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KAIROSMESSENGER

ELECTION MANAGEMENT FOR ADVISORY COUNCIL SECRETARIES

9/15/2023

Housekeeping
ltems

My name is Andy Perry and | am the Executive
Administrative Assistant and the support person for
KairosMessenger

We will start at 5 minutes after to allow other to join

Please remain muted during the presentation and
hold questions until the end

This presentation will be about an hour and a half
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Obijectives

In this training you will learn how to:

Clean up and maintain volunteer data

Understand the Election Eligibility Report to determine
vacancies

Use KairosMessenger to request nominations and votes
Enter elections into KairosMessenger
Send emails to the community

Send emails to elected members with job descriptions
and logins

Print the roster
Maintain the elections throughout the year
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Clean Data
Makes for a
Smooth
Election

Get Prepared

Ensure the last Weekend’s Ezra Data is Uploaded as
the Leader Report

KairosMessenger>Program>Weekends>Leader
Reports

NOTE: “Active” status is currently 6 years
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Get Prepared

Use the “Missing Info” Report to organize a data clean up
Reporting effort
Tool for Quick

+ Print the report and work it as a group
Clean Up

+ Only the Secretary and Data Coordinator can make
changes to volunteer records in KairosMessenger
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Get Prepared

| AL | Active | Inactive | Entry List | Prospect |

Bad/Missing Contact Informaiton

A Volunteer's contact information is VERY important. Missing or bad information can result in duplicate or missing volunteers.
By selecting the kind of contact information for you to review below, you can then print the "Missing/Bad Info" to identify the entries needing cleanup.
Note that an email flagged as "Bad" means the email is being rejected - most likely because the email account is closed or there is an error in the address.

Select the entries you want to include:
Bad/Missing Email.
Bad/Missing Cell Phone:

Re p O rt i n g Bad/Missing Home Phone: [

Bad/Missing Home Address:

Tool for Quick
Clean Up '

Exciude the following:

Not Interested/Not Serving:

Print Missing/Bad Info

Print Volunteer List

@q © 2020 - 2023 Kairos Prison Ministry International. All Rights Reserved.
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Identify Missing and Incorrect Information

KairosMessenger
Requested ltems for Print Bad/Missing Contact Information 211512023
Jem/wuing Email 4
o Missing Cell Phone
of Missing Home Phone
& Missing Home Address & q‘p(' @‘a
S
o Missing Demographics & & < ,b"’ Emall Address  Bad Emal Address Cell Phone
Advisory Council Volunteer Name q?b A A Home Address Home Phe
Demo- Kl Kent C Straight ¥ Y 555-373-3223
999 Vista Wav
NV
Demo - KI Paige Tumer L G S Y
Demo - KI Kenya Waite ¥ Y b & kenyawaile@fakemail.com 555-433-2145
Demo-KI Bee A Ware Y Y v BeeA) .com
1 Trecherous Ln
NV
Demo - KI Penny Wise Y v Y Y or
Demo - KI Eileen Wright Y Y Y b g
1 Crooked Lane
Somewhere, NV 89137
Summary: No Bad Emails: 32
No Missing Emails: 4
No Cell Phone: 13 Statistics are only available for the items you requested to be printed.
No Home Phone: 31
No Home Address: 10
Missing Demographics: 18
Total Volunteers: 2 «Es not include Volunteers in Other Advisory Councils I

AR
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Update Volunteer Records

Green background indicates that the person is an "Active” volunteer Yellow background indicates that the person is deceased

round indicates that the person should not be contacted
Click "colum heading” to sort on that column and search for records matching the search entry

Click any
column
heading to
sort

[ pEey ey e ————

serves at a different location.

State # .., .. ~il New Start Council Primary Ministry Email Address

Jed L Knight

Demo - KI

K

NEW

Lang Myles Lang Demo Demo - KI " | myleciong@iskemailcom  Myiee
McFlurry Ivanna McFlurry  Demo : Ki andy@kpmiorg Wanna
Mercedes Nida Mercedes  Demo Demo - KI Kl _ Nida
Noring Constance Noring Demo Demo - Kl Ki Constance fakemailcom | Constance
Oskey CamieOskey  Demo Demo - KI ki [CameCakey@rskemai@eom | Cavrie
Perry Andy Perry Demo Demo - KI Kl andy@kpmi.org Andy

+ First = Previous = Next + Last

+ Insert - Change

* Double click row or select row and click |Change| button

* Do Not delete (erase) record information, you may be deleting
important history

AR

© 2020 - 2023 Kairos Prison Ministry International. All Rights Reserved.




9/15/2023

Only one
name per

record

it Name Volunteer Name Primary State Advisory Council New Start
Clare Heidi Clare Demo Demo - KI Kl
Clyde Bonnie Ann Clyde Demo Demo - KI Kl
Couple Jim & Betty Couple Demo Demo - KI Kl
Dahl Barb E Dahl Demo Demo - KI KI
Down Neil Down Demo «
e Rl = ©
Feller, Jr. Rich (Richard) Feller, Jr. Demo Demo - KI Kl
Gates Pearl E Gates Demo Demo - KI KI
Gates Pearl Gates Demo Demo - KI Ki
Gocdman  Anita Gosdman Deme xo

Dealing with Duplicate Records

Green background indicates that the person is an “Active” volunteer Yellow background indicates that the person is deceased

Red background indicates that the person should not be contacted

Click "colum heading” to sort on that column and search for records matching the search entry

mrearsaarTrTaTraTTTsT

Advisory Council is displayed in blue if the person primari

Locate (Poston) Last Name:Search )
R :

serves at a different locatios

- Duplicate records: make sure that All the contact information matches

- We run a monthly merge program

AR
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Update Volunteer Records — Contact Info

Update Volunteer Record

Carrie Oakey - 92047

l Name/Contact I Personal I Ministry I Training I Restrictions. l Weekends/Courses

Last Name:

First Name:

(Do NOT use Titles in First Name)

Suffic 1

Salutati Carrie

NotServing: O This person ssnulung&rs!rwr\g« NEW
‘Comments:

NEW =
Address1: | | Bad Home Address:
Address2: | |
city: ] sme[ ] zm[ NEW
CellPhone: | | BadCell Phone#: O

@ NEW
HomePhone: | | BadHomePhone#: )
Email: [carrieOakey@fakemail@com ]
v Save | © Cancel

Bad Email Address:

AR

Records are created by Ezra

No record until they have
completed serving on a Weekend

Multiple tabs organize information

Contact Information is most
important

Do not erase information

© 2020 - 2023 Kairos Prison Ministry International. All Rights Reserved.
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Update Volunteer Records — Demographic Info

| Name/Contact | P | Ministry | Training | Restrict | Weekends/C | Cont
........... - Demographic information needs to

be completed

- Data Coordinators should check if
Leaders are completing this in Ezra

@( © 2020 - 2023 Kairos Prison Ministry International. All Rights Reserved
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Update Volunteer Records — Ministry

Update Volunteer Record

| Name/Contact | Personal | Ministry | Training | Restrictions | Weekends/Courses |
Primary Country: | United States v
Primary State: v
(e =
Primary Ad Council: | Demo - K V| The Advisory Council with which you are primarily associa

- Change Primary Ad Council only if person is primarily serving elsewhere
- ldentify Clergy, Musician, Speaker Bureau, Recruiting Group

@q © 2020 - 2023 Kairos Prison Ministry International. All Rights Reserved.
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Update Volunteer Records — Training Info

Update Volunteer Record

Carrie Oakey - 92047
| Name/Contact | Personal | Ministry Restrictions | Neekends/Courses | Continuing Ministry —
DOC Trained: 0 Date: | mam/acl/yyyy
_ = Kairos Training Events Attended
PREA Trained: Date: |
Background Check: -/ Date: "“ m Organization AC Secretary Election Management 10/13/2021
Mentor Trained: Date: ‘ m Organization ACT Advisory Council Training 5/14/2016
Programs AKT 2015-2-20-Georgia-Forsyth-Kairos Inside  2/20/2015

Clergy Certify: ( Date: ‘1 dd/yyyy

Print Volunteer History

- Secretary and Data Coordinator maintain DOC Training dates
- The System will automatically populate Kairos Training Events Attended

@( © 2020 - 2023 Kairos Prison Ministry International. All Rights Reserved
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Update Volunteer Records — Restrictions

Update Volunteer Record

ie Oakey - 92047

| Name/Contact | Personal | Ministry | Training | Restrictions | Weekends/Courses | Continuing Ministry
On Prison Entry List: ) If Your prison has 3 formal *Approved Entry List”
Do Not Contact: L) Photo Restriction: [

Restrictions

| Advisory Council  JiiState Chapten | =DOG | = KE M-
Type Restriction
EffectiveDate  [1/12/2022 | mm/ddryyyy
Restore Date: |mm/dd/yy mm/dd/yyyy
Comments: [Eligitle for reinstatement 1/12/23
v Save Cancel

- Do Not Contact

« ONLY USED FOR FORMAL SUSPENSION.
- State MUST be notified
- State Notifies KPMI — We enter

14



9/15/2023

Update Volunteer Records — Weekends/Courses

Update Volunteer Record

arrie

| Name/Contact | Personal | Ministry | Training | Restrictions | Weekends/Courses | Continuing Ministry [RSSS

Volunteer: |+ ves ProspectiveVoli | x No  Notavolunteer yet)
Frevious KO Guest:  x No Fourth Day Qualified: | x Mo
1 Row Ad Seg . . Day Angel KO Guest Mentor Guide |
01-99-00.0001 Carme Oskey Demo-Kied 11/12/2016
01-99-00.0001 Carrie Oskey Demo- K143 4/18/2016 Table Family Leader Action
01-99-00.0001 Carrie Oskey Demo-KI#2 11/13/2015 Table Family Leader
01-99-00.0001 Carrie Oakey Demo - K145

01-99-00.0001 Camrie

01-99-00.0001 Carrie Oskey Demo - KI 87

+ Insert Change @ Delete

- Weekend Service entered by Leader Report upload

Weekend — Check Leader Report
« Guests are not Volunteers — They are Prospective Volunteers
AR
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« Do not add information unless you have confirmed the person worked on a

15

Update Volunteer Records — Continuing Ministry

Update Volunteer Record

Carrie Oakey - 92047

| Name/Contact | Personal | Ministry | Training | Restrictions | Weekends/Courses | Continuing Ministry [

Involvement in Continuing Ministry Activities

Active Cont Ministry: v Yes

Filter List: ALL Cont Min Prayer & Share Monthly Reunion 1-2 Day Retreat

UivucK

ONSTRUCTION'

- This is area is under construction

- If someone is attending Continuing Ministry, you can click “Yes”
- Do not enter the type from Filter List

@q © 2020 - 2023 Kairos Prison Ministry International. All Rights Reserved.

|
No Records found

v Save Cancel
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. * “Active” community members nomin nd elect member
Advisory ctive” community members nominate and elect members
Council * 13 required positions

Facts  May have optional positions (non-voting)
@( © 2020 - 2023 Kairos Prison Ministry International. All Rights Reserved
17
* Elections held annually
Advisory * Secretary starts process in September for following year
Council Facts |« Members elected to 3-year term
* Members elected to seat on Advisory Council not a
specific position
@( © 2020 - 2023 Kairos Prison Ministry International. All Rights Reserved.
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Advisory
Council Facts

* Qualification to be elected: Must have served on a Team
and/or have been active in the Continuing Ministry in the
past 6 years

* Must have done Weekend in the past to do Continuing
Ministry

* See the Advisory Council Operating Procedures for
additional qualifications

@( © 2020 - 2023 Kairos Prison Ministry International. All Rights Reserved
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Advisory
Council Facts

* Members may be re-elected for up to 3 consecutive 3-
year term (9 years)

* Chair requires 1 year on Advisory Council before serving

* Chair can only serve 5 consecutive years

@( © 2020 - 2023 Kairos Prison Ministry International. All Rights Reserved.
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Advisory
Council Facts

* All Elected Members vote on positions

* Positions are for a 1 year

* Each year someone can hold a different position

@( © 2020 - 2023 Kairos Prison Ministry International. All Rights Reserved
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Advisory
Council Facts

Elections must be completed by December 1

Elections must be entered into KairosMessenger by
December 31

All prior year logins are cancelled January 31st

See ACOP - Advisory Council Operating Procedures for All
Election Guidelines

@( © 2020 - 2023 Kairos Prison Ministry International. All Rights Reserved.
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Election Composition

3 years make up the current Advisory Council

1/3 of the members
(4-5 volunteers) are
elected each year

1/3 of the members
complete their 3-year
term each year

@( © 2020 - 2023 Kairos Prison Ministry International. All Rights Reserved.

23
4 Steps of the Election Process
Organization>Elections>Advisory Council
Nomination
& Voting Positions
W4 Vote
@( © 2020 - 2023 Kairos Prison Ministry International. All Rights Reserved.
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Record and Review Annual Advisory Council Elections
The current Advisory Council secretary can track, commuicate, and record annual elections 1o the Advisory Council positions.
You can also print a roster of your Advisory Council's members and positions

What's Differeng? | Recording Blections is simpler now, cick 10 tee what's diferent

Enter Bection Year: || Must Enter Year and TAB Before Recording or Emailing

1. Nominations and Voting for Advisory Council Membership
Send Email request for nominations to the Advisory Council and then to vote for the Nominees.
Print Hection Histoey Brin: History of Bacticns

Email Nomination Request

Email Election Vote

U P DATE D 2. Record Position Elections

Record the position election results
Election e e i
List Bection Results Vigw Elsced Persons

Management
Screen :

e S Sy Lo DO NOT USE THIS SECTION TO
—— romecreigr g e e ENTER ELECTIONS

4. Notification of Elections
Send email nofification of the elections AND any changes in elections.

Email Election Results o Volunteers

Emad A CouncilLogins | 80 includes Curent ob Descripson

5. Advisory Council Roster
After you have recorded the elections, you can create a report of your Advisory Council members and roles.

Advisory Council Roster | 09k 10 print Rostar of Advisory Coundl

25

Determining Seats Open for Election

Nomination T |
o Enter Election Year: -2024 Must Enter Year and TAB Before Recording or Emailing
& Voting

1. Nominations and Voting for Advisory Council Membership
Send Email request for nominations to the Advisory Council and then to vote for the Nominees.

» Print Election History Print History of Elections

Email Nomination Request

Email Election Vote

* How do you know how many seats are up for election?

* What if | have documents showing more elections than
what’s in KairosMessenger?

@( © 2020 - 2023 Kairos Prison Ministry International. All Rights Reserved.
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Nomination
& Voting

Determining Seats Open for Election

Print History of Advisory Council Elections

This allows you to see the history of elections to Advisory Council positions by person by their role,
If no one was elected to a specific position then the role will show as “Vacant.”.

Select Report Option

- © Current Eligibility Total History

Print Election History

v Close

* Current Eligibility vs Total History

@( © 2020 - 2023 Kairos Prison Ministry International. All Rights Reserved.

27

Nomination
& Voting

Election Eligibility Report

Appointed KairosMessenger 9/07/2023
- Advisory Council Election Eligibility
Donaldson - 2023 1005
Total
Name Elected Role Years Elected to this Role Years
John Heiser KairesDonor Coord/Fin Secy 2018 2019 2020 2021 2022 2023
Term Expires 12/31/2023 Total Consecutive Years: 6
Eligible for Re-election? Yes Total Years on Advisory Council: 6
Mike Harris Communications Coordinator 2020 2021 2022 2023
Term Expires 12/31/2025 Total Consecutive Years: 4
Eligible for Re-election? No Total Years on Advisory Council: 4
Rick Hardy State Chapter Representative 2021
Vice Chair 2022 2023
Term Expires 12/31/2023 Total Consecutive Years: 3
Eligible for Re-election? Yes Total Years on Advisory Council: 3

Determine vacancies

Identify end of term members for re-election
KARB<

© 2020 - 2023 Kairos Prison Ministry International. All Rights Reserved.
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Nominations and Voting for Advisory Council Membership

Nomination
& Voting

Recipients | Email Message

Active Volunt
13 Ffaith Christian

14 Heidi Clare.
15 Helen Back
2 hanna MeFluny
16 Jean Poole
11 Kent C Straight
12 Kenya waite
10 Mylee Long
1 Niga Mercsdes

4 Paige Tumer

Dema - KI Heidi Clare@akemail.com
Dems - KI Helen Back@fakemaicom
Demo - KI medpromo@iakemailcom
Dems - KI JeanPosie@fskemailcom
Demo - KI peepers@DrKentCStraight.biz
Dems - KI kenyawaite@ patience.com
Demo-KI myleelang@fakemail.com
Dema - I rida mercedes@akemail.com
Demo - KI

AR

“This is the email to the Advisory Counci's active volunteers

‘asking them to send their nominations for the upcoming Advisory Council election.

“Their replies will go to the emal “From” address.

‘The text i the basic ministry-wide text Please modify it appropriately BEFORE sending the email,

fom: | ]
Subject: [Reqesing your nominatonsfor the Dems I Adviory Coundl ]
il Text: [T Advisory Cound  eaching out t ou actv vaunteersto as or your z

23 year term starting in
2022,

There re () seats up for election, s0 would you please reply back with your
nominees, o fillthese seats? Please ask ab
contact

g
information. The blank siots need nominations.

1-Person Name

Once you've revised the email text appropriately

click the Send Email Button to infiate sending the emails

Send Election Emails

Request Nominations from Active Volunteers
e Automatic email list creation
* Update and Send Email (# positions and cutoff date)

© 2020 - 2023 Kairos Prison Ministry International. All Rights Reserved.
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Nominations and Voting for Advisory Council Membership

Nomination

Recipients | Email Message

& Voting

O In 13 Faith Christian Demo - KI FaithfullyHis@fakemailcom
14 HeidiClare Demo =K1 Heidi.Clare@fakemail.com
15 Halan Back Demo - KI Helen Back@fakemail com
2 vanna McFlurry Demo - K1 medpromo@fakemail com
16 Jean Pocle Demo-KI JeanPoole@fakemailcom
11 Kent C Straight Demo-K1 peepers@DrkemCStraight biz
12 Kenya Waite Demo - K1 kenyawaiteDpatience.com
10 Myiee Long Demo-KI myleelong @ fakemailcom
T Nida Mercedes Demo - KI nidamercedes@takemailcom
4 Paige Tumer Demo-KI

= Next Last

+ Insert Change Delete

run again

Email Election Vote
* Automatic email list creation
* Include members that completed 3-year term that want to

“This s the emal to the Advisory Counci's a

volunteers
asking them to send in their vote for the identified nominees.

Their replies will go to the email "From” address.

The text s the basic ministry-wide text. Please modfy it appropriately BEFORE sending the ema.

[
From:

Subject: | 2022 Demo - Ki Advisory Counil Eection

Email Text: [ We have accumulated the nominees recommended by the active volunteers, and are now =
soliiting your vate for your preferred () persons from th lst of nominees below. This
electionis for membership on the Advisory Councilfor a 3 year term which wil become
lefective on January 1.

The nominees ae (n alphabetical order)

1-Person Name
/2-Person Name. -
[3-Person Name. B

Once youve revised the emeailtext appropriately.
cick the Send Emal Button to intiate sending the emeails

Send Blection Emails

* Update and Send Email (nominees, cutoff date)

15
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Nominations and Voting for Advisory Council Membership

Nomination
& Voting Once election is complete all Advisory Council members (13)
vote for positions
* Done in meeting
e Term for position is 1 year
* Great time to get the Annual Affiliation Agreement Signed

31

3 Kairos Prison Ministry International. All Rights Reserved.

G Optional Positions

Nomination
& Voting * Appointed by the Chair

* Non-voting

* No access to KairosMessenger

* Termis 1 year

* Cannot serve more than 3 years

* Does not count towards Elected terms of service

@( © 2020 - 2023 Kairos Prison Ministry International. All Rights Reserved.
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Newly Formed Advisory Council (New Start)

Nomination  Officer positions must be filled at start-up
& Voting

 Officers are Chair, Vice Chair, Secretary, Treasurer, and
KairosDonor (or Financial Secretary (TX))

* New Start must establish positions with varying terms to
create the rotation

* Vice Chair serves as Continuing Ministry Coordinator until
position is filled

* New Start has two years to grow into having full standard
voting positions (appoint)

* Members serving on another Advisory Councils are for 1 year
term

Continuing Ministry Only

Nomination
& Voting * |f New Start - follow the New Start section

* Must work to do the full program within 2 years
* |If approved to do Continuing Ministry only, then must keep a
small Advisory Council in place:
* At least the positions of Chair, Vice Chair (optional),
Secretary, KairosDonor Coordinator, Treasurer,
Institutional Liaison and Continuing Ministry Coordinator

* It should always be the goal of working to do the full program

@( © 2020 - 2023 Kairos Prison Ministry International. All Rights Reserved.
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Record Position Elections

Record Record and Review Annual Advisory Council Elections
... The current Advisory Council SECUE[E\'}’ can track, commuicate, and record annual elections to the Ad‘dlsﬂf}' Council pGS\UDHS
Posltlons You can also print a roster of your Advisory Council's members and pOSII\DHS

What's Differentz | Recording Elections is simpler now, click to see what's different

Enter Election Year: |2024 | Must Enter Year and TAB Before Recording or Emailing

1. Nominations and Voting for Advisory Council Membership
Send Email request for nominations to the Advisory Council and then to vote for the Nominees.

Print Election History Print History of Elections
Email Nomination Request

Email Election Vote

2. Record Position Elections
Record the position election results.

Rocoed Bloctions Click to process elections of Standard Positions

List Election Results View Elected Persons

@( © 2020 - 2023 Kairos Prison Ministry International. All Rights Reserved.

Record Position Elections

Record This is a listing of the Advisory Council standard pasitions
reen highligted Role i a Reauired position,
Positions car cvisory Counil ol

Advisory Council Chair
Vice Chair

2024
2024 Secretary
2024 KairosDonor Coord)/Fin Secy
2024 Treasurer
. Only the Secretary
can see the

Passwords

2024 institutional Laisen

2024 Qutreach/Recruiting Coordinatar
2024 Fundraising/Sponsorship Coordinator
2024 Agape Coardinator

2026 Clergy/Spiritual Director

2024 Continuing Ministry Coordinator
2024 Data Coordinator

2024 Communications Coordinator

+ Add Optional Role # Record Person’s Election

* Double click position’s row or highlight it and click the [Record
Person’s Election] button

* [Add Optional Role] for nonstandard positions
@( © 2020 - 2023 Kairos Prison Ministry International. All Rights Reserved.
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Record
Positions

Record Position Elections

Update Advisory Council Elected Positions

You must click
“?” [Button]

Elected Person: Click the ? button to get a list of volunteers

lected Person
the "Checkmark™ button to select tl

an search for a name by clicking the “Name" col

Anita Sandy-Beech

Anna Prentice

Barb E Dahi

* Click the “?” button to get list of volunteers
* Select member from list by clicking v'button
* Agreement Date = Affiliation Agreement

* Password Automatically Created on Save
@( © 2020 - 2023 Kairos Prison Ministry International. All Rights Reserved.

Send
Notifications

Notification of Elections

4. Notification of Elections Select the roles (positions) to email the job descriptions.

Send email notification of the elections AND any changes in elections. ® All Roles

o Email Election Results to Volunteers /
-
Rear
o Email Advisory Coundil Logins | Als0 includes Current Job Description

Create Email List

Selected Role

1. Email Results to Active Volunteers

2. Email Logins and Job Descriptions to Elected Members
(standard positions only)

= All Roles or (everyone)
= Selected Role (one person)
v’ Both Automatic email list creation
v Both Automatic population of information

38
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Advisory Council Roster

4. Advisory Council Roster
After you have recorded the elections, you can create a report of your Advisory Council members and roles

Advisory Council Roster Click to print Roster of Advisory Council

Print History of Elections

Print Election History

List of Roles and Elected Persons

Print Advisory Council Roster

Print State Chapter State Chapter Committee

* Enter the election year you want
* [Print Advisory Council Roster]

@( © 2020 - 2023 Kairos Prison Ministry International. All Rights Reserved

Advisory Council Roster

Print

@( Advisory Council Members & Roles +
ROSte r State: Demo Advisory Council: Demo - KI N
; " 9/14/2023
** Appointed to a partial term
PO pa Elected Person 1

Year Role Email Address Bad Email Address Phone

2023 Advisory Council Chair Jim & Betty Couple 7?7
jbcouple@fakemail.cm Don't check email

2023 Vice Chair Amber Boyd 999-876-5432
-aboyd@fakemail,com

2023 Secretary Milly Graham 77

2023 KairosDonor Coord/Fin Secy Penny Wise 77
penny.wise@fakemail.com or penny@fakemail.com

2023 Treasurer Rich (Richard) Feller, Jr. 404-431-1010
rich feller@fakemail.com

2023 Institutional Laison Polly Graff 999-755-6677
pollygraff@fakemail.com

2023 Outreach/Recruiting Coordinator Candy Barr 555-663-5623

@fakemail.com
2023 F isi ip C i Robin Banks 555-321-6549

RedeemedRobin@fakemail.com
e ??? = missing phone in volunteer record
* Orange highlight = bad or missing email
@( © 2020 - 2023 Kairos Prison Ministry International. All Rights Reserved.
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Maintenance: Replace Someone Who Resigns

€ Make sure you select the correct election year

o . Identify the Person Who Is Leaving a Position
3. Record Person Resigning/Leaving Select the person that is resi eir
members by "CLICKING™ on name in the

Replace a persion during their year instructions

o R Pt |f someane resigns during their year ey ke e
=
a0 e

X =

Do You Have a Person to Fill the Vacated Position?

Has the Advisory Council already selected a replacement person to fil the vacated position?
If s0, you'll be able to select that person in the next step.

ENter the gate that Ine position was vacated.

Replacement Selected:

Yes Not Yet Date Vacated: a, 7 Must enter adate
o Click the "Next" button below for the next step Select the Replacement Person
Select the person to fill the vacated position from the st of Active Volunteers
o Nt Cancel by “CLICKING" on their name.
D2 Active Volunteer N |
ame
* Wizard will walk th h step-by-st ey
Izara will wa Oou throu ste ste v

* Sends Login Automatically
* DO NOT USE TO ENTER ELECTIONS
AR
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Maintenance: Providing Logins

4. Notification of Elections Select the roles (positions) to email the job descriptions,
Send email notification of the elections AND any changes in elections. O All Roles

® Selected Role

Email Election Results to Volunteers

| Select a Standard Position v

. : J Select a Standard Position
Also includes Current Job Description
State Chapter Committee Representative

Email Advisory Council Logins :"ﬁ‘ ' Advsory Counc
y
Create Ema

Secretan
KairosDonor Coordinator/Financial Secy
Ticasus

Select Role

* From Election Management screen select [Email Advisory Council Logins]
button

* Select Notification to Single Role which brings up the Select Role dropdown
* From the dropdown select the Role of the person

* System automatically creates recipient list based on role and creates email
* Send the email (no need to add information)

@q © 2020 - 2023 Kairos Prison Ministry International. All Rights Reserved.
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www.MyKairos.org

Most documents under
Downloads

Register Weekend Info
Elections resources
Where We Serve
Updates
Supply Ordering

* Ezra
Training

About Us
Directory
Where We Serve
Elections
Kairos Kalendar
Downloads
Kairos Downloads
Policy
Kairos Inside
Kairos Outside
Kairos Torch
International Council
Recruiting
State Chapters
Adwisory Councils
Website Admins
Get Involved
Fundraising/Donations
Ministry Programs
Supply Ordering
Newsroom
Register Weekend Info
Training
Links
FAQs
Contact Us

Advisory Council Downloads

Advisory Council Operating Procedures

Annual Affiliation Agreement

Annual Affiliation Agreement - With Electronic Signature

Business Cards (Word) Recommend Avery 8869, Clean Edge, Matte White for Inkjet
KairosDonor Order Form

Start-up Kit for a New Kairos Community

Weekend Leader Nomination Form

Ask a question about Advisory Council Operating Procedures (ACOP)

Your Name: [

E-mail Address

Phone Number:

Type your question in the box below:
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Learn More

Advisory Council Operating Procedure (ACOP): http://www.mykairos.org/docs/ac/acop.pdf

Election Tutorials: http://www.mykairos.org/Election.html

Kairos Ezra Information: https://kairosezra.com/

KairosMessenger: www.kairosmessenger.org

Kairos Excellence Initiative: https://www.kairosei.com/

KairosMessenger Support email: kairosmessenger@mykairos.org

Each website has a written and video tutorial on every step.

Elections must be completed by December 15t

Elections must be entered into KairosMessenger by December 315t
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