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Introduction and Methodology 
Symage Consulting Group conducted a performance needs analysis to determine the gap 
between current and desired performance. Based on the results,  a high level design was 
crafted and eleven interventions were proposed.  Following specific criteria, six interventions 
were selected and two were given high priority. This document presents the prototypes for the 
two chosen interventions.  

Selection for Prototype 
Of the six interventions in the 
performance improvement roadmap two 
prototypes are provided.  Interventions 1 
and 3 - role clarification and 
performance feedback interventions - 
are relatively straightforward and will 
follow institutional templates and 
recommendations.  Interventions 4 and 
5 - the LMS refresher course and LMS 
information for new students - rely on 
the input and expertise of the office of 
teaching and learning services. 
Interventions 2 and 6 - the LMS guides 
for tutors and team building meeting - 
are both novel interventions that are 
developed and implemented within the 
program team’s skills and resources. 
Prototypes for these interventions are 
detailed below.  

  
 

 

  



 

Prototype 1: LMS guides for tutors 
The learning management system guides for tutors are user-friendly references for 
understanding and optimizing the features of the eLearning platform.  The objective of this 
intervention is to decrease tutors time on task. This addresses the need for tutors to spend less 
time on their work and have fewer issues with workload.  The efficacy of the guides will be 
measured by tutor self-reports, performance feedback, and the course evaluations.  From the 
Six-Boxes Model, this intervention addresses the identified need for resources.  
 
This job aid is geared towards tutors, but will involve the program coordinator, input from the 
offices of Teaching and Learning Services, and Information Technology.  To centralize control of 
the contents as well as enable the document to be evolving to meet the tutors needs, this 
intervention will be implemented in the form of a shared electronic document.  It will be housed 
in the institutional OneDrive and permission to access will be provided to necessary 
stakeholders.  
 
This job-aid will be developed between April and August 2017 and is expected to require 16 
hours of program coordinator time to develop.  This results in an approximate cost of $640 in 
wages that do not impact the program budget.  
 
 
 
 
 
 
  



 

 

Feature Description How to Notes 

 
 

If you find a video on YouTube 
that you want to share with the 
students, you can do it by 
embedding it in the course. 
This means, the video will 
appear within the course, 
opposed to just a hyperlink.  

 

1. Find your video  
2. Click the share button 

3.  
4. Click the second tab 

“Embed” 
5. Copy the link 
6. Go to MyCourses  
7. At the location you want 

the video 

8.  

9.  
10. Enter URL or embed code. 
11. Paste the YouTube link 

YouTube is well structure to 
enable you to share videos by 
embedding them on other 
websites.  This process may 
work for other video sharing 
sites as well. 
 
More Info: 
 
IT KB article: 5055 
 
YouTube Help 
 
 

Posting 
articles and 
readings for 
students 

New copyright regulations 
require that articles are linked 
via MyCourses  instead of 
uploaded as PDFs. 
 

 

1. Find your article 
2. Find the DOI 
3. Copy the DOI 
4. Go to MyCourses 
5. At the location where you 

want the article select  

6.  

7.  
8. Paste: 

http://proxy.library.mcgill
.ca/login?url=http://dx.do
i.org/ 

9. Add your DOI 

There are several ways of 
doing this. The most 
recommended is to use 
permanent links, but these 
can be hard to find for some 
articles. The DOI is a quick 
easy way that works almost 
every time. 
When doing this, students will 
need to log-in to their McGIll 
account to access the article. 
 
More Info: 
 
McGill How To 
 
McGill Library How To 
 

Preset dates 
for 
discussions 

Create discussion topics in 
advance and have them only 
become visible to students at a 
certain date/time.  
Limit the amount of time 
students can use a particular 
discussion. 
 

 

1.  
2. Create new “Forum” or 

new “Thread”. 
3. Scroll down to “Visibility” 
4. Select Has start date and 

enter when you want it to 
start. 

5. Select has end data and 
enter when you want it to 
end. 

This is useful to manage 
discussions for large classes.  
You can prepare discussions 
in advance and have them 
automatically appear at the 
right time for students.  
 
More Info: 
 
McGill IT KB 
 
 

https://support.google.com/youtube/answer/171780?hl=en
https://www.mcgill.ca/library/services/teaching/links
http://proxy.library.mcgill.ca/login?url=http://dx.doi.org/
http://kb.mcgill.ca/kb/?ArticleId=5055&source=article&c=12&cid=2#tab:homeTab:crumb:8:artId:5055:src:article
https://www.mcgill.ca/library/services/teaching/links/mycourses
http://proxy.library.mcgill.ca/login?url=http://dx.doi.org/
http://proxy.library.mcgill.ca/login?url=http://dx.doi.org/


 

Prototype 2: Team Building Meeting 
 
The second proposed prototype consists of organizing an informal but structured team building 
meeting. The objective of this activity is to build team bonding and foster open communication 
between stakeholders, which are the members of the steering committee.  

 
This pilot project could be a recurrent yearly event where stakeholders are invited to share 
success stories, increase engagement and motivation and contribute to the promotion of the 
program. 
Since the main stakeholders don’t have the opportunity to interact on a regular basis, this 
meeting will also allow to collect feedback from one another and address expectations for the 
upcoming year.  

 
This team building activity will be conducted during lunch hour sometimes in December 2017. 
It’s the most convenient time, since the end-of-semester rush would be over and everyone 
would be relaxed and in the mood for the holidays.  
 
Symage Consulting Group will be in charge of organizing the team building activities along with 
the program coordinator.  Symage Consulting Group will also moderate the team activities as 
well as provide a report of the results. 

 
The allocated budget for this intervention is approximately 900$, which includes the cost of 
preparing the activity, wages of the stakeholders for two hours as well as food catering.  

Timeline of the activity: 
 
1- Preparing the activity  (September 2017 - December 2017) 
2- During the activity (December 2017) 
3- After the activity (December 2017- January 2018) 
 
 
 
 
 
  



 

Preparing the activity  

September 2017 - December 2017 

During the activity  

December 2017 
Lunch time (12:00 noon - 2:00 pm) 

1. Welcome & group photo (15 mins) 
2. Our guiding principles (45 mins)  
3. Pub quiz (45 mins) 
4. Closing mingling (15 mins) 

 

 



 

Activity 1 - Our guiding principles (45 mins) 

The goal of this activity is to collectively write the guiding principles the whole group should 
abide by. During this activity, participants will be given the chance to express themselves, all 
while creating a sense of belonging with the whole team. The objective is to also break the ice 
for the meeting and foster communication among team members. 
 
Steps:  
1- Welcoming words from the activity moderator and explaining the goal and rules of the activity. 
2- Moderator will ask the group to write 10 fundamental values they personally adhere to when 
they interact with others, resolve conflicts,  communicate, etc.  Each person will have 5 minutes 
to individually complete this part.  
3- The group will then split.  Five people will remain seated (the analytical and the driver 
personality styles in red circle), and 5 people (the supporter and the expressive personality 
style) will rotate  from red circle person to the next, just like a speed dating event.  
 

 

4- Participants in red circles will take notes, as their partner shares their fundamental values. 
5- After five minutes, the moderator will ring the bell and participants will rotate clockwise on to 
the next red circle person.  The process will repeat until all participants have been rotated.  
6- Once the rotation is complete among all participants, the moderator will ask each person in 
red circle to share findings. Moderator will take notes on the board. 
7- Participants will then collectively choose their top 10 values, which will be their guiding 
principles.  
8-  The moderator will be compiling the information and will create a slide with the group photo 
and the 10 guiding principles of the team, as chosen by everyone. The moderator will mail it to 
the team a week later.  



 

 
Seated Participants - Analytical and Driver personality types: IG, DZ, TW, SS, MS, (RD) 
Rotating Participants - Expressive and Supportive personality types: LS, KS, MW, MD, CG 
 

Activity 2 - Pub quiz (45 mins) 

The second activity for this lunch gathering is a fun, casual, team based trivia game.  Pub 
Quizzes are generally regularly occurring trivia games in pubs/bars where tables compete 
against each other on varying themes of random trivia.  There are rounds of questions, where 
each round has a theme, for example; sports, geography, etc.  The person running the activity 
reads the questions aloud and the teams must write down their responses.  After each round of 
5 questions the teams submit their responses and get a score for the round.  At the end of 
several rounds the scores are totaled and a winner declared.  This activity is flexible regarding 
time, meaning many rounds may be on-hand, but only those with time permitting be used.  It is 
casual, active, and collaborative, but not stressful or work related.  There are large databases of 
trivial questions online which will be used to generate the questions, such as:  
http://www.businessballs.com/quizballs/quizballs60_free_trivia_quiz_questions_answers.htm  
https://www.kudos-pub-quizzes.co.uk/advice/ 
 

 

The goal of this activity is to provide semi-structured fun face-to-face interactive time when 
stakeholders can spend time together focusing on non-work related tasks.  
 
 
 
 

http://www.businessballs.com/quizballs/quizballs60_free_trivia_quiz_questions_answers.htm
https://www.kudos-pub-quizzes.co.uk/advice/


 

After the activity  

December 2017 - January 2018 

- Send a thank you email with Our Guiding Principles document 
- Post guiding principles in OneDrive 
- Post photo on website 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 


