
BRANCH COMMITTEE ROLE DESCRIPTIONS

Activities Organiser

This role can be shared amongst several people depending on how the Branch is run.  It may cover programmes for both children and adults.  However, it is important to ensure that someone co-ordinates all of the activities.  The Activity Provider may be a parent, a teacher, a volunteer with a particular interest, a professional organisation, etc.  Most Branches use a combination of providers.

· Follow up and build on any existing contact details for Activity Providers

· Seek out skills and contacts amongst the membership

· Research local opportunities/providers for activities

· Make links with local teachers/specialists who might be interested in delivering activities

· Always keep in mind that the children’s activities are not an extension of school, but should offer opportunities for enrichment, personal development and social interaction

· Encourage the membership (children and adults) to put forward ideas

· Try and develop a varied programme over time 

· Check out the NAGC database of activity ideas and add information to this for colleagues in other Branches

· Ensure you know what the Activity Provider requires and that they know what to expect – facilities, number of children, ages, etc – an agreement between NAGC Head Office and the Activity Provider is attached and may be of use

· Do a Risk Assessment on all activities 

· Request proof of CRB clearance from Activity Providers and pass details to the DCPP

· Work together with other committee members (especially the DCPP) to ensure sufficient coverage and safety for the children

· If visiting an activity centre, check their insurance

· Research the opportunities for joining a local Resource Centre where you can buy scrap and craft materials at very low prices – check with the local Council of Voluntary Services for details

· Look at the possibilities for splitting the group into different ages (dependent on numbers and facilities)

· Evaluate the activity – it may be helpful for future to have an idea of what the children enjoy – this could be as simple as keeping a check on numbers attending for different activities or a simple smiley sheet.

Role Description – Programme Coordinator

Programme Coordinator

Research:

Internet searches

Library searches

Making telephone calls to potential presenters

Sending emails to potential presenters
Check CRB status

Continuous follow up calls & mails to potential presenters

Meet and greet and welcome presenters 

Offer help with setting up/clearing away if required

Ensure they have all they need

Ensure they understand whom to contact if any problems arise during session

Provide refreshments

Check progress during session

Liaise with treasurer for payment to presenter 

Check all is well on their departure

Correspondence re:

Provisional bookings

Confirmation of booking 

Reminders prior to meeting

Compiling feedback/evaluation forms

Ensuring feedback forms are available at end of meetings and completed by parents and children

Collecting feedback forms 

Collating information from feedback forms

Follow up with thank you letters/emails to presenters

Stationery stock 

Postal stamps stock (rare now)

Updating post book (rare now)

Compiling, designing, printing, emailing and posting programme.

Liaising with webmaster, chairperson, treasurer, membership secretary/branch contact, welcome committee

Sending programme via email

Sending programme via post (if necessary)

Scanning and printing information

Downloading, archiving and printing of potential activity information

Administration on computer of word, excel and internet explorer re: mails, archiving, collating, saving information under favourites etc.
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