Guardians of 810 Board of Directors - Roles and Responsibilities

Without a sponsoring committee, there cannot be a squadron for our children to
partficipate in. Therefore, it is integral that we have parents come forward to
volunteer on the board for the Guardians of 810.

CHAIR (10-15 hours per month)

Presides over all board meetings, and is a member of all committees of
the Board

Acts as liaison between the Provincial and Regional League

Acts as liaison between Parents and Officers

Acts as liaison between the League Representative and Parents

Keeps Board of Directors informed about Provincial issues and matters of
interest from information gained from regional meetings and networks
Oversees big picture of organization and future planning

Assists the Secretary in developing the agenda for each Board meeting
and meetings of the Society when called

Assists the Treasurer with preparation of draft budgets for Board and
Society approval

Oversees various Committees and Directors to ensure accountability and
consistency with planning

Assists the Staff in awards, promotions, etc.

Supports the recruitment of new Board members to fill vacant positions
Oversees the Volunteer Screening process and ensures that all screening
is done in a timely manner

Ensures that new board members are supported in learning about the
Board, the organization and their roles

Monitors chair email account

VICE-CHAIR (5-10 hours per month)

Fulfills duties of President when necessary

Works closely with and supports the Chair SSC members with tasks
Supports Parent Volunteer Program

Other responsibilities as may be assigned to support the SSC
Supports communication to parents

Monitors vice chair email account



TREASURER (5-10 hours per month)

Oversee the custody all of Guardians of 810 funds and securities
Responsible to keep full and accurate accounts of all receipts and
disbursements, and ensures that the books belonging to the Guardians of
810 are kept up to date

Provides regular written reports to board members

Prepares financial reports for the Board, and the Society for approval
Develops draft budgets for consideration of the Board and approval by
the Society

Ensures that all financial activities follow appropriate guidelines for
managing finances and are consistent with policies that may be
established by the Board

Completes required gaming and government reports

Monitors treasurer email account

SECRETARY (5 hours per month)

Takes minutes of monthly Board meetings, providing a summary of
discussions, documenting decisions, and recording votes, as well as other
information as required

Prepares the agenda for each board meeting, working with the Chair
and other Board members to identify agenda items

Coordinates all written communication from the Board of Directors

Sends out formal communications

Assists with implementing the annual recruitment campaigns as required
Monitors secretary email account

FUNDRAISING DIRECTOR LEAD (5-10 hours per month)

Lead and coordinate fundraising

Support all fundraising activity.

Monitor fundraising email account

Implement the Fundraising plans as discussed at Board Meetings
Seek out new and appropriate fundraising activities.

Support Recruiting adequate number of volunteers to work bingo'’s,
casino’s and other events



FUNDRAISING COORDINATORS (3-5 hours average per event)

e Implement the Fundraising plans and events
o Seek out new and appropriate fundraising activities and present to the
Board

BINGO DIRECTOR (1-2 hours per month)

Coordinate the monthly bingos (does not need to work the actual bingo)
Ensures the spots are full. Cancellations are filled.

Supports/ communicates with the bingo volunteers as needed

Liaise with the Castledowns Bingo staff

Manage the online sign-up Genius account

CASH CALENDAR SALES COORDINATOR (5 hours/ month for 4 months)

o Coordinates sales September to January
e Maintains accurate sales tracking information
e Issupported by Chair and Communications Director

CASINO COORDINATOR (5-10 hours per casino)

Coordinates the 2-day casino every 2 years

Does not have to work the casino although it is helpful.
Updates sign-up platform with new dates/ positions
Ensures all volunteer spots are filled

Liaison with Casino and Casino Advisors

Supported by Chair and Fundraising Director Lead

VOLUNTEER COORDINATION DIRECTOR (5-10 hours per month)

e Maintains Volunteer Commitment Bond Program

o Coordinates all aspects of the Bond Program.

e Using our sing-up platforms, tracks volunteer fundraising commitments,
identifying to the Board when commitments are not being fulfilled.



COMMUNICATIONS (2-5 hours per month)

Maintains and updates website

Sends weekly announcements

Sends SSC information to parents

Supports Social Media channels

Develops communication materials (brochures) as needed
Create and update e-mail lists of current parents

Monitors communications email account

EVENTS (3-6 hours per event)

e Assists in the coordination of the ACR and Mess Dinner
e Plans other Events as directed by the Board of Directors

VOLUNTEER SCREENING DIRECTOR (time based on number of screenings)

Be available to parents to discuss the volunteer screening process
Distributes volunteer screening packages for volunteer completion
Reviews all completed screening packages

Submits Criminal Information Check forms to police services for
completion

Set-ups and interviews potential volunteers

o Completes all reference checks



