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ROSTER DUTIES - GUIDELINES

Many Rotarians, particularly newer Rotarians, maybe unaware of the duties and responsibilities of those on the duty roster. Here are lists of those duties:

Set-up & Door Host (2 people): Be early.

· Welcome visitors and introduce them to members and introduce the Guest Speaker to the Guest Speaker Host, who is the person introducing the Guest Speaker (see Guest Speaker introduction duties below in next section) 

· Greet arriving members and hand them their badge. Make sure that their attendance is noted on the attendance record and meal money collected

· Set-up equipment on the Presidential table from the storeroom.

· Ensure that badge box is in place and that the meeting running-sheets are at the table in the entry area.

· Complete attendance/running sheet and give meal money to Treasurer.  Give the running sheet to the chairman of the meeting (usually the President) and attendance sheet to the Secretary.

· Assist in the cleanup and pack-away at the end of the meeting.

Guest Speaker Host Duties. Be early. 

Meet the guest speaker/s on their arrival and introduce them firstly to the President and then to other members (if the guest speaker is a member our club this is not necessary). Please ensure you are seated next to the guest speaker if they are not a member of our club. Please be early as it is important you are there before the guest speaker.

Introducing the Guest Speaker.
    
The club’s Guest Speaker Coordinator will forward to you by email before the meeting a brief introduction of the guest speaker plus details of if they need the digital projector or other equipment. It is your responsibility to chase up the Guest Speaker Coordinator if you do not receive this email or similar. 

            In the unlikely event that you do not have the details of the guest 
            speaker you will need to gather that information from the guest speaker.

It is important to establish the identity and credentials of the guest speaker. Precisely who they are, their correct name, pronunciation of their name and the topic of the speech. Also why the topic is important or will be of interest to the members. It is not your brief or appropriate for the person introducing the guest speaker to “give a speech about the guest speaker”. The guest speaker speaks for 10 minutes only.

At the start of the meeting the President will ask for all guests to be introduced. Your role here is to briefly introduce the guest speaker along the lines of: “Rotarians and guests it is my pleasure to introduce our guest speaker Susie Smith from XYZ”.


After breakfast is completed, on the cue of the President you can formally introduce the Guest Speaker, along the lines of;

“ It is my pleasure to give a brief background of our guest speaker  Susie    
  Smith . “ You can read from the brief you have been given or you have 
  arranged.

 In your final comments say: “Please make welcome our guest speaker Susie Smith to speak on the topic of “ abcd” (with your acclamation leading the members). 

Invocation and Toast: 

· Rotary Invocation and Toast to Australia. Rotary Invocation is usually:

O’Lord of every race and creed
Who gives to us our every need
Bless this food and bless us all
In Service may we be enjoined

· However, there are other Invocations – Check with Sergeant beforehand.

Fines Master Session: about 10 minutes, controlled by the Sergeant.

· Contact other members and/or their partners for “fines” if you need to. Use the email list as an invitation for fines.

· Arrive at the meeting early to glean last minute fines from members.

· Keep the fines light-hearted and humorous. Please avoid personal fines that may offend. Rotary 4 Way Test in always the guide.

· Maximum of $5 per person (usually in $1 lots). Multi Nova fines (where all club members are fined at the same time) also have to be agreed to by the Sergeant.  

· Good fines masters usually do preparation before the meeting so they can add new fines to their list in the morning of the meeting if they are better than the ones they currently have.

· It is SOLELY your decision as fines master on the day as to whether a Rotarian is fined.

              Thanking the Guest Speaker: 

Thank the guest speaker after their presentation. Present the guest with the Club gift. Current gift is a certificate for polio or bottle of wine.

The thank you should be brief (not a speech) and could cover some of the points mentioned below or any others you consider appropriate
· Our club appreciates taking the time this morning to be with us
· How the presentation has been interesting or may assist members in the future.  
Some keyword starters:
· Interesting
· Informative
· Important
· Entertaining
· Very challenging to us 
Raffle and Rotary Corner:

· Distribute playing cards (early in the meeting).

· Rotary Corner. Before the draw, share with the members some brief, interesting information about Rotary from Rotary Down Under or some other Rotary source. This is to help enhance member knowledge of Rotary International.

· Have a guest cut the cards, or if no guest, another member cut the cards. Announce the drawn card. Re-draw until a winning card is picked.

· The Sergeant will present the wine to the winner in exchange for a suitable donation (fine).

Exchange Student:

Contact the host parent/s and the exchange student in advance to see what the exchange student is doing on your rostered weekend.
Discuss with the host parent/s and exchange student whether you:
· Have the student overnight
· Have the student for a day
· Have the student for the weekend
· Arrange for some form of mid-week event if the student is committed on your roster weekend. (A meal or similar).


Summary
The club does not expect you to be an expert in all these areas, if you have just recently become a Rotarian. All members in the club are at your service to assist you. Please speak with your club mentor, the Sergeant or other members.                         
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