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OFFICE OF THE SWHAT PTM 

INTRODUCTION 
 

 

For 25 years now, the Student Walk Home Attendant Team (SWHAT) has 

worked hard to maintain the safety of all McMaster students and faculty both on 

and off campus. Our large volunteer base of over 80 dedicated McMaster students 

has allowed us to serve thousands of clients over our many years of operation. 

SWHAT has a close relationship with McMaster Security, extending the reach of 

safety services to Jackson Square and the edge of the escarpment.  

SWHAT’s 25
th
 birthday brings significant changes to the operation of the 

service. It is moving out of the SRA Office (MUSC 204) to a new location, which 

will require both flexibility and planning to maintain service use, volunteer 

engagement, and daily operation. Innovative thinking and creative solutions will 

become critical as many of these changes take place and the foundations of the 

service are being re-established. Throughout this transition, SWHAT will continue 

empowering students to make choices free of fear or concern over their safety at 

night.  

GOALS 
 

 

 
Objective 1 Ownership and responsibility within the executive team 

Description I would like to define the roles of each executive in a more clear and practical way so 

each individual feels as though they have a specific niche and framework they can 

work within. This will involve delegation of tasks and minimizing redundancies 

between roles.    

Benefits - Executives feel as though they have an important and unique role and 

purpose, which will increase accountability as well as motivation and 

dedication 

- Eliminates redundancies between roles (for example, dispatchers and 

executives fulfill extremely similar roles on shift and reduces accountability 

of dispatchers)  

- Increases communication between executives and the PTM and within the 

executive team itself 

Difficulties - Delegating tasks can occasionally be more work intensive and require more 

consistent communication and follow-up on the part of the PTM 

- There may be a lack of entirely unique tasks for each executive to 
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accomplish 

- May reduce the willingness of executives to share tasks/be flexible and 

collaborate (will continue to emphasize the importance of group 

brainstorming, team dynamics and team support)  

Long-term 

implications  

- This may make the hiring process easier if both volunteers and the incoming 

PTM has a better idea of what each executive role entails 

- Improves motivation of the executive team which may also improve output, 

creative thinking, and problem solving  

- Minimizing redundancies between roles will make the service more efficient  

How? - Discussions with individual executive members about expectations, 

ideas, and their perception of what their role will entail 

- Use job descriptions as outlined in the operating policy as a 

framework for delegating responsibilities 

- Bi-monthly executive meetings where executives update the team on 

their progress and facilitate discussion on a topic in their area of 

expertise  

- Transition reports from each executive member to continue shaping 

the role in the future 

Partners SWHAT Executive Team 

SWHAT PTM 

Incoming SWHAT PTM 

 
Objective 2 Maintaining/increasing service use as compared to SWHAT Year 2014/2015 by the 

end of the Winter academic session. 

Description Maintaining or hopefully increasing service use will become particularly important 

as SWHAT moves to its new location. This will involve developing a promotional 

strategy as opposed to piece-meal promotional items, collaborating with other 

services and engaging with the community to increase awareness of our service and 

reduce the stigma of actually using the service.  

Benefits - This will mean that more students are being reached and have the ability to 

use our service should they choose to!!  

- Reinforces the importance of safety on campus 

- Closer networks with other MSU services and with the MSU itself (SWHAT 

is rarely considered to be affiliated closely with the MSU, which is in itself 

an avenue for much greater campus engagement)  

- The potential to generate positive relationships with the greater 

Westdale/Hamilton community  

- Encourage creative thinking to actually attract clients as opposed to simply 

relying on the visibility of the office 

-  
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Difficulties - Coming up with a comprehensive promotional strategy 

- Transitioning students to our new location 

- Budgeting for promotional materials (since old promotional materials from 

last year are no longer useable)  

Long-term 

implications  

- Community awareness of SWHAT 

- Continuing to carve out a niche for the service and highlighting its 

importance 

- Gaining a better understanding of what promotional strategies work most 

effectively for our service in particular. This year is essentially a trial and 

error period for future years in the new office 

How? - Promotional strategy: creating messaging with a linked theme, 

working more closely with MSU staff to develop the most effective 

methods of advertising, creative means of promoting the service (i.e. 

patrols in SWHAT suits, new promotional materials, signage etc.)  

- Working with Public Relations Executives to set up a structured way 

of developing ideas and planning for implementation; for example, 

developing a proposal for PR executives to submit with any ideas 

outlining in more detail what they want to accomplish and how 

- Liaising with McMaster Security Services, similar MSU services and 

clubs, as well as community partners  

- Strong Welcome Week presence (Clubsfest, SWHAT volunteers/execs 

doing patrols, liaising with SOCS on Walk Homes, promotional 

materials with first year students, Res TVs, Mobile SWHAT Promo 

Booth)  

Partners - MSU Communications Officer 

- Michael Wooder 

- VP Admin  

- Underground 

- McMaster Security Services 

- Other MSU Services/Clubs  

 
Objective 3 Transitioning to new office  

Description This will involve moving all equipment, the fridge, food, promotional materials and 

any other items in the old SWHAT office (MUSC 204) to the new location by the 

beginning of September. It may also require a reassessment of our current service 

operations with respect to the new office and implementation of the necessary 

changes.  

Benefits - Allows for the creation of new SWHAT promotional material and new 

operating strategies  

- Opportunity to revamp aspects of the service that may no longer be as useful 
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- Having a space unique to SWHAT 

Difficulties - Communicating the change with the volunteer base and clients 

- Making adaptations to longstanding operating policies if no longer supported 

in the new locations  

- Losing the visibility of MUSC 204  

Long-term 

implications  

- Will require adaptation of policies for future years to come 

- Year of experimentation to see what is most effective for working within the 

new capacity of the new location 

How? - Physical movement of equipment in August 

- Big promotional push in September using promotional materials/swag, 

on-campus presence, and social media presence 

- Continued social media engagement as well as on-campus presence 

throughout the year 

- SWHAT Housewarming Party!  

Partners - VP Admin 

- WGEN cooperation as the offices switch  

- Communications Officer  

- SLDC, Michael Wooder  

- Underground  

 
Objective 4 Mini-goal: Comprehensive promotional strategy for 2015-2016  

Description To design a promotions strategy that is more like a real promotional campaign as 

opposed to random pieces of promotional material. This may mean having a linked 

theme for SWHAT events (i.e. 25
th
 Birthday!) as well as more consistent promotions 

throughout the year. This strategy should be developed by the end of July or 

beginning of August.  

Benefits - Greater outreach to the McMaster community  

- Increased awareness of the service and service usage  

- Adds consistency and continuity to campaigns 

- Will allow for better budgeting  

Difficulties - Consistent social media presence is difficult to maintain  

- Allocating budget materials/staying within the budget 

Long-term 

implications  

- Framework for future social media campaigns 

- Increasing familiarity with the new office  

- First year students will become more comfortable/involved with the service 

as they move throughout their time at McMaster  

How? - Promotional materials: buttons, stickers, rulers, pens etc. Decide what 

is most useful and order in time for Welcome Week  
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- Re-use/re-purpose older SWHAT promotional material 

- Decide a theme for ongoing promotions/large-scale promotional 

events 

- Better use of MSU Website and MSU advertisement services (i.e. 

calendar, Res TV’s, UM coffee sleeve stickers)  

- Throwing a SWHAT Housewarming Party in September to help 

volunteers and the larger community to become familiar with the new 

office 

Partners - VP Admin 

- Communications Officer  

- SLDC, Michael Wooder  

- Underground  

- Social Media Coordinator 

 

Long-term planning 
 

 
Below is an example of something that you could plan for longer than one year. This is quite a 

simple example, but you can choose to use this for simple tasks (such as increasing Facebook 

likes) or for broader visions (planning a multi-school conference for example)  

 
Overarching 

Vision (what is 

the ultimate 

goal?) 

Better understanding of service usage, clientele, and outreach through data 

collection and maintenance of records  

Description  Collect data from bi-annual surveys, walk reports, etc to get a better 

understanding of who is using our service, when, and how, to see whether 

there are any trends   

 Maybe implement an over-the-phone/in-person demographic survey of 

clients if they wish to participate 

o For example, dispatcher could ask the client questions such as: 

 Year 

 Program 

 How they heard about SWHAT 

 Why they use the service 

Benefits  Future PTM’s can get a better sense of effective ways to advertise 

 Feedback on how to best improve the service  

 Areas of improvement/weakness will be highlighted 

 Start building data for any necessary future changes (i.e. changing hours, 

effectiveness of office space etc)   
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Year 1  Compile and chart data from walk forms, Walk-A-Thons, and surveys  

 Develop and send out survey to both clientele/McMaster public and 

volunteers asking for feedback about the service  

 Organize Excel spreadsheet to get an understanding of distribution of walks 

with relation to month, timing during shift, repeated walks etc.  

 Begin moving this data offline onto the MSU server  

 Compile data from dispatcher-administered survey to identify our primary 

service users 

Transition reports from executives  

 Ask each executive to do a transition report highlighting areas of 

improvement/suggestions for improvement and potential weaknesses  

Share data as well as any data collection strategies with incoming PTM  

Year 2  Compile and chart data from walk forms, Walk-A-Thons, and surveys (2016-2017) 

 Develop and send out survey to both clientele/McMaster public and 

volunteers asking for feedback about the service  

 Organize Excel spreadsheet to get an understanding of distribution of walks 

with relation to month, timing during shift, repeated walks etc.  

 Begin moving this data offline onto the MSU server  

Transition reports from executives (2016-2017) 

 Ask each executive to do a transition report highlighting areas of 

improvement/suggestions for improvement and potential weaknesses  

 Write any feedback on 2015-2016 suggestions tried  

Add data to 2015-2016 data file  

 

Share data as well as any data collection strategies with incoming PTM 

Year 3  Compile and chart data from walk forms, Walk-A-Thons, and surveys (2017-2018) 

 Develop and send out survey to both clientele/McMaster public and 

volunteers asking for feedback about the service  

 Organize Excel spreadsheet to get an understanding of distribution of walks 

with relation to month, timing during shift, repeated walks etc.  

 Begin moving this data offline onto the MSU server  

 Compile data from dispatcher-administered survey to identify our primary 

service users 

Transition reports from executives (2017-2018) 

 Ask each executive to do a transition report highlighting areas of 

improvement/suggestions for improvement and potential weaknesses  

 Write any feedback on any 2016-2017 suggestions tried  

Add data to 2015-2017 data file 

 

Share data as well as any data collection strategies with the incoming PTM 
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Liaise with VP Admin/Services Commissioner/MSU partners to analyse the data and 

evaluate any necessary changes for upcoming years.  

Partners VP Admin – Giuliana Guarna 

MSU Communications Officer  

Network administrator – Pauline Taggart  

Incoming SWHAT PTM  

 

 

 

 

GOALS to strive for 
 

 
 

List 5 things that you would like to have prepared for the beginning of September 
- New promotional materials advertising our new office designed and delivered  

- Set up Welcome Week/early September operating schedule  

- Budget food expenses for each month, taking into account potential social events and other forms 

of volunteer appreciation  

- Update the SWHAT page on the MSU websites with our new office location and any updates to 

service operation 

- Finish developing the volunteer applications so they are ready to send out September 6
th
 

 

List 5 things you would like to have completed during the fall term (1
st
) 

- Walk-A-Thon #1 – promotion, donation, volunteer engagement  

- Compile data on T1 food consumption, service use, social attendance in order to re-evaluate 

strategies for T2 

- Organized at least one volunteer social and one other volunteer engagement event  

- End of term check-ins with each executive member about any feedback from the past 

semester/summer 

- Survey to volunteers and/or clients about SWHAT’s service and operations in semester 1 

 

List 5 things you would like to have completed during the winter term (2
nd

) 
- Final transition reports from all executive members 

- Organize an end of the year social 

- End-of-year volunteer appreciation gifts ordered, delivered, and handed out  

- End-of-year SWHAT survey about how the service did over the course of the year 

- Compile data on food consumption, service use, social attendance etc.  
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Master Summary 

 
May  First executive meeting 

 Set the agendas for summer meetings 

June  Second executive meeting  

 Discuss changing hours and room locations 

 Begin Welcome Week promotional planning 

July  Order any Welcome Week materials/promotions required  

 Design poster board for any event where SWHAT has a table (i.e. NMO, 

Clubsfest etc.)  

 Connect with SOCS about collaboration  

 Begin to prepare for office move  

 Executive meeting 

 Exec 1-on-1 meetings 

August  Send email to volunteers reminding them to sign up for Welcome Week 

shifts 

 Schedule Welcome Week – mid September shifts 

 Move offices  

 Finalise MacQuest activities  

 Plan food budget allocation for semester  

 2 executive meetings 

September  September 6
th
 release volunteer applications; interviews for walkers and 

dispatch  

 Organize training (mid-September) for all volunteers returning and new  

 Second half of semester schedule  

 Updated volunteer agreements for ALL volunteers  

 Costco trip for food 

 2 executive meetings 

 SWHAT housewarming party!  

October  Begin planning the November Walk-A-Thon – charity, promotions etc.  

 Costco trip for food  

 Casual social gathering with volunteers – icebreakers and training refresher 

 2 executive meetings 

November  Walk-A-Thon promotional push!  

 Updated walk count 

 Organize patrols and increased campus presence 

 Contact/liaise with charity for Walk-A-Thon 
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 Costco trip for food 

 2 executive meetings 

December  Term 1 Holiday themed social!  

 Volunteer Christmas cards  

 Send out Term 1 surveys and get Term 1 transition reports from execs  

 Back up any documents onto the home server  

 Term 1 Inventory  

 Costco trip for food 

 Budget adjustments/review 

 1 executive meeting 

January  Beginning of year promotional push  

 Release semester 2 volunteer applications 

 Term 2 volunteer training -> half new volunteers, half all volunteers  

 Costco trip for food 

 2 executive meetings 

February  Casual social gathering 

 Costco trip for food  

 Plan Term 2 Walk-A-Thon – promotions, charity etc.  

 2 executive meetings 

 Valentine’s for volunteers  

March  Walk-A-Thon promotional push!  

 Relay for Life  

 2 executive meetings 

 Order volunteer appreciation/end-of-year gift  

 Costco trip for food 

April  Term 2 End of Year social!  

 1 executive meeting 

 Write transition report 

 Plan transition meeting  

 Start transitioning incoming PTM with basics  

 Assist with incoming executive interviews  

 End of year data collected 

 End of year survey 

 Transition reports from executives  

 


