Getting Started - The Role And Responsibilities Of The Event Chair And Co-Chair

What Is The Role Of The Event Chair And Event Co-Chair?

Let’s Get Back to the Basics!  As a chair co/chair, your goal is to do the following:

	General Responsibilities


	· Set up the structure of the event

· Define the roles of each member of the committee.

· Recruit new folks to the Event Committee, as well as identify possible teams

· Be a positive leader – even in tough times, great leaders smooth over the rough spots, create buy-in, and make good things happen!

· Motivate the Committee

· Make sure everyone is doing their job

· Keep the lines of communication lines open between event chair and all committee chairs

· Set the tone for team recruitment – be a great role model and recruit lots of teams, and help the team relations committee!

· Provide a fun, creative and positive atmosphere to share new ideas

· Delegate, delegate, delegate

· Follow the standards

	Specific Responsibilities
	· Review Best Approach and Standards Manual and ensure that it is followed and executed

· Reviews the critique of the event from the previous year (section of the BA&S Manual)

· Responsible, along with the Event Staff Partner, for the “Goal Setting for the Event” (section of the BA&S Manual)

· Develop the event plan and timeline (section of the BA&S Manual)

· Develop and maintain a list of meetings and events (Determine the dates of all the meetings early, as well as the kickoff date, and communicate it so people get it on their calendars)

· Keep a list of committee members and their contact information.  Publish it at meetings so people can keep in touch and find each other when needed.

· Recruit/ select your committee members and educate each committee member about their responsibilities – split up the work (see “job descriptions” section of the BA&S Manual)

· Document specific task lists for each committee as a guideline for what that committee does (use this Manual as your starting point – you can download it all from www.acsrelay.org and add things to meet your needs)

· Keep meeting notes and follow-ups from your committee meetings – publish and distribute these at meetings.  Email is a great way to do this!

· Contact sub-committee chairs weekly to check in on progress

· Ensure that each committee is represented at each Relay Committee Meeting.

· Provide support to sub-committee chairs

· Develop a Rain Plan

· Work with ACS on specific needs

· Attend post-Relay wrap-up meeting, and make suggestions for next year’s Relay.

· Ensure leadership for the future is in place

· And again, delegate, delegate, delegate!


WHAT IS THE SPECIFIC SEQUENCE OF THINGS YOU SHOULD DO AS A CHAIR?

1. Review this manual.  Go thru it, and make notes, observations, etc. for your coming year.

2. Review the event critique from the previous year so you understand the strengths and weaknesses, and some areas that you should be sure to focus on.  Your event critique will highlight what you need to work on – develop plans for the upcoming year that addresses your event’s opportunity areas.

3. Kickoff your committee.  

a. Get them together, 

b. Identify your sub-committee chairs (see the Cultivating A Committee/ Volunteer Recruitment section for what committees to have, and how to get them), 

c. Give them the Best Approaches and Timeline for their sub-committee (a copy) or have them download it from the website at acsrelay.org (coming soon!).

d. Publish notes for each meeting

4. Kickoff your sub-committees.  Your Sub-Committee chairs may need to have helpers…
a. Have them go out and recruit sub-committees, especially for bigger events, or assign interested people to these sub-committees.

b. Have your sub-committee chairs develop the Timeline with their sub-committees making sure they use the BEST APPROACHES you gave them.   They should also add additional things they have done in the past/ will do to the list, & when they will do them.  For example, all the contacts for all your entertainment should be in here, so that it is documented for future events.  

c. ASK THEM GIVE YOU A COPY OF THE PLAN EARLY ON, so you know if action items are on track.

5. Check in and make sure your sub-committees are on track.  Periodic phone calls, e-mails and visits are nice ways to check to determine that your committees are making progress.  Review their sub-committee timeline, and see what help they need from you.

6. Have brief but informative committee meetings.  Ask them for committee updates, and ask about the items due that month.  If the items aren’t complete give them a friendly nudge (.

a. Follow a simple, standard agenda (10 minutes at start for committee members to get their info together/ get food if you bring it, committee updates, review of follow ups, other issues) or something like that.

b. Publish meeting notes (or identify someone who will)

7. Have your Relay For Life event.  Hopefully your committees will exceed your expectations!  

8. Thank everyone.  Send Thank you letters to participants, volunteers, entertainers etc.

9. Have your participants critique it.  Make sure you pass out the Participant Critique Form to your participants, collect it, and save it for doing your overall event critique (See below).

10. Have your Sub-Committee Chairs update the Best Approaches on what they did & give them to you.

11. Hold an event wrap up.  Ask your committee, team captains, and other attending members what worked, didn’t work, etc and summarize what you would do different next year.

12. Critique your overall event.  Use the data from the Participant Critique Form and your Event Wrap Up to fill out Event Critique Form so you know what to improve on for the following year.

13. Send us feedback on this Manual (go to www.acsrelay.org)
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