
Organizing	
  Your	
  Commi.ee	
  
for	
  a	
  Balanced	
  Circle!	
  



Agenda	
  

•  Why	
  role	
  and	
  responsibility	
  clarifica?on	
  is	
  
important	
  

•  Dance	
  organizer	
  volunteer	
  roles	
  –	
  “The	
  
Commi.ee”	
  

•  Other	
  volunteer	
  opportuni?es	
  
•  Tips	
  for	
  produc?ve	
  Commi.ee	
  work	
  

•  Sample	
  forms	
  that	
  keep	
  us	
  informed	
  and	
  
organized	
  



What	
  we	
  “Waltzed”	
  Into	
  

•  The	
  ul?matum	
  –	
  “this	
  dance	
  will	
  end	
  w/o	
  new	
  
volunteers.”	
  

•  Two	
  Presidents	
  –	
  one	
  did	
  all	
  the	
  work,	
  the	
  
other	
  had	
  the	
  ?tle;	
  no	
  clarity	
  on	
  who	
  was	
  
really	
  in	
  charge.	
  

•  Where	
  are	
  the	
  job	
  descrip?ons?	
  

•  Door-­‐watching	
  –	
  dance	
  was	
  weak;	
  needed	
  re-­‐
building.	
  



From	
  the	
  Top!	
  

•  Created	
  job	
  descrip?ons.	
  
•  Process	
  took	
  a	
  series	
  of	
  mee?ngs…	
  brainstorming	
  and	
  refining.	
  	
  
•  Final	
  product:	
  wri.en	
  job	
  descrip?ons	
  approved	
  by	
  a	
  vote	
  and	
  an	
  

agreement	
  as	
  to	
  who	
  would	
  fill	
  which	
  roles	
  for	
  the	
  next	
  year.	
  
•  New	
  energy	
  and	
  fear!	
  
•  Convinced	
  an	
  exi?ng	
  commi.ee	
  member	
  to	
  s?ck	
  with	
  it	
  for	
  one	
  

more	
  year	
  to	
  provide	
  some	
  con?nuity.	
  	
  

•  Eight	
  years	
  later,	
  six	
  to	
  seven	
  core	
  volunteers	
  with	
  rota?on	
  of	
  others	
  
on	
  and	
  off	
  the	
  organizing	
  commi.ee.	
  

•  We	
  revisit	
  the	
  job	
  descrip?ons	
  every	
  couple	
  of	
  years	
  to	
  update	
  
them	
  as	
  needed.	
  

•  We	
  revised	
  the	
  by-­‐laws	
  to	
  be	
  consistent	
  with	
  new	
  prac?ces.	
  



Commi.ee	
  Member	
  Roles	
  

•  President	
  
•  Treasurer	
  
•  Secretary	
  
•  Booker	
  
•  Dance	
  Coordinator	
  
•  Publicity	
  Coordinator	
  
•  At	
  large	
  members	
  



All Committee Members 

•  A.end	
  Commi.ee	
  mee?ngs.	
  
•  Volunteer	
  to	
  cover	
  the	
  equivalent	
  of	
  two	
  
Opener	
  and/or	
  Closer	
  posi?ons	
  a	
  year.	
  	
  	
  

•  Bring	
  incredibly	
  tasty	
  dishes	
  to	
  our	
  potlucks.	
  
•  Make	
  announcements	
  about	
  QCC	
  dances	
  at	
  
other	
  dances.	
  



President	
  
•  Sets	
  Commi.ee	
  mee?ng	
  agendas;	
  facilitates	
  
mee?ngs	
  	
  

•  Spokesperson	
  
•  Chief	
  delegator	
  and	
  volunteer	
  coordinator	
  	
  
•  New	
  Commi.ee	
  member	
  recruitment	
  and	
  
orienta?on	
  

•  Makes	
  sure	
  that	
  all	
  of	
  QCC	
  business	
  is	
  
conducted	
  in	
  accordance	
  with	
  by-­‐laws	
  and	
  
CDSS	
  affiliate	
  requirements.	
  	
  



Treasurer	
  

•  Manages	
  all	
  finances.	
  
•  Maintains	
  bank	
  account.	
  
•  Prepares	
  a	
  financial	
  report	
  for	
  each	
  commi.ee	
  
mee?ng.	
  	
  

•  Prepares	
  a	
  year-­‐end	
  financial	
  reports	
  for	
  CDSS	
  and	
  IRS.	
  	
  
•  Secures	
  group	
  liability	
  insurance.	
  
•  Pays	
  the	
  performers	
  or	
  delegates	
  to	
  Closer.	
  	
  
•  Trains	
  commi.ee	
  in	
  how	
  to	
  understand	
  the	
  finances,	
  as	
  
needed.	
  

•  Prepares	
  an	
  annual	
  budget	
  to	
  be	
  approved	
  by	
  the	
  
Commi.ee	
  members.	
  	
  	
  



Secretary	
  

•  Takes	
  mee?ng	
  minutes	
  and	
  circulates	
  them	
  to	
  
commi.ee.	
  

•  Maintains	
  files	
  that	
  include:	
  
– Contact	
  informa?on	
  for	
  all	
  volunteers	
  and	
  allies.	
  
– Mee?ng	
  Minutes	
  
– By-­‐laws	
  
– Volunteer	
  Job	
  Descrip?ons	
  
– Places	
  to	
  post	
  flyers	
  about	
  dances	
  and	
  names	
  of	
  
other	
  dance	
  coordinators.	
  



Booker 
•  Books	
  bands	
  and	
  callers	
  
•  Nego?ates	
  payment	
  	
  
•  Determines	
  sound	
  system	
  and	
  out-­‐of-­‐town	
  
housing	
  requirements.	
  

•  Confirms	
  that	
  performers	
  are	
  all	
  set	
  the	
  week	
  of	
  
the	
  dance.	
  	
  

•  Prepares	
  the	
  Dance	
  Informa?on	
  Sheet.	
  	
  
•  Circulates	
  line-­‐up	
  to	
  commi.ee	
  members	
  for	
  
publicity.	
  



Dance Coordinator 
•  Finds	
  volunteers	
  for	
  each	
  dance:	
  

–  An	
  Opener	
  and	
  a	
  Closer	
  are	
  iden?fied.	
  
–  Arranges	
  for	
  Germaine	
  to	
  be	
  driven	
  to	
  and	
  from	
  the	
  dance.	
  
–  The	
  Lost	
  and	
  Found	
  and	
  the	
  Dance	
  Box	
  get	
  to	
  the	
  dance.	
  	
  	
  	
  

•  In	
  collabora?on	
  with	
  Booker,	
  confirms	
  that	
  the	
  
performers	
  are	
  all	
  set	
  and	
  that	
  the	
  Dance	
  Info	
  Sheet	
  is	
  
completed.	
  	
  

•  Reserves	
  the	
  dance	
  hall	
  and	
  books	
  alterna?ve	
  space	
  if	
  
needed.	
  	
  

•  Maintains	
  rela?onships	
  with	
  representa?ves	
  of	
  various	
  
organiza?ons	
  including	
  those	
  responsible	
  for	
  the	
  hall.	
  	
  	
  

•  Maintains	
  Opener	
  and	
  Closer	
  instruc?ons.	
  	
  



Publicity Coordinator 
•  Makes	
  flyers:	
  Sept-­‐Dec;	
  Jan-­‐April;	
  May-­‐August.	
  
•  Updates	
  www.queencitycontras.org	
  website	
  
monthly.	
  

•  Sends	
  out	
  Constant	
  Contact	
  email	
  alert	
  the	
  week	
  
of	
  the	
  dance.	
  

•  Gets	
  flyers	
  printed	
  and	
  distributes	
  them	
  at	
  other	
  
dances.	
  

•  Receives	
  flyers	
  from	
  other	
  dances	
  and	
  makes	
  
them	
  available	
  at	
  QCC	
  dances.	
  



Volunteer	
  Du>es	
  for	
  Each	
  Dance	
  

•  Opener	
  
•  Closer	
  
•  Entrance	
  Fee	
  Collector	
  	
  
•  Shoe	
  Police	
  

•  Host	
  out	
  of	
  town	
  guests	
  



Tips	
  for	
  Produc>ve	
  Commi.ees	
  

– All	
  mee?ngs	
  have	
  agendas	
  that	
  are	
  circulated	
  in	
  
advance.	
  

– Minutes	
  summarize	
  key	
  decisions	
  and	
  ac?on	
  steps.	
  
– We’ve	
  had	
  key	
  discussions	
  to	
  define	
  the	
  dance:	
  

•  Defined	
  our	
  mission	
  and	
  vision	
  
•  Created	
  a	
  document	
  for	
  performers	
  that	
  outlines	
  the	
  
expecta?ons	
  for	
  the	
  dance.	
  

•  Annually,	
  we	
  iden?fy	
  goals	
  for	
  the	
  dance	
  and	
  then	
  work	
  
towards	
  achieving	
  them.	
  	
  

– Hold	
  5	
  or	
  6	
  mee?ngs	
  a	
  year.	
  	
  Different	
  opinions	
  are	
  
voiced	
  –	
  we	
  disagree	
  regularly!	
  	
  	
  

– We	
  aren’t	
  all	
  business	
  –	
  good	
  food	
  and	
  conversa?on	
  is	
  
much	
  appreciated!	
  	
  



The	
  Annual	
  Mee>ng	
  

•  By-­‐laws	
  require	
  an	
  annual	
  mee?ng	
  of	
  the	
  
membership	
  that	
  elects	
  the	
  Officers	
  and	
  
Commi.ee	
  members.	
  

•  Opportunity	
  to	
  thank	
  key	
  volunteers	
  and	
  to	
  
celebrate	
  our	
  successes.	
  

•  Allows	
  for	
  transi?ons.	
  	
  



Forms	
  

•  Dance	
  a.endance	
  history	
  
•  Dance	
  income	
  and	
  payout	
  spreadsheet	
  

•  Dance	
  informa?on	
  sheet	
  

•  Performer	
  informa?on	
  sheet	
  



Dance Attendance History	
  



Dance	
  Income	
  and	
  Payouts	
  





Performer	
  Informa?on	
  

•  Loca?on	
  &	
  Direc?ons	
  
•  Mission	
  &	
  Values	
  –	
  “sets	
  the	
  tone”	
  
•  Payment	
  formula	
  
•  Set	
  Up	
  and	
  Sound	
  
•  Contra	
  Dance	
  Schedule	
  	
  
•  Caller	
  Hints	
  	
  
•  Hospitality	
  
•  Dance	
  Organizers’	
  Contact	
  Info	
  


