Event/Community Service Chair responsibilities

Once you have been given the event/community service details from Debbie, Taylor or Youth Council Vice President, you will immediately:

1) Prepare a Sign up Genius link with time(s) and number of volunteers needed.  Email the sign up link to ALL advisors, NOT to YC members.  Debbie or Taylor will email the link to all members between 3-5pm to give everyone an equal opportunity to sign up.
2) Present this information at meetings and ask for volunteers (if needed).  If a meeting is not scheduled before the event, send an email to all Youth Council members giving them the necessary information (date, time, place, # of volunteers needed).  Copy the email to ALL advisors and DO NOT include the Sign up Genius link.
3) Members have up to 48 hours before an event to remove their name. Your responsibility as chair is to keep track of any members who remove their name after the 48 hour deadline, giving this information by email or Facebook message to ALL advisors.
4) You are required to attend the event you are chairing for its duration.  

5) The day of the event, bring your written sign up list and document each volunteer’s time in and out.
6) You are to take photos of YC members and participants during the event.
7) Immediately after the event, email ALL advisors and the Youth Council Secretary the following information:

· a list of the members who volunteered

· the time each volunteer arrived and departed

· a paragraph about the event that includes who, what, when, where and why Youth Council participated.
· Photographs taken at the event
8) You will make a presentation at the meeting following about the event and include the information from #7.  Your presentation should be professional and informative.
