Rotary Club of St. Catharines Sunrise – Team Responsibilities

Our aim this year is to balance the workload of meeting set-up, program development and meeting agendas, so that all members of the club participate over the course of the year.

I am pleased to confirm that Trevor Blake, Brian Hughes and Jacquie Herman-Wing have each agreed to serve as Team Leader for the 2009-2010 Rotary Year, and that Rod Hollick has agreed to serve as Program Co-ordinator.  On the basis of discussions with the Team Leaders, we have developed the following list of Team Responsibilities:

1. Teams will assume these responsibilities for two consecutive months, twice during the Rotary year.  The calendar is appended to this guideline, together with the RI monthly ‘themes’.

2. Teams will arrange the program for each club meeting in that two month period.  This may, but does not have to, include a guest speaker.  Teams are encouraged to plan programs that reflect RI themes, topical issues in the community and/or the Niagara Region.

3. Teams are encouraged to arrange programs one month in advance – and to notify Wendy Laslo of program topics along with a suitable written introduction, so that information can be communicated via the website.  In the event that ‘special’ programs are likely to attract significant numbers of visitors, the Program Co-ordinator will advise the hotel accordingly.
4. Teams will ensure that the meeting room is set up for each meeting, and that the club material is properly secured after each meeting.  If the meeting agenda requires special equipment, such as AV equipment, screens, flipcharts, etc., Team leaders will ensure those arrangements are made.  Teams are to ensure that guests are properly identified, make-up cards issued and that the Club President receives the attendance list prior to the start of each meeting.  Each team will decide the extent of its involvement in the running of the meeting, and advise the President accordingly.
5. When meetings are planned to be held off site, or are cancelled, the Program Co-ordinator will ensure that The FRONT is advised.  Team Leaders should advise the Program Co-ordinator of these changes at their earliest opportunity.

6. Despite the very best efforts at securing appropriate program presenters, it is inevitable that things happen to foul up such programs.  Team leaders may make use of the “Program in a Box” that is included in the club set up materials.  The envelope is sealed for a reason!!
