PRESIDENT: DETAILS OF POSITION

       EXECUTIVE BOARD MEETINGS & LECNY MEETINGS

1.Executive board meetings normally occur in August, October, Dec-Jan, March,

April.  The meetings are approx. one month before a LECNY meeting or event:

   September “back to school” Meeting

   Oct/Nov  LECNY/NYSAFLT Regional Meeting

   Feb SUPER/LECNY Conference

   March/April Culture Fair

   May Meeting & Banquet

2. Dates and place are discussed and set at the board meetings

(preferably 6 month lead time for dates, sites, catering important)

3. President prepares agenda, with board member input

4. Assign reports, presentations, “homework” (accountability and responsibility

            breed ownership, pride, better attendance and participation)

5. President sends e-mail reminders

6. Praise galore! AND keep everyone on task during meetings

SUPER/LECNY

President and board work in conjunction with SUPER/LECNY Liaison (and board member)

SUPER/LECNY person in charge of all arrangements with S.U. including reservations, food service, room set-up, technical needs, final reports

President in charge of pre-conference preparation:

Volunteers (usually board members) for tables

 Registration, Membership, NYSAFLT Info, Culture Fair Info,

 Flea Market, Community tables

Preside over “meeting” segment: announcements, etc.

LECNY decides the theme, helps with workshop and program plans

** SUGGESTION: VICE PRESIDENT BE IN CHARGE OF ALL SUPPLY NEEDS

      FOR MEETINGS AND CONFERENCES, CAN BE DELEGATED TO APPROPRIATE BOARD MEMBER (i.e. Membership lists, forms, petty cash, refreshments)


Signs

            Name tags

            Pens, Markers

            Conference folders

            Raffle/door prize tickets

            Pre-printed Guest tags, Guest gifts

            Refreshments

**VICE PRESIDENT: LECNY DISPLAY BOARDS

rationale: give V.P. opportunity to learn LECNY schedule of events and services offered

CULTURE FAIR

Executive Board will seek culture fair chair people and site

President works with chair, who is member of executive board during

this year

Coordinate responsibilities between school site and LECNY & NYSAFLT

Such as: insurance coverage (NYSAFLT), newsletter articles, door prizes, publicity (member-at-large),registration desk, set-up, teachers’ breakfast, emcees, snack stands, thank you gifts, letters (secretary), money needs (treasurer)

       MAY MEETING & BANQUET

Establish theme of meeting program and banquet

Advertise early and often: especially scholarships!

(SUPER/LECNY and Culture Fair excellent LIVE venues)

Select site early Spring (at the latest because May is busy) 

Suggest choosing other member(s) to visit site, help decide details

Menu: usually the cheapest; include a vegetarian entrée

Snacks and Dessert can be optional: often cheaper if we bring

Establish seating and table arrangement; centerpieces cheaper if we bring

Some years a small plant has also served as a door prize

Bring small clock/ timer to keep evening “on task”

Remind nominating teachers to tell students they should write thank you letters to NYSAFLT and LECNNY

Bring camera just in case others did not

Keep retiree presentations short and sweet

“Year in Review” by secretary has become a tradition

Program also traditional; nice souvenir for special guests

Most motels, caterers expect to be paid after the affair

SUMMERTIME CHORES:

Meet with NYSAFLT/LECNY Regional meeting chair to discuss theme, workshops 

(Aug. meeting "traditionally" at Pres's house: picnic, bring a dish, etc)

Meet with site to set up general requirements, menu, prices

Find workshop presenters, keynote speaker

Poll board and ask for help with Sept. slate of officers 

Coordinate newsletter entries, plus president’s message

