffcampus

@cLEmcgill

bit.ly/OCCSS

NOT IN REZ? NOT A PROBLEM!

Stop by the Campus Life & Engagement (CL&E) office in the Brown Student Services
Building to say hi and find out about opportunities to get involved

on campus, like being a Connector!
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Developing a Communications Strategy
The COMunity coordinators developed their communications strategy as follows. The first step was to 
establish a timeline, which for COMunity was based around Off-Campus Connects (OCX), the Orientation 
event for off-campus and commuter students. Their timeline was as follows:  pre-OCX, OCX, post-OCX. Once 
the timeline was created, the COMunity coordinators wrote down all of the different communications that 
would be required for the program on one colour of post-it notes, and then using another colour, listed the 
communications platform that would be used to distribute the message. Afterwards, they used another 
colour post-it to designate where each communication would be directed (i.e. Facebook and emails being 
used to direct people to a central website). Towards the end of this process, the COMunity coordinators 
translated this into an Excel sheet. 

Graphics & Visuals
Part of developing a peer program entails creating graphics and visuals for promotional materials. The 
COMunity coordinators worked with a graphic design team to create a logo, postcard, and template for 
their training manual. COMunity coordinators wanted to ensure that the design of their graphics accurately 
reflected the scope of the program. The graphic design team created several potential logos, and the 
COMunity coordinators conducted small targeted focus groups to narrow down which of the logo drafts 
was preferred. 

Assessment Strategy
When creating a peer program, it is important to incorporate an assessment strategy with each step in the 
development of your program. For COMunity, this involved deciding what information the OCCSS team 
wanted to collect from the individuals who participated in the program. The program coordinators for 
COMunity also used this time to strategically plan out touch points (i.e. check-ins) throughout the year in 
order to provide support to the Connectors in their program. Doing so promotes volunteer engagement, 
a sense of community amongst the Connectors and an environment of mutual support. The COMunity 
coordinators used a qualitative approach for their assessment with data collected from focus groups, 
feedback surveys from their student leaders after the training session, feedback forms for participants 
in the events, and monthly check-ins with the Connectors. The purpose of this was to gather explicitly 
anecdotal evidence to help better the program based on participant feedback. The COMunity coordinators 
also worked with the Manager of Assessment for Student Services to develop the surveys used for the 
program.  
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6 Points to consider while doing communications:

Key Points:
Communications

Who is doing your messaging?
Having a single person (or two people) respon-
sible for all of your messaging ensures that 
there is a unified voice being presented which 
helps with consistency and recognition. This 
person or these people shoul all be well versed 
in what your program entails (i.e. goals, 
mission statement, etc.) and should also have a 

good grasp of the other 5 points.

Your Time
- Understand when people will be most recep-
tive to your message (i.e. time of day, time of 
the week, time of the semester, etc.)
- How your message coincide with different 
time
- Don’t send out important message on Fridays 
(greater chance of follow up if you wait until 
MOnday, unless the message is relevant to 
something happening on the weekend.)

Your Audience
- Tailor your message to your audience to elicit 
the greatest possible engagement from them

- Conduct focus groups/surveys to find out 
what people are looking for, their likes/dislikes, 
their knowledge about a particular topic, what 
they would like to know about a particular topic

Your Message
- Know your program and your content
- Understand how people could intepret your 
message
- Have concrete and simple actions items for 
people in your message
- Read through/watch content before posting
- Don’t repeat the same content more than 
once
- Provide content-warnings/disclosure state-
ment sfor content that some people might find 
difficult to read about/watch
- Use language that everyone can understand 
and provide avenues where people can go to 
learn more about something if needed
- Highlight your message vis-a-vis what some-
one else’s message(s) is/are

Your Allies/Communications Partners
- Establish a network of people to help you get your message out and to 
coordinate your approaches to better cross-promotions
- Tap into different social networks to reach a larger number of people
- Have people like/share posts on Facebook and/or re-tweet on Twitter
- Make sure people know about your program (word of mouth, network-
ing) to help advocate for your program

Your “Space”
- The content of message differs depending on where it’s located
- Craft your messages so that they are conducive to the space/-
medium being used
- Think about what kinds of people you will find in areas where 
print material is displayed and what kinds of messages they will 
be most receptive too
- Visit physical spaces before posting anything
- Understanding the different function of various social media 
platforms
- Use different venues and mediums to get your message out
- Have consistent branding on all communication materials 

https://docs.google.com/presentation/d/1guOk900mwrwR20prFDXv7eVKwOfZr6G0FyQ5CffAyuY/edit?usp=sharing
https://www.facebook.com/events/247795292244136/
https://docs.google.com/document/d/1seIF6n3tVOqCfg8KBfY_dY0YVxlPMJm9n8kCiewOqjw/edit?usp=sharing
https://www.mcgill.ca/studentservices/contact
http://ca.studentvoice.com/p/Project.aspx?q=3eeb1888b96d2fb50022433fac89f9cf701c2c5ccdfee86943bf2e9e508920a0484a1e426cf69a562d75cd1fce3524105f97b404c5b945a4&r=6e446bb1-aeea-41ba-bd03-44844cfe5176


The COMunity coordinators are bringing the 
Connectors into the process of consolidating 
the core responsibilities for the position to 
further give the Connectors a sense of agency 
in their work.

Coordinating a Peer Program
Coordinating a peer program involves training and managing staff/volunteers. There is no single best 
approach to training or managing staff/volunteers. However, there are a number of theories that can help 
you in developing training curricula and managing your team. One useful theory to keep in mind as a 
peer program coordinator is Kolb’s Experiential Learning Cycle. Kolb’s Experiential Learning Cycle is based 
on the idea that “learning is the process whereby knowledge is created through the transformation of 
experience” (McLeod, 2013). Learning is an active process that encompasses a person’s entire experience 
in the learning environment as the basis for new knowledge to be developed. This theory is particularly 
relevant for developing training curricula for peer programs because at its core, experiential learning is 
about learning by doing, reflecting, synthesizing, and trying out what was learned.

The diagram of the experiential learning cycle was modelled after the image found on Simply Psychology.

Training staff / volunteers
The mark of a good training curriculum is that it 
successfully prepares your staff/volunteers for their 
role(s). For COMunity, the Connector’s work revolves 
around interacting with other students to help create 
a space where students feel they are able to make 
meaningful connections with other students. Core 
skills needed to accomplish this work are effective 
communication and facilitation skills. Consequently, 
the bulk of COMunity’s training is based around 
helping the Connectors hone and develop these two 
skillsets.
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Below is the training outline for COMunity. If you would like to adapt part of this training for your own 
program, please send us an email at peersuport@mcgill.ca. It is also worth mentioning that the Peer 
Programs Network coordinates a series of workshops (active listening, workshop facilitation, resources 
and referrals, and public speaking) throughout the year to help students in leadership/helping roles on 
campus develop their knowledge and skills to better equip them for their roles. These workshops are free 
of charge to attend, and anyone with a McGill ID number can register for them. You can find a list of the 
workshops that are offered here.
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COMunity Training Skeleton
Welcome
Icebreaker
Debrief of icebreaker
Provide context/background for COMunity
Go over the Connector Manual
Go over roles and responsibilities for the Connectors
Lunch
Asset mapping, goal setting, and personal reflection
Communication skills
Facilitation skills
Working dinner: event planning
Debrief of training day
Closing remarks and next steps

As part of the training process, the coordinators for 
COMunity developed a manual for the students in the 
program (i.e. Connectors). This manual outlines all of the 
different components of COMunity while also providing 
the Connectors with worksheets, key points from the skill 
building portion of the training, and a list of additional 
resources if the students would like to continue to learn 
about particular topics that were covered during training. 
The worksheets were designed to help the Connectors 
reflect on their experience throughout the year. The 
worksheets also help connectors to identity and develop 
skills that are important to them by providing a platform 
for the Connectors to keep track of their reflections, as 
well as to set goals for themselves.

Managing staff / volunteers
As a management style, the COMunity coordinators embrace an 
approach that allows for significant creative freedom and autonomy, 
while also establishing concrete roles within the program. There 
will be a high degree of contact between the coordinators and the 
Connectors throughout the course of the year via monthly check-ins 
and reflection sessions. 

Kolb’s Cycle of 
Experiential 

Learning Applied 
to Developing the 

Toolkit

Concrete Experience
Doing or having an experience: 
Example- drafting the content

of the toolkit

Reflective Observation
Example- taking a step back and 

thoroughly editing the toolkit

Abstract Conceptualization
Concluding/learning from the experience: 

Example- incorporating theories and 
academic literature into the toolkit

Active Experimentation
Trying out what was learned:

Example- visualy mapping the toolkit

Corey the Coordinator 
Tip:Be adaptable. Expect that 
things won’t always go as 
planned and that’s ok. Be 
prepared to adjust plans 
along the way and respond 
creatively.

It has been shown that goal setting is 
effective in increasing motivation. One 
of the most widely used goal setting 
methods is SMART goals (specific, 
measurable, attainable, realistic, and 
time-bound). You can work with your 
staff/volunteers to incorporate SMART 
goals into their work.

Corey the Coordinator Tip:
Debriefing is an important part of both 
workshop facilitation and coordinating a peer 
program because it helps to consolidate the 
learning that took place during the course 
of the workshop/session. Taking the time to 
debrief is ultimately a sense-making process 
that facilitates learning transfer (i.e. being able 
to apply what you learned in one context to a 
different context).

Set clear expectations for you and 
your team from the onset of the 
program as to how you will com-
municate with each other during 
the course of the year.

http://www.simplypsychology.org/learning-kolb.html
mailto:peersuport%40mcgill.ca?subject=
http://mcgill.ca/peerprograms/students-peer-support-role
https://docs.google.com/document/d/1tv3Y4Yy_USWzZvg05HHMphwqU13g6OfmOdIwQH4XviE/edit?usp=sharing


Coordinators of peer programs can be students, staff and/or 
Faculty members. There could be a significant age gap dynamic 
between program coordinators and their volunteers/staff as 
younger students could find themselves in leadership positions 
coordinating older students. Finding ways to manage your team 
regardless of differences in age/experience is important for your 
program’s success. The Community of Practice (CoP) within the 
Peer Programs Network can help with developing knowledge 
and skills in this area, as it is a means through which peer 
program coordinators are able to share best practices and learn 
from one another.
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As peer program coordinators, a useful 
theory to keep in mind is Vygotsky’s 
Zone of Proximal Development. This 
framework is based on the idea that we 
all have the potential to learn things 
just outside of our grasp by working 
with a more experienced peer. For more 
information on the ZPD, check out the 
following website.

Communications
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The Coordinator’s Role
The roles of the coordinators include:

Act as a positive mentor for Connectors throughout the 
planning and implementation of on- and off-campus events

Provide logistical support throughout the planning and 
implementation of on- and off-campus events

Provide feedback to Connectors regarding events and their 
roles during events

Conduct monthly check-in meetings

Inform Connectors of upcoming continuing education 
sessions each semester

Strive to create a sense of community between coordinators 
and Connectors

The Connector’s Role

The roles of the Connectors can be broken down as follows: 

Strive to create a sense of community for McGill’s commuter students in the program

Connect commuter students to resources and support on campus

Help students find different ways to get involved on campus

Attend the training session at the end of August

Attend team meetings/check-ins throughout the academic year

Participate in at least two continuing education sessions each semester

Plan and implement OCX (January & August)

Plan and implement inclusive (off-campus) events for commuter students (minimum one per month) 
to foster a sense of community based on interests and commuter types/locations

Assist with social media (Facebook & Instagram) and promote events through social media

As with any program, communication between members is crucial to program success. For COMunity, 
communication is done through e-mail and monthly meetings. The COMunity Coordinator and Connectors 
also have a private Facebook page to share ideas and feedback with one another in one central location. 
Connectors are encouraged to email, call, or visit the COMunity Coordinator at any time, for any reason. 

Connectors are also asked to attend monthly meetings. These meetings are held to discuss COMunity 
program components (things that are going well, things that need revision, social media and event 
promotion, etc.), as well as to plan and organize upcoming events. Connectors are asked to facilitate a 
COMunity event at least once per semester, depending on their academic and personal schedules. Events 
are scheduled at monthly meetings and Connectors are given the autonomy to organize their event as 
they see best, with help from the Coordinator if necessary. 
 
We at COMunity also believe that “communications” is more than discussing program events and 
components. As such, our monthly meetings include a “check-in” where Connectors are encouraged to 
share personal and academic experiences (both good and bad), issues and problems they are facing, 
as well as thoughts and feelings on current events. Connectors are also encouraged to privately share 
anything with the Coordinator so that we can help in any way. Continuing Education & Professional Development

The COMunity coordinators strongly believe that learning doesn’t stop once training 
is over. The purpose of incorporating continuing education and professional 
development sessions into a peer program is to provide your staff/volunteers with a 
chance to hone existing skills and/or develop new ones based on topics that will be 
useful to them in their role(s), as well as provide the opportunity for them to explore 
other topics they are interested in learning about. COMunity is also capitalizing on 
existing continuing education and professional development opportunities offered 
by the Peer Programs Network and the McGill community.

Logistics
This section of the toolkit attempts to facilitate your 
logistical work by providing concrete strategies and 
resources you can use to deal with the logistics of your 
program.

Minimum commitment of 5-10 hours per month

One-year commitment is required, and if no longer interested 
need to find someone to replace you 

Provide logistic and administrative support during events/
get-togethers/collaborations

Act as a positive mentor for new Connectors

http://www.simplypsychology.org/Zone-of-Proximal-Development.html
http://mcgill.ca/peerprograms/


Evaluating a Peer Program
COMunity approached evaluating their program from the standpoint of collecting feedback from 
the individuals actively involved in the different components of the program: the Connectors and the 
participants. Intentional feedback mechanisms were built into the program to collect the qualitative data 
needed to continue to improve the program as part of an iterative design process. These feedback points 
included: Connector training, monthly check-ins and reflections, event feedback forms, and a critical 
reflection methodology.    
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Action Research
The coordinators of COMunity used Action Research as a guiding principle for the development of their 
program. Action Research is a tool that can be used to foster practice-based evidence to help improve 
learning and development. It can be conceptualized as a spiral that facilitates research, planning, action, 
and evaluation as demonstrated in the diagram below.

The diagram was based off of content on the INFED website.

Working with Data
There are many different approaches you can take while 
working with data from the research you have done. The 
coordinators of COMunity adapted their framework for 
working with data to best suit their respective learning 
styles. The result of their process in helping to write this 
toolkit is shown in the picture on the left.

COMunity coordinators printed off all of the information 
available to them using high-level category words, and cut 
and pasted them onto a large sheet of paper to 
create a visual outline of the toolkit. From here, they used 
different colours to theme and relate the sections to 
different ideas, resources, and theories. 

Having the visual outline allowed for them to play with the structure and content of the toolkit before 
writing it. 

Identify an Idea “Fact Finding”
(i.e. Research) Planning

Taking an Action Step
Taking an Adjusted 

Action Step

Re-planning Evaluation

McGill offers a wide variety of venues for booking 
including lobbies, conference rooms, external
areas, and classrooms. While booking a venue for 
an event is relatively simple, it is important to book 
the room as early as you can. Venues fill-up fast 
and sometimes it can be difficult to coordinate the 
schedule for your event with certain venues. Some 
venues even require bookings a minimum of two 
weeks in advance. There is no central venue booking; 
all venue bookings are done by the various locations. 
If you are unsure who to contact, simply email or 
call the administrative department of your preferred 
location and they will be able to help you. Keep in 
mind other aspects of venue booking such as setting 
up your venue, alcohol permits, security, catering, 
etc. Not only do these things impact your planning 
process, there are also certain university policies and 
procedures that must be adhered to. Make sure to 
check with your venue regarding these policies, as 
well as any other policies they may have. For more 
information on venue booking, please refer to Events 
Bookings at McGill.

Tabling can be an effective way to engage with the 
McGill community. Instead of relying on people to 
come to you, it allows you to go to where people are 
on campus in order to get your message out there. 
There are many different areas where you can table 
on campus. However, there is no central system 
for booking tables at McGill. Each building and/or 
department will have their own requirements and 
procedures for booking tables on campus. 

Room Booking

Table Booking
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Some places require paying a small fee ($5-$10) 
for each table booking whereas others can be 
booked without charge. Or in the case of SSMU 
(Students’ Society of McGill University), the cost of 
booking a table for non-SSMU affiliated groups is 
quite expensive (roughly a few hundred dollars). 
Generally speaking, booking tables in Departmental/
Faculty buildings is either coordinated through the 
Departmental/Faculty Student Association or the 
porter for that particular building. A quick Google 
search using keywords should get you to the right 
place (i.e. finding the process to book a table in the 
Leacock building would be done by typing “leacock 
table booking” into Google).  

https://docs.google.com/document/d/1kjbfWLgfaMcqPRqiKKUUJoupaxwQXGqObnNbz4l2eGY
https://docs.google.com/document/d/16Sw_2exfhPLvU7DuRlu0IZCqCQSj6kqQkhdehKypMWY
https://docs.google.com/document/d/1tv3Y4Yy_USWzZvg05HHMphwqU13g6OfmOdIwQH4XviE
https://docs.google.com/document/d/1A840bZUL-5J3B8AuekspKs6iP3jF-SMFtRgwpaB7xMg
http://infed.org/mobi/action-research/
http://mcgill.ca/eventsbookings
http://mcgill.ca/eventsbookings


Review and Reflection
In designing COMunity, the coordinators of the program used critical reflection as part of their evaluation 
strategy. This methodology is also known as the: WHAT, SO WHAT, and NOW WHAT approach. This diagram 
is modelled after the A “Critical” Reflection Framework by Reflective Practice (2007).

The purpose of using a critical reflection approach is to be able to reflect on both past and future courses 
of action by focusing on what has worked well, what didn’t work, and the reasons why they did or did not 
work. 

Succession Planning
Succession planning is a really important part of program design, especially when working with students, 
as there is a high degree of student turnover within peer programs. Insofar as succession planning for 
COMunity, the coordinators of the program built in a number of different components 
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to facilitate various forms of succession planning. COMunity 
is structured so that there are both Junior Connectors and 
Connectors. Junior Connectors are incoming first year 
students who go through the initial training process along 
with the Connectors, and help them with the planning 
and implementation of the events on- and off-campus. 
Having a junior-senior structure to a program allows for a 
mentorship component within the program and should 
ensure that there is sustained knowledge management. 
Moreover, there is also the possibility for the Connectors to 
be promoted to paid-student staff. 

The coordinators of the program also reached out to the 
McGill School of Information Studies to look into creating 
a practicum opportunity for graduate students in the 
Information Studies program, who would help to create a 
sustainable system for knowledge management.

In addition, the coordinators will write detailed exit reports 
chronicling their time and involvement within COMunity, 
while also explaining the relevance of the various 
documents and files that exist within the program’s Google 
Drive.            

Part of program sustainability stems from taking succession 
planning into account from the onset of program 
development, demonstrating a willingness to learn from 
the data brought forth during the program evaluation and 
incorporating various stakeholder feedback into improving 
the program.

Community of Practice (CoP)
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l unch
learn

There exists a Community of Practice (CoP) for peer 
program coordinators (i.e. students, staff and faculty) 
at McGill through the Peer Programs Network. The CoP 
strives to help peer program coordinators at McGill be 
able to share knowledge and resources with each other. 
The coordinators of COMunity are using the lunch and 
learn sessions offered throughout the academic year 
as a means of personal and professional development 
for themselves, as well as a way to network and build 
relationships with other peer program coordinators 
on campus. Content from the lunch and learn sessions 
will be added to this section of the manual throughout 
the year so that the knowledge and resources shared 
within those sessions are widely accessible.

https://drive.google.com/open%3Fid%3D0B0aKlVj5nQ_6X0RvZ000YlJyS3M
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Resources & References
Resources

Writing a Job Description
Sample Guiding Questions for Developing a Peer Program
Peer Program Proposal Template
Sample Peer Porgram Proposal: COMunity
Recruitment Planning Document
Communications Planning Document
Sample Application Guide: COMunity
Sample Connector Interview Rubric & Questions: COMunity
2016-2017 Connector Manual
5-Stage Model of Debriefing
3-Stage Model of Debriefing

Additional Reading
Ambrose, S. A., Bridges, M. W., DiPietro, M., Lovett, M. C., Norman, M. K., & Mayer, R. E. (2010). How 
learning works: Seven research-based principles for smart teaching. San Francisco, CA: Jossey-Bass.

Ender, S. C., & Newton, F. B. (2000). Students helping students: A guide for peer educators on college  
campuses. San Francisco: Jossey-Bass. 

Grant, A., & Greene, J. (2004). Coach yourself: Make real changes in your life. Harlow, United Kingdom: 
Momentum.

Nelson-Jones, R. (2006). Human relationship skills: Coaching and self-coaching. London: Routledge.

Schwarz, R. M. (1994). The skilled facilitator: Practical wisdom for developing effective groups. San Francisco: 
Jossey-Bass.
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