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KAIROSMESSENGER
Election Training For The Advisory Council Secretary
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Housekeeping
Items

• My Name Is Andy Perry I Am The Support Person For 
KairosMessenger

• Please Remain Muted Until The Presentation Is Done

• Please Hold Your Questions Until The End Of The Presentation

• This Presentation Will Be About An Hour And A Half

• You Can Download The Handout From Your Chat Window
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In This Training You Will Learn How To:

Clean Up Volunteer Records to Ensure A Smooth Election

Understand the Election Eligibility Report to Determine Vacancies

Use KairosMessenger to Request Nominations and Votes for Nominees

Enter Elections Into KairosMessenger

Print the Roster

Send Emails to the Community to Inform them of Elected Members

Send Emails to Elected Members With Job Descriptions and Logins
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Clean Data 
Makes for a 

Smooth 
Election

• Ensure last Weekend’s Leader Report is Uploaded

KairosMessenger>Program>Weekends>Weekend History

• UPDATE: “Active” Status Will Change to 3 Years Effective 
January 1, 2026 

Get Prepared

3

4



9/12/2025

3

© 2020 - 2025 Kairos Prison Ministry International. All Rights Reserved.

Reporting 
Tool for Quick 

Clean Up

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 in 
KairosMessenger to volunteer records

Get Prepared
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Reporting Tool 
for Quick 
Clean Up

Volunteers>Volunteer List

Get Prepared
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Reporting Tool 
for Quick 
Clean Up

Volunteers>Volunteer List

Get Prepared
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Identify 
Missing and 

Incorrect 
Information

Get Prepared
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Identify 
Missing and 

Incorrect 
Information

Get Prepared

• There Are 9 Entries Per Page (# Pages X 9 = Number of Records to Fix)
• Give A Few Pages To Recruits To Contact and Get Updates
• Then Secretary Or Data Coordinator Updates In KairosMessenger
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Update 
Volunteer 
Records

Get Prepared

• Double Click Row Or Select Row And Click [Change] Button

• Do Not Delete Record Information, You May Be Deleting Important 
History 

Click any column 
heading to sort
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Get Prepared

Update 
Volunteer 
Records

• Mark Not Serving If The 
Person Doesn’t Do 
Weekends Anymore

• Uncheck Bad Contact Fields 
If You Are Updating Them
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Get Prepared

Update 
Volunteer 
Records

• Multiple Tabs Organize Information

• Contact Information Is Most Important

• Demographic Information Needs To Be Completed In The Personal Tab
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Dealing with 
Duplicate 
Records

• Duplicate Records: Ensure All The Contact Information Matches

• We Run A Monthly Merge Program

Get Prepared
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Advisory 
Council Facts

• “Active” Community Members Nominate And Elect Members

• New Start Positions Are Appointed For The First 2 Years

– Members May Be Added Throughout The Year 

• 13 Required Positions (Voting & KairosMessenger Access)

• May Have Optional Positions (Non-voting)
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Advisory 
Council Facts

• Elections Held Annually Includes New Starts

• Members Elected To 3-year Term

• Members Elected To Seat On Advisory Council Not A Specific Position

• Qualification To Be Elected: Must Have Served On A Team And/Or
Have Been Active In The Continuing Ministry

• See The Advisory Council Operating Procedures For Additional 
Qualifications
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Advisory 
Council Facts

• Members May Be Re-elected For A 2nd And 3rd Consecutive 3-year 
Term (9 Years)

• Chair Requires 1 Year On Advisory Council Before Serving

• Chair Can Only Serve 5 Consecutive Years
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Advisory 
Council Facts

• Elected Members Vote On Positions

• Positions Are For A 1 Year

• Each Year Someone Can Hold A Different Position
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Advisory 
Council Facts

• Elections Must Be Completed By December 1st

• Elections Must Be Entered Into KairosMessenger By December 31st

• All Prior Year Logins Are Cancelled January 31st

• See The Advisory Council Operating Procedures For All Election 
Guidelines
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4 Steps of the Election Process

2 3 4

Record 
Positions

Send 
Notification
and Logins

Print 
Roster

1

Nomination 
& Voting

Vote

Organization>Elections>Advisory Council
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Election Management Screen

MAINTENANCE ONLY
If someone resigns during 
the year – DO NOT USE TO 
ENTER ELECTIONS

ELECTION & MAINTENANCE
Send username and password
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1. Enter The Election Year (2026)

2. Select The [Print Election History] Button

3. On The Next Screen Select [Current Eligibility] And Then [Print Election 
History] Button

Election Eligibility Report1

Nomination 
& Voting

Vote

Elections must be 
completed by 
December 1st

Elections must be 
entered into 

KairosMessenger 
by December 31st

2

1

3

• Determine Number 
Of Seats Vacant

• Identify End Of Term 
Members

• Term Expires Is End 
Of 3-year Term

• Eligible For Re-
election Is No If They 
Are Still Serving A 3-
year Term

1

Nomination 
& Voting

Vote

Elections must be 
completed by 
December 1st

Elections must be 
entered into 

KairosMessenger 
by December 31st

Election Eligibility Report
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1

Nomination 
& Voting

Vote

Elections must be 
completed by 
December 1st

Elections must be 
entered into 

KairosMessenger 
by December 31st

Request Nominations

1

Nomination 
& Voting

Vote

Elections must be 
completed by 
December 1st

Elections must be 
entered into 

KairosMessenger 
by December 31st

Request Nominations

• Automatic Email List Creation of Active Members
• Update and Send Email 
– Number of Seats Vacant And Cutoff Date (7-10 days)

Email 
Responses 

Come Back To 
Your Email
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1

Nomination 
& Voting

Vote

Elections must be 
completed by 
December 1st

Elections must be 
entered into 

KairosMessenger 
by December 31st

Request Nominations

Things Not To Do In The Email Message:
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1

Nomination 
& Voting

Vote

Elections must be 
completed by 
December 1st

Elections must be 
entered into 

KairosMessenger 
by December 31st

Request Vote
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1

Nomination 
& Voting

Vote

Elections must be 
completed by 
December 1st

Elections must be 
entered into 

KairosMessenger 
by December 31st

Request Vote

• Automatic Email List 
Creation Of Active Members
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1

Nomination 
& Voting

Vote

Elections must be 
completed by 
December 1st

Elections must be 
entered into 

KairosMessenger 
by December 31st

Request Vote

• Update And Send Email 

– Number Of People To Vote For

– List Of Nominees (Nothing Else 
E.G. Currently Serving, Wants To 
Serve Again, Very Active, Wants 
To Be Secretary, Etc.)

– Include Members Who 
Completed 3-year Term That 
Want To Run Again

– Cutoff Date (7-10 Days)

– Email Responses Come Back To 
Your Email
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1

Nomination 
& Voting

Vote

Elections must be 
completed by 
December 1st

Elections must be 
entered into 

KairosMessenger 
by December 31st

Request Vote

Things Not To Do In The Email Message:
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Nominations and Voting for Advisory Council Membership

Once Election Is Complete All Advisory Council Members (13) For the 
Upcoming Year Vote on Positions

• Done In Meeting - Must Be Done Before December 1st

• Term For Position is 1 Year

• Great Time to Get the Annual Affiliation Agreement Signed

1

Nomination 
& Voting

Vote

Elections must be 
completed by 
December 1st

Elections must be 
entered into 

KairosMessenger 
by December 31st
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Optional Positions

• Appointed By the Chair

• Non-voting

• Term is 1 Year

• Cannot Serve More Than 3 Years

• Does Not Count Towards Elected Terms of Service

1

Nomination 
& Voting

Vote

Elections must be 
completed by 
December 1st

Elections must be 
entered into 

KairosMessenger 
by December 31st
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Newly Formed Advisory Council (New Start)

• Officer Positions Must Be Filled at Start-up (More May Be Filled)

• Officers are Chair, Vice Chair, Secretary, Treasurer, and KairosDonor
(Or Financial Secretary)

• New Start Must Establish Positions With Varying Terms to Create the 
Rotation By the Third Year

• Vice Chair Serves As Continuing Ministry Coordinator and Institutional 
Liaison Until Position is Filled

• New Start Has Two Years to Grow Into Having Full Standard Voting 
Positions

• Advisory Council Members Don’t Need to Have Kairos Experience 
(It is Recommended Some Do)

1

Nomination 
& Voting

Vote

Elections must be 
completed by 
December 1st

Elections must be 
entered into 

KairosMessenger 
by December 31st
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Continuing Ministry Only

• Special Status Must Be Approved By CEO

• If New Start - Follow The New Start Section

• 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

• If Existing Need 2 Persons Identified – Chair And Institutional 
Liaison/Continuing Ministry Coordinator (Notify KPMI each December to 
enter Election)

1

Nomination 
& Voting

Vote

Elections must be 
completed by 
December 1st

Elections must be 
entered into 

KairosMessenger 
by December 31st
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2

Record 
Positions

Record Position Elections

Must enter year for button to be available
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• Double Click Position’s Row Or Highlight It And Click The [Record 
Person’s Election] Button

• [Add Optional Role] For Nonstandard Positions (Non-Voting)

2

Record 
Positions

Record Position Elections

• Click The “?” Button To Get List Of Volunteers

• Select Member From List By Clicking Button

• Agreement Date = Affiliation Agreement

2

Record 
Positions

Record Position Elections
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• Continue Until All Roles Are Filled

2

Record 
Positions

Record Position Elections

• Add Any Optional Roles 
(e.g Leader, Observing 
Leader, Inventory 
Coordinator)

2

Record 
Positions

Record Position Elections

37

38



9/12/2025

20

© 2020 - 2025 Kairos Prison Ministry International. All Rights Reserved.

Send 
Notifications

Print Roster3

Print
Roster

• Enter The Election Year

• [Print Advisory Council Roster]

2

1
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Print Roster3

Print
Roster

• Go to Volunteer Record - Fix Bad Emails Or They Won’t Get Their Login, 
Job Description, Any Other Emails

• Ensure Cell Phone Number is Listed

This Will 
Show The 
Correct 
Year
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Notification of Elections4

Send
Notification 
and Login

2

1

3

This Will 
Show The 
Correct 
Year

Email Logins4

Send
Notification 
and Login

1 2

• Email Logins and Job Descriptions to Elected Members (Standard Positions)

 Both Automatic Email List Creation

 Both Automatic Population Of Login and Attaches Job Description

All Roles Or (Everyone)
Selected Role (One Person –
Dropdown List Appears)
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Email Login4

Send
Notification 
and Login

2

1

3

Maintenance: Replace Someone Who Resigns

2

1

• The Process Will Guide You Step-
By-Step

• Make Sure You Select the Correct 
Election Year (e.g 2025)

• Do Not Use This To Enter Your 
Elections
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Maintenance: Replace Someone Who Resigns

3 4

Select Person/Role

Enter Date Vacated

Select

Maintenance: Replace Someone Who Resigns

5

Select Person/Role

Enter Date Appointed

6

7
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Maintenance: Providing Logins

1. From Election Management 
Screen Select The Correct 
Election Year

2. Under Section 4 Notification 
of Elections Select [Email 
Advisory Council Logins] 
Button 

1

2

Maintenance: Providing Logins

3. Select Notification To Single Role 
Which Brings Up The Select Role 
Dropdown

4. From The Dropdown Select The 
Role Of The Person

3

4
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Maintenance: Providing Logins

5. System Automatically Creates 
Recipient Based On Role And The 
Email Message. Ensure Email 
Address Is Included

6. Switch To The Email Message Tab

7. Send The Email (No Need To Add 
Information)

5

6

7
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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

Secretary Training Tutorials: http://www.mykairos.org/Training.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 1st

Elections must be entered into KairosMessenger by December 31st
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Questions

51


