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Intentional & Strategic Auxiliary Administration & Leadership

e Welcome
e Effective Leadership & Priorities
e Overview of the Yearlong Auxiliary Cycle
o Break down the year into key phases (e.g., planning, enrollment, execution, evaluation).
o Highlight seasonality & key deadlines - summer, after-school activities, & rentals...
o Different buckets and hats we wear
e Strategies for Efficiency and Effectiveness
o Techniques for task prioritization (e.g., Eisenhower Matrix).
o Tools for project management (e.g., Trello, Asana, Google Sheets, Marcie and Excel!).
e Maximizing Resources
o Leveraging cross-departmental collaboration.
o Delegation and empowerment of staff.
o Building partnerships (e.g., vendors, schools, nonprofits).
e Driving Results
o Setting measurable goals and tracking progress.
o Strategies for participant engagement and retention.
e Tools




3 Challenges You/Auxiliary Programs Team is facing?




What Does Effective Auxiliary Leadership Look Like?

Visionary and tactician

Independent and collaborative

Entrepreneurial and implement “tried and true”

Creative risk-taker and risk mitigator

Multitask complex responsibilities and detail oriented
Empower others - find, manage, and retain talent

Effective Communicator

Lead by example SPARC | apiirreeven:




Aside from being a skilled educator...

The ability to design an experience, program, curriculum, or product, based on a deep
understanding of what the audience and community values

A creative self-starter with an entrepreneurial mindset

A strategic thinker with the ability to implement change that drives growth in
participation and revenue

Business acumen, including a demonstrated ability to develop financial models for
new programs and to manage a budget

Expertise in marketing using a variety of technology resources including social media
Excellent project management and organizational skills

The ability to foster positive relationships with all constituencies in an independent
school environment through excellent oral and written communication skills

Strong analytical skills with the ability to quickly and regularly adjust strategy based
on the school's needs

An independent and strategic thinker capable of understanding the full scope of
projects while seeing individual tasks through to completion SPARC
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Where Do We Fit?
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Director of
Auxiliary
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Where Could We Fit?

Director of
Auxiliary
Programs

Enrichment

) School Store
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To Be Strategic - Understand Your Why and Who

Strategic Priorities

Key Tasks and Responsibilities

Strengths and Areas to Work On

Who is on your team -

o Auxiliary Program Team

o Part-Time and others - hybrid postions
o Internal Partners

< T
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Where to Begin Circle which ones are
important to you

Mission
Student Faculty/Staff
ili i Empl t
* Develop a clear set of auxiliary Experience mploymen

program strategic priorities

- Replace unintentional evolution S ‘ et

 Redefine your purpose and goals, with Praposition Strategic Revenue
the involvement of all key Priorities
stakeholders Community Program

« Strategic priorities will inform program i ‘ Innovation
decision-making

School Brand
Admissions Visibility




How Do | Spend My Time? Real vs Ideal

Are your

Allocate your time Real vs Ideal - add up to 100% investing in the
right places?

Program Development
Marketing and Commmunications
Finance/Budget Management
Personnel and HR

Operations

Risk Management

Professional Development
Staff/Team Development

Other




Are your investing

How Do | Spend My Time? Real vs Ideal [Fisestanse

Activity REAL IDEAL

Program Development
Marketing and Communications
Finance/Budget Management
Personnel and HR

Operations

Risk Management

Professional Development
Staff/Team Development

Other

- — —
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Strengths

Areas to Work On
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Strengths Areas to Work On
o  Decent Budgeting Skills e lttention to delail
o  Social Media - love Tnsta/FB, and finkedin = e  Giving clear instructions
o fliring - good sense of pecple o  Gel distracted
o  (Creative o  Have ideas but don’t follow through
o  Quick Start o  Oul of the office too much - not consistent
o  Done this for awhile °
e  Good customer service skills
[ ]

-
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Auxiliary Team

Internal Partners
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Auxiliary Team

Full-Time

Director of Summer Programs hment
flasistant Director - 1§ Eulended & Enri
School Store Manager

fentals Coordinator

Director of Early Childhood

Part-Time

Baristas and Store flssociates
&itended Day Staff
&nrichment partners

HW Club

Music 'Leaaon Tnautrctors

Internal Partners

Positive

Health Services

Facilities| Security

Dining Staff|Catering

HR - onboarding, posting
Business Office - Payroll, AAP|AR
flthletica

Need Improvement
fldmissions

icati
fcademic Divisions
fAdvancement




Create an Annual Calendar by “Tasks”

You’re A Summer Programs Director - What Do You Do All Year?

e Program Development

e Marketing and Communications mkeﬂng
e Finance/Budget Management Sa'b Coflestions
e Personnel and HR <«
e Operations BOOkke\epj; e

e Risk Management S ﬁ

e Professional Development N—~ o

e Other o

‘ >
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Auxiliary / Summer Cycle & Buckets

Month by Month Calendar | | | |
January February  March April May June July August Septemb Octob N b D b
Budgeting
1
2
3
Leadership Development
p SPARC Compass
2 Monthly Task Management Tool
3
Marketing
1 BUDGETING
2
3 LEADERSHIP ENROLLMENT
Program Development DEVELOPMENT MANAGEMENT
1
2
3
Personnel 1 MARKETING SPARC | 7 e PERSONNEL
2
3
Risk Management RISK PROGRAM
1 MANAGEMENT DEVELOPMENT
2
3 OPERATIONS
Operations

Facilities, security, dining services, facilities, health. 1

Enroliment Management

& A




12 Productivity Hacks

(that actually work)

ate a mini crisis.

Set yourself a

Ditch perfectic

Aim for progress, not perfe

“Good enough and done” is
iting for it to be

th more
and clarity

The lvy Lee Method:
Plan tomorrow

6 tasks. Prioritis

our day into
four parts

selfish daily.

Shut out the world and
S on y

You'll get 10x more
in deep focus mode

8 hours of distracted
work gets you no

Eat that fr
As the saying goes

If you have to eat a frog, do
it first thing in the morning

your hardest task first

Everything else feels easier
after that

Batch and conquer.
Group similar tasks.

Ans emails.
make calls, or do
dmin in dedicated

switching,

more doing

keep motivatic
high and
burnou!

Want a high-res PDF of this? Follow Chris Donnelly & join his Step by Step Newsletter.

Strategies for Efficienc
& Effectiveness

Project Management Software
Delegate - resources

Time Blocking

Eisenhower Matrix (4 Quadrants)
Goals Setting and Matrix

15/5 reflection activity

Pareto

SPARC Compass

Other



Sort out your life! 100
tiny tricks to help with
everything from digital
overwhelm to lumpy
sugar and unpaid bills

Comparison Summary

Tool Best For
Trello Visual task tracking

Asana Team collaboration

Google Simple tracking
Sheets

Monday.com Customizable workflows

MS Planner Microsoft ecosystem users

Smartsheet Complex projects

Basecamp Team communication
ClickUp Comprehensive project
management

Airtable Data-heavy projects

Notion Flexible personal & team use

Recommendation

For simple tracking: Google Sheets or Trello.
For team workflows: Asana or Monday.com.

For data-heavy projects: Airtable or Smartsheet.

For all-in-one solutions: ClickUp or Notion.

Complexity
Low

Medium

High

Medium

Medium

Key Strengths
User-friendly, visual boards

Robust features, team
workflows

Customizable, real-time
updates

Automation, dashboards

Seamless Office 365
integration

Advanced automation

Simple, communication-
focused

Feature-rich
Spreadsheet-database

hybrid

All-in-one, customizable

ChatGPT-40




SUMMER PROGRAMS
AND AUXILIARY REVENUE
COLLABORATIVE

) SPARC
Leadership Tools

Goal:

S g What specifically am | trying to achieve? Why do | want to AS a | ea d e r = th i n k a bo ut yo u r
_pecmc accomplish this? What are my obstacles? .
personal strategic goals:

How will | measure success? How will | know when I've achieved
Measurable it?

e Share with your Supervisor

Attainable What steps do | need to take to attain the goal? . Have your Staff Develop
own

R Is this relevant for my long-term objectives? Is this the right
Relevant time?

e Revisit & Re-Evaluate

What is the time frame for this goal? When | am | going to work . F ra m e yo u r WO rk to ACh i eve

Time-Bound on this goal?

¢ PROGRAMS CONFERENCE



Goals Matrix - Use to Track Your Success and Focus Your Work

2022-23 Goals Matrix | | |

Goal | September/October/N b | December | January
. Priority: Build a strong Auxiliary Prog team.
Ensure the Auxiliary Programs team is highly engaged this school year. Build strong with \ppi to cover tasks but also focus on staff growth and interest.

Engage staff and build a sense of community.

— e Celebrate th
Provided Reflection/Self-Evaluation t
Introduce at start of all meetings o ymbers NS Wrote { e e ra e e

all team members

Intentionally assign items on agenda for updates to

|getall to talk Conducted 1-on-1 Meetings to review _ | Share ons in Follow Up 1on 1 Meetings Wi n s '
. it L

Holiday Team Zoom Lunch with Uber

Organized staff on campus to help during hybrid Eats gift cards Set Department Goals, Compile team's goals into one doc
Focus on intentional positive feedback to staff
(tracked in journal) Pandemic Omament and Holiday Treat
2. Priority: Rebrand the Fox Den
Revtalo the Fox ben -battr happlersaf; Advocate for
Acti Acti Next Steps
Opened Cafe for 3 weeks of hybrid - treat bags for (Completed Handcount - team effort, Collaborate with Julie Welter and Imani to create new inventory
US students, free treats for employees Imani in Revel monthly report o u rs e
Collaborated with Alumni Office to offer Special Trained Imani on how to do deposit Schedule bi-weekly meetings with Morgan and Imani to disucss o
Alumni site reporting, continue to support roles/jobs including reviewing the budget

2 Sucessful Pop Up Events with Imani,
Morgan, Praise and Karen - team

Desgined Homecoming special site building Plan January Pop Up - one at LS if possible

New Inventory that Arrived late

November priced and putaway -
Faciltated early ordering of 8th grade fundraising leaming moment - need to create Wo'k with Morgan and Imani to refine process for when new
shirts - building ity! resulted in extra orders | process for new inventory arrives

Create a google doc for To Do's and system to help project
Launched new online store

Priority: Lead the team to Create Effective School Year Prog (within the Pandemic Guidelines - revised 10/2020)
Bulldlng upon a strong spring pivot to COVID pi - lead the y g team to create effective school year programs that serve the community and keep the department
relevant. Develop programs that best serve m Sidwell Friends student community and employees. Analyze and review the prog: [( budget,

Acti Acti Next Steps
Collaborative effort to deslgn and implement SACC |Collaborate with the LS to support lunch
with a focus on health & recess Continue staffing and hiring process for hybrid
Supported ECLC Directors to re-opening the center | Work with ECLC director on ECLC
under new guidelines and with an additional staffing including subs for December
classroom for 3's and 4's which included parent and enhance for January as we add
outreach and hiring 3 new staff new students

SACC finished semester strong with
Building upon successful spring and summer virtual | special holiday events and additional
SPARC, lanched Fall SPARC hours for PD

Intentional presence at the LS opening car doors
and helping with lunch and recess coverage

RO&RAMS CONFERENCE



Quarterly & Annual Reflection/Evaluations

SPARC Quarterly Check-In Sheet Example

August 2024

Spring: Looking back on this Spring...

Describe 2-3 things you are proud of from this Spring:

What are some of the biggest challenges you saw from the Spring? What are
some ways you overcame them? What are some ways we could improve as a
team?:

Summer: Looking back on your summer...

Describe 2-3 things you are proud of from this summer:

What are some of the biggest challenges you saw from the summer? What are
some ways you overcame them? What are some ways we could improve as a
team?:

SPARC |:

Fall: Looking ahead to this fall...

.v u-lu..r |

Describe some things you are hoping to accomplish or work on this fall

What areas will you need some support/training/resources?

Thinking about the next 6 months:

What are 3 goals you have for yourself? What are some action steps? See
SMART goals worksheet

Individual Programs Goals - write the top 3 goals you want to share with
the team (this could be different from those listed above or the same)

1.
2,

3.

1-on-1s

Running Agenda
Action Plan

Be Curious

Lead up & Down!
Celebrate the
Wins!

\ %
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Maximize Resources

e |everaging cross-departmental
collaboration

e Delegate & empower of staff

e Building partnerships (e.g., vendors,
schools, nonprofits)

e Technology & Al!

e Part-Time help

;» v
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Departmental Relationships:

. SPARC Tool: Departmental Integration and Coordination
- Business Office

- Human Resources Departmental relationship with:
- Marketing
- Admissions

; [ P T
- Athletics BE What it now 8
- Advancement -§§ g_:g
- Divisions gz m—— ; = =3
- Operations
- Facilities What's the delta? ____
- Technology
- Food Service
- Security

AUXILIARY PROGRAMS CONFERENCE



Driving Results —

zzzzz

™ ryrm iﬂ_—l_ ™
e Set measurable goals & track progress n - 1 Bl
e Develop strategies for participant engagement S
and retention P = ——

e Create End-of-Year Reports .“ ) - M
e Use Charts, Photos, and Stories : - e
e

EXAM P LES : weII Sul er 2024

Total Revenue

Strategic Priority: Increase Non-Tuition Net Revenue

e Measure actual financial performance relative to projected
e  Measure year over year growth in revenue and net income
e Analyze margin, looking for efficiencies

e Analyze reductions in expenses




Metrics to Measure Based on Strategic Priorites

Strategic Priority: Cultivate admissions applicants for the School

Number of non-student children that have program experiences on your campus annually
Number of school applicants that had a prior experience on campus in auxiliary programming
Number of accepted students that had a prior experience on campus in auxiliary programming
Number of enrolled students that had a prior experience on campus in auxiliary programming
Number of enrolled students who were retained because of auxiliary programming

Strategic Priority: Provide added value to the School community through additional programs and services

e  Number and percentage of current School students enrolled in auxiliary programs
e  Number of School students employed through auxiliary programs
e  Student participation rates in after school and enrichment programs

Strategic Priority: Advance the School’s brand as an innovative leader in education

e Identify programs that were developed and incubated through auxiliary program initiatives
e Identify strategic partnerships with outside organizations that ultimately benefited the school beyond auxiliary programming
e Identify any PR generated by auxiliary programs

e Nn *

AMS CONFERENCE




Auxiliary Programs Tools

e (Goals Matrix SPARC Tools

e Goal Setting Sheet o Compass

e Market Analysis Chart P

e s e Score Card

e Campus Utilization Chart :
e Boston Matrix

e Resource Assessment .

: e Forced Ranking

e Project Management Tools .

e Productivity Hacks

e Enrollment Tally Sheet

e Budget Forecasting

e 4 Question Ritual

T.?\a-"
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Thanks! Keep in Touch!

Karen McCann McClelland

024 MO
2O FERENCE.

Director of Auxiliary Programs

Sidwell Friends School
McClellandK@Sidwell.edu

https://www.linkedin.com/in/karen-mccann-mcclelland/

SPARC Senior Advisor
Karen@SPARCNational.com
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