WORKSHOP COORDINATOR

Be sure to read the General Procedures section of these Guidelines. It contains important information pertaining to all Board positions.


Voting Member of: Executive Board

Primary Duties:

1. Work with the State President and others to plan and direct workshops at the Oregon State meetings.
2. Be available to advise and/or organize workshops to be presented within the Districts/Chapters.

GUIDELINES 

1. Obtain and review all files from previous Workshop Chairman.

2. Attend summer Board Retreat, if scheduled, and all Board meetings called by the President.

3. Consult the President for ideas on workshops she would like presented at each meeting i.e. any ideas on topic areas, type of presentations, possible presenters. Coordinate as to which of you will contact and make arrangements.
4. Make contacts and arrangements for any outside presenters/speakers.

5. Coordinate with workshop presenters to assure that they have all materials and equipment needed.

6. Coordinate with the Meeting/Convention Chairmen regarding special needs – i.e. space, podium, A-V equipment. They will need ample lead time and direction as to what, if anything, special may be needed 
a. Table set ups, stage, podium, screens, projector, mikes, etc.

b. Keep in mind budget limitations

c. Maintain flexibility
7. Keep in close contact with workshop presenters and offer assistance. 
8. Keep President informed and confirm plans as they develop. Be sure that you understand what she expects of you and of the presenters. 

9. Serve as hostess for any guest speaker. Meet them, assign someone to be with them, sit with them, introduce them to others, carry special equipment, etc.
10. At your decretion you may prepare an evaluation form for the members to fill out and turn in following the workshops. Summarize these evaluations for the president and file for future planning. 
11. Prior to State Convention, prepare files to be turned over to new Coordinator. 
12. At State Convention, be prepared to introduce each workshop. 
13. Submit updates to these guidelines to the Documents Chairman.
CALENDAR CHECKLIST FOR WORKSHOP COORDINATOR
April/May/June/July:
· Read or go through all materials in the files from your predecessors.  There may be important ideas and small nuggets of information contained in them.

· Send out any thank you notes and congratulations as needed.

· Begin to compile lists of potential workshops and presenters.
· Meet with your President to find out what her expectations are for you this year.  Decide together what workshops you will have for Leadership.
· If there is to be a Board Retreat, plan to attend.  Your input is needed.
· Lead-time is important for workshops.  

· If you’re planning to go to IC,  coordinate your travel, lodging and registration with the President

August/September:
· Review workshop schedule and needs. Are they on schedule, having problems, all is OK. 

· Check with Leadership Chairman to review any special needs.
· Send in Leadership Conference registration & arrange for lodging and transportation.

· Attend Leadership

· Write up a final report for Leadership workshops to be turned in with year-end report and include in your files.

· Send any thank you notes, as needed, to presenters

· Write an article for the next Grapevine. 

October/November/December/January:
· Finalize ideas on Workshops for Winter Meeting with the President.
· Review with the Winter Meeting Chairman for any special needs.
· Make contact with the State Convention Chairman
· Make your plans to attend Winter Meeting

· Are you planning to run for office next year?  Nomination forms are due Feb. 1

February/March/April: 
· Plan and develop Workshops for Convention with the President.

· If you have a speaker coming, are there any special needs to be met?

· Review any special needs with the Convention Chairman.  
· Make certain your Convention registration is mailed.

· Have you made travel and lodging arrangements?

· Continue to touch base with both your President and the Convention Chairman.
· Write your year-end report and make 3 copies to take to Convention.

· Be sure to pack all files to give to your successor.

· Enjoy convention.
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