
Spectrum Peer Support Worker Facilitator Roles 

STRUCTURE  

1. Two Peer Support positions coordinate Spectrum and support the Queer Youth 

Action Committee (QYAC) team members in their youth leadership positions   

2. Peer Supporters share responsibilities evenly based on each other’s strengths and 

the needs of the program 

OVERALL TASKS REQUIRED 

A. WEEKLY PLANNING COMMITTEE MEETINGS (with Peer Supporters & QYAC) 

1. Prepare agenda for meetings each week – make a photocopy of agenda for each 

committee member and bring to meeting – file each weekly agenda electronically 

on the QYAC Google drive on the P-drive as well 

2. Record weekly minutes at each meeting and save to Google drive – in addition 

save a copy to the P-drive 

3. Facilitate weekly meetings including… 

 Getting the meeting started 

 Introducing the agenda for the day 

 Facilitating the Check-In 

 Run through the announcements with members 

 Establish what the program/activity is for the day at Spectrum and make sure 

all materials are available for it 

 Decide what snack is and purchase 

 Allocate roles for who is welcoming participants, who is buying and preparing 

snack, who is facilitating the check-in, who is delivering the activity and 

introducing it, who is ensuring that participants get signed in, get registered, 

thanking participants for coming and announcing what is happening next 

week  

 Facilitate the discussion/actions for remaining agenda items 

 Close the meeting – summarize any commitments over the next week 

 Throughout meeting 

 keep members focused on the discussion 

 ensure that no one member is monopolizing space,  



 support shyer members to contribute,  

 maintain an equal focus on all members,  

 keep focused on the time to ensure that all agenda items discussed 

 

B. HIRING FOR QYAC POSITIONS 
 

1. Respond to new youth applications for membership 

2. Set up interview times and schedule 

3. At least one Peer Supporter sits in on interviews of new members with QYAC Youth 

Leaders 

4. Provide new member orientation including intro to all new members, tour of the 

building, provide information around guidelines and philosophy of the committee 

5. Support new member to feel comfortable at meetings and feel included 

 

C. SPECTRUM DROP-IN ROLES 
 

1. Set up table with participant sign-in log and fidget toys 

2. Welcome participants as they arrive for the Spectrum Drop-In 

3. Facilitate the beginning of the check-in by calling people to join the circle  

4. Facilitate the check-in go-around, question of the day and introduce what the 

activity is for the evening 

5. Review group guidelines 

6. Filling out the Participant Sign-in log e.g. date, activity, leaders names 

7. Facilitate participants to sign Participant Sign-in sheet during the check-in 

8. Throughout meeting 

 Keep members focused on the discussion 

 Ensure that no one member is monopolizing space,  

 Support shyer members to contribute,  

 Maintain an equal focus on all members,  

9. Keep focused on the time to move from check-in to the nights activity 

10. During an activity connect with the different participants to see how they are doing, 

especially important with newer members that have not yet established 

connections with other participants  

11. Prep and serve snacks 



12. Bring evening to a close, remind participants of what is happening the following 

week at Spectrum 

13. Put away supplies, snacks and clean areas for the Drop-In next day 

14. Once participants have left and the centre is back to order facilitate the Checkout 

with the Peer Supporters and Youth Leaders 

 

D. OVERALL ADMINISTRATIVE RESPONSIBILITIES 
 

1. Maintain Facebook & Instagram page or allocate to another member e.g. QYAC 

Leader 

2. Act as a role model to QYAC leaders on the committee – be available to support 

tasks  

3. If homework is assigned from one meeting to next send out reminder notice of 

what is needed to be done, check in on how things are going and if anyone needs 

support etc 

4. Maintain safety and cleanliness of the Youth Engagement Space 

5. Connect with community partners when needed 

6. Hold members accountable with one another 

7. Respond to inquiries about Spectrum e.g. new participants emails 

8. Maintain Spectrum Bulletin Board in the Drop-In 

9. Create posters to advertise the weekly events 

10. Plan for, develop, and create the weekly activities/programs 

11. Liaise with adult ally 

12. Remain current on youth grants available and support the committee to make 

applications when appropriate 

13. Attend monthly Rainbow Service Provider Network meeting (RSPN) 

14. Attend and participate in the Evaluation Meetings and the Implementation 

Meetings with regards to the Housing First for Youth Trillium Grant 

15. Participate in other meetings as opportunities arise that align with the mandate of 

this position and are supported by supervisor 

16. Attend training opportunities as they arise are supported by supervisor  

 

 


