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Mountaineer Square Dance Club

 Englewood Masonic Lodge

3500 South Sherman

Englewood, CO  80110

________________________________________________________________________________


CLASS COORDINATOR DUTIES

Per by-laws:

ARTICLE V - Section 2:


Other officers shall be committee people deemed necessary by the office of President.

ARTICLE V - Section 7:

Club officers shall be charged with and authorized to carry out the business of the Mountaineers Club.  Any and all business of the officers shall be available to any club member upon request.

_____________________________________________________________________

Traditional duties:

1. Meet with outgoing Coordinators for introduction to position.
2. Plan an advertising campaign and decide on a budget with the help of the Board
3. With help of Board, decide on Student cost of classes.
4. Advertising for students for the new class.
5. Western Welcome Week Parade: pass out flyers
6. Contact Mountaineer Members and ask to bring friends, family etc and place flyers.
7. Plan and implement Special Student Events throughout the year.
8. Attend Board Meetings, giving the Board monthly reports on progress.
9. Arrive at the Lodge early and set-up per duty sheet.
10. Collect fees from students.
11. Maintain sign-in lists for both the students and angels.
12. Submit a student roster to the Board.
13. Coordinate students & angels at all classes.
14. Keep the Board and particularly the President abreast of any needs for additional angels.
15. Keep Students informed.
16. Clean up Lodge and close up after students leave
17. Contact each student that misses a class.
18. Arrange and coordinate class graduation
19. Advise Council representatives and arrange for Council attendance at graduation
20. Work with Treasurers to get badges for new members and dangles for angels
21. Enlist two couples (one from class and one current club member) to be the Coordinator Team for the next set of lessons.
22. Meet with new Coordinators to pass the Coordinator files and instruct them in their new position.
Details of duties

1. Meet with outgoing Coordinators for introduction to position.

At least a couple of months prior to the scheduled start of classes, arrange a time to meet with the Coordinators from the previous class so they can brief you on the position and what needs to be done to get ready for the upcoming class.

2. Plan an advertising campaign and decide on a budget with the help of the Board

The Club will provide an Advertising budget.  It will be your responsibility to plan an advertising campaign and give the Board a rough idea of the costs.  Once that has been approved you need to begin implementing that plan, scheduling spots in papers and making flyers etc.  Make sure that you plan your timing effectively.

3. With help of Board, decide on Student cost of classes.

After you have established an advertising budget, determine in a Board meeting what the other costs involved are and decide on the Student's cost and how they will be paid by the students.

4. Advertising for students for the new class.

Implement your Advertising Campaign.  Begin planning and implementing to allow sufficient lead time to get advertising placed and published prior to start of class.  Be cognizant that some media require several weeks lead time for “free” public service advertising.

5. Western Welcome Week Parade: pass out flyers

Although we cannot pass out flyers from off of the Float, you can walk among the crowds and pass them out, this will also give you an opportunity to answer any questions they have.

6. Contact Mountaineer Members and ask to bring friends, family etc and place flyers.

Remind the President to announce at the dances, the month before classes are planned, 

to remind the membership to encourage friends and family.
7. Plan and implement Special Student Events throughout the year.

8. Attend Board Meetings, giving the Board monthly reports on progress.

9. Arrive at the Lodge early and set-up per duty sheet.

10. Collect fees from students.

· Maintain accurate records of payments received and pass receipts to Treasurer for depositing to club accounts

11. Maintain sign-in lists at all classes for both the students and angels.

12. Submit a student roster to the Board.

13. Coordinate students & angels at all classes.

14. Keep the Board and particularly the President abreast of any needs for additional angels.

· Advise the President so announcements/calls for angels can be made

15. Keep Students informed.

· Advise students of upcoming club activities and dances as well as other beginner hoedowns that may be of interest

· Keep students abreast of any important information about classes or other club news
16. Clean up the lodge and close up after students leave

17. Contact each student that misses a class.

18. Arrange and coordinate class graduation

· Select a date and plan the ceremony and events for the class graduation.

· Arrange for refreshments

· Coordinate student activities (e.g., Cap design/contest) for gradation

19. Advise Council representatives and arrange for attendance at graduation

· Council typically has someone appointed to visit classes and welcome new dancers 

· Find out who is performing that function for the Council and contact them to arrange for them to come to the scheduled graduation.

20. Work with the Treasurers to get badges for new members and dangles for angels.

· As students near graduation, have them complete Mountaineer membership forms and collect dues and fees for new badges.

· Pass the information and money to the Treasurers and have them order badges for the new members

· Advise the Treasurers of the number of angels to be awarded dangles so they can order the dangles prior to graduation.

21. Enlist two couples (one from the graduating class and other from current club members) to be the Coordinator Team for the next set of lessons.

22. Meet with new Coordinators sufficiently prior to the next class to pass the Coordinator files to them and instruct them in their new position.

· Allow enough lead time to assure that the new Coordinators can complete their planning and advertising prior to the scheduled start of classes
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