Leadership Session Facilitator Expectations:

The following are guidelines for the expectation the Greater Sandpoint Chamber of Commerce has for your participation in the planning phase of Leadership Sandpoint.

1. Please make every effort to attend the full day of the sessions you are assigned to facilitate.  Just as you blocked your schedule for this year, you’ll need to do the same for the sessions you plan.  It is of particular importance to be in attendance for the Youth sessions, as we need a certain number of adults present.

2. You are responsible for ordering all food, beverage and snacks, and picking up all needed items.  This includes:

· Light breakfast

· Coffee & hot water for tea

· Bottled water

· Snacks for morning & afternoon

· Lunch including soda
There is an expense form in your notebook that you can use to request reimbursement.  We will process as quickly as possible.  When selecting coffee, snack and meal providers, please make every effort to use a Chamber member.  When in doubt, call us for suggestions.  Your budget is as follows for each session:  $200.  Stop by the Chamber the day prior to your session and we will have coffee cups, sugar, creamer, plates/napkins.

· Food for the youth leadership is a little different.  The Chamber budgets for the snacks and beverages and light breakfast, however you will need to get meals at lunchtime donated as the budget will not allow of us to cover that expense.

3. If you have any transportation needs, please communicate them to the Chamber well in advance of the session.  Chamber staff will arrange for transportation.

4. Youth Leadership participants are bussed in from Clark Fork & Sandpoint High School to their locations.  An adult planner needs to be in Clark Fork to ride the bus in with the students as the district requires a chaperone, other than the bus driver.  It is advised, but not required, that an adult be present at Sandpoint High School to wait with those students as well.

5. Agendas for each session need to be set at least 4 weeks in advance of the session.  Please route your agenda to your Chamber staff liaison (executive director) as well as your class VPs and the Leadership President for review.

6. All materials for the attendees need to be sent to the Chamber for distribution a week in advance of the class.  Deadline to receive those materials will be the Wednesday before the session.  Please make sure you include the following materials:  Agenda, evaluation, maps (if needed), all speaker/presenter bios, and any other materials you or your speakers would like to send in advance

7. Don’t forget to wear your name badges and introduce each facilitator to the class at the beginning.

8. Try to squeeze in at least one activity each session that is a leadership skill building exercise, if possible.

9. Please run sessions from 8am – 5pm, with 4-5pm a social/class meeting time.

10. Make sure that you follow up with speakers 1 month prior to the session to confirm, as well as the week prior.  It is advisable that you send them a copy of the agenda, and then follow up with a thank you note after the session.

