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Housekeeping
Items

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

Objectives

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




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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Reporting
Tool for Quick
Clean Up

Get Prepared

Use the “Missing Info” Report to organize a data clean up
effort

« Print the report and work it as a group

« Only the Secretary and Data Coordinator can make
changes to volunteer records in KairosMessenger

Reporting
Tool for Quick
Clean Up

Get Prepared




Identify Missing and Incorrect Information
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Update Volunteer Records
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Click any
column
heading to
sort

« Double click row or select row and click |Change] button
* Do Not delete (erase) record information, you may be deleting
important history AR~ e e ,

Dealing with Duplicate Records

e backo ot tht o pason & m“Acie” e Yl Sackgrour Scves St e parsn  Secened

[T T Retve | voscue | eotry i | prospecs | wting vie
% ooy Coumc

Only one = L

name per - “

record - ks

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

- We run a monthly merge program




Update Volunteer Records — Contact Info

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

8 st A B
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Update Volunteer Records — Demographic Info
- Demographic information needs to
be completed
Data Coordinators should check if
= Leaders are completing this in Ezra
11

Update Volunteer Records — Ministry

T woien | Resticions. | Weshwnin/Courses |

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

12



Update Volunteer Records — Training Info

Clergy Certfy Date:

Priot Volunteer History

- Secretary and Data Coordinator maintain DOC Training dates
- The System will automatically populate Kairos Training Events Attended
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Update Volunteer Records — Restrictions
Do Not Contact
« ONLY USED FOR FORMAL SUSPENSION.
- State MUST be notified
- State Notifies KPMI — We enter
14

Update Volunteer Records — Weekends/Courses

- Weekend Service entered by Leader Report upload

Weekend — Check Leader Report
- Guests are not Volunteers — They are Prospective Volunteers

- Do not add information unless you have confirmed the person worked on a
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Update Volunteer Records — Continuing Ministry

Update Volunteer Record

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

in Continuing Ministry Activities

Active Cont Ministry:

Ftter Lot ALL Cont M Prapes & Share Monthiy Reunion 1.2 Dy Retreat

CONSTRUCTION

-+ This is area is under construction
- If someone is attending Continuing Ministry, you can click “Yes’
- Do not enter the type from Filter List
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Advisory * “Active” community members nominate and elect members
Council * 13 required positions
Facts * May have optional positions (non-voting)
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
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* Qualification to be elected: Must have served on a Team
and/or have been active in the Continuing Ministry in the
past 6 years

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

* See the Advisory Council Operating Procedures for
additional qualifications
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* Members may be re-elected for up to 3 consecutive 3-
. ear term (9 years
Advisory v (9 years)
Council Facts * Chair requires 1 year on Advisory Council before serving
* Chair can only serve 5 consecutive years
20
* All Elected Members vote on positions
Adw'sory * Positions are for a 1 year
Council Facts
* Each year someone can hold a different position
% 2023 Kairos Pri i ational. AllRi Reserved.
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Advisory
Council Facts

Elections must be completed by December 15t

Elections must be entered into KairosMessenger by
December 31t

= All prior year logins are cancelled January 31st

See ACOP - Advisory Council Operating Procedures for All
Election Guidelines
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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

4 Steps of the Election Process

Organization>Elections>Advisory Council

Print
Roster

Record Send
Positions Notifications

Nomination
& Voting

¥4 Vote
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UPDATED
Election

Screen

Management —

Record and Review Annual Advisory Council Elections

— DO NOT USE THIS SECTION TO
[N e g ENTER ELECTIONS
‘Send nad ricatcn of e echona 410 ey hanges i schces
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Nomination
& Voting

Determining Seats Open for Election

Enter Election Year: 2024

1. Nominations and Vating for Advisory Council Membership
Send Email request for nominations 10 he

i and then 1o vele for
Print Hection History print History of lections

Emall Namination Reguest

Email Bection Vote

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

¢ What if | have documents showing more elections than
what’s in KairosMessenger?
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Nomination
& Voting

Determining Seats Open for Election

Print History of Advisery Council Elections

This sl you 1o 26e
ifneone was elected

ce.
1018 specific pesition then the rale il shew a3 ~Vacant

Select Report Option

) (O cumrgniny |ty
i Bacion Hitry

+ Glowe

Current Eligibility vs Total History

on Minstry Internationl. Al ights Reserve.




Election Eligibility Report

Nomination = KairosMessanger r—
. Advisory Council Election Eligibility

& Voting = Donaidsan - 2023 i
Total
Namo Etoctea ol Years Elsctea to s Roie Years

John Heiser 2032 2023
Tewm Expies 1200172023 Total Consecutive Years. L]
Exgole for Re-slecton” Yes Total Years on Acvisory Councl: 6

Mo Haris Communicatons Coordstor 2020 2021 2002 2023
Tom Expres 12012025 okl Consacute Ve 3
Evgtie for Ro-aacton” Ho Tolal Years n Adsary Counci: 4

Rick sy Stale Chaptr Rogreseniative 221

Viow G 2022 2023
T Exgires 12012023 EemT— s
Exge for Re-secton? Tes ot Years on Asvsory Counce 5

* Determine vacancies
* |dentify end of term members for re-election
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Nominations and Voting for Advisory Council Membership

Nomination
& Voting I

Request Nominations from Active Volunteers
* Automatic email list creation

* Update and Send Email (# positions and cutoff date)
“ Vote
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Nominations and Voting for Advisory Council Membership

Nomination =
& Voting

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

YA run again
4 Vote * Update and Send Email (nominees, cutoff date)

30

10



9/15/2023

Nominations and Voting for Advisory Council Membership

Nomination

& Voting Once election is complete all Advisory Council members (13)
vote for positions

* Done in meeting

* Term for position is 1 year

* Great time to get the Annual Affiliation Agreement Signed

Optional Positions

Nomination
& Voting

Appointed by the Chair

Non-voting

No access to KairosMessenger

Term is 1 year

Cannot serve more than 3 years

Does not count towards Elected terms of service

“ Vote
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Newly Formed Advisory Council (New Start)

Nomination
& Voting

33

Officer positions must be filled at start-up

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

n Vote

11



Continuing Ministry Only

Nomination
& Voting * If 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

Vote

9/15/2023
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Record Position Elections

Record Record and Review Annual Advisory Council Elections
Positions "

Recscing Becions s smplr o, ik e whats rent

P —

« Emaling

1. Nominatiens and Veting for Advisory Ceuncil Membership
o for e Nomines.

Print Gection Hitry

Mt Rt
Emad Hoction Ve
2. Record Position Elections
Record e posiian elecson pesuts
1 2020 - 2023 Kairo Prison MinistryInternationsl Allights Reserved.

Record Position Elections

Record
Positions

Only the Secretary

can see the
Passwords

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

* [Add Optional Role] for nonstandard positions

AR o200 o3 Pison Ministry Inern

fona. Al Rights Reserved.

36
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Record Position Elections

Updats Advisory CouneilEectod Positions
Record You must click

[Button]

—)

Positions ol e —

[ cick et uonto e

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

37

Notification of Elections

send 4. Notification of Elections
5600 6Mall NOUICAON Of 156 SRCONS AND 30y CHANGES In E<UONS.

(1 JESTe— /

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

Notifications

Advisory Council Roster

Print

4. Advisory Council Roster

Roster Aner you have » 3

ek 1 priet Rastar o Adisory Councl

Advisary Coundil Raster

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

13
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Advisory Council Roster

Advisory Council Membars 8 Roles
State Dacto Advacey Counc Demo - K

* Apgonted o @ parte em sz

Elecied Porsan

Yoar Rote. Emat Asdress Bad Emal Address  Phans.

2023 Advsory Counil Chae Jim 8 Baty Coupln m
cougio@faxarsat cm Dot check smad

2023 Vion Cnae Ao foyd ]
seoyogtakemat com

223 Secretey My Granam Eg

2023 KawosDonex Coord P Secy Py Wae. 7

ey wonetabemal oo o parerylakara o
223 Tremsrer Rich (Rachard) Felbr . weariaon
i tefertabermad com

223 IastAcnal Lasca Pty Gean 075 8877
penygtgitavamas coen

2023 OursacRecratng Coordnatnr Gancy Barr AT
KaneyBantanermai com

223 Funcraisng/Sponscrship Coonnator Rcbin Baris =
Fiodoarre isbintatemal com

* ??? = missing phone in volunteer record
* Orange highlight = bad or missing email

Maintenance: Replace Someone Who Resigns

@ Make sure you select the correct election year

3. Record Person ResigningiLeaving

* Wizard will walk you through step-by-step
* Sends Login Automatically
* DO NOT USE TO ENTER ELECTIONS
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Maintenance: Providing Logins

o Volunteers

Email Advisory Councl Logins.

/7

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)

AR 2020 -2023 Keiros Prison M national. Al Rghts Reserved.
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www.MyKairos.org

Advisory Council Downloads

Most documents under
Downloads

Register Weekend Info
Elections resources

* Where We Serve
Updates

* Supply Ordering e
* Ezra

* Training
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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:

upport email

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

Elections must be completed by December 15

Elections must be entered into KairosMessenger by December 31

44
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