
Eliot Institute Creative Arts Eliot Committee Charter  
(Revised January 2023)  

MISSION/PURPOSE   
● Ensure that each “Creative Arts Eliot” camp has excellent workshop presenters  covering a 

range of creative realms which collectively will have broad appeal to the  Eliot 
community.  

GENERAL RESPONSIBILITIES  
● Plan workshops and recruit presenters for Creative Arts Eliot camps. ● Work with 
the CAE Deans, Volunteer Coordinator, and Registrar to schedule  workshops and 

identify locations for individual CAE workshops.  
● Assign CAE campers to workshops.  
● Coordinate communications with presenters before, during, and after camp. ● 
Organize the end-of-camp Extravaganza.  

ELIGIBILITY & TERM  
● Non-Board Members:  

o All members of the Eliot community Eliot campers who have attended a  
Creative Arts Camp, registered for an upcoming camp, or who have expertise in  
planning creative workshops.  

o Two-year term, with renewal encouraged.  
● Board Members:  

o By appointment, yearly at the Annual Meeting.  

STRUCTURE  
● Non-Board members and at least one Board member.  
● Each non-Board member must serve in one of five specified roles (there are no ad-hoc  

committee members). These roles include the Committee Chair, Recruitment  
Coordinator, Presenter Coordinator, Camper Workshop Assignment Coordinator, and  
the At-Camp Coordinator.  

● The make-up of the committee should be as diverse as is reasonably possible (e.g., age, 
country, gender identity, sexual orientation, ethnicity, race, disability, camp  
experience, etc.).  

SPECIFIC RESPONSIBILITIES  
● Committee Chair:  

o Schedule, chair, and take notes for meetings.  
o Write committee reports to the Board as needed/requested.  
o Write newsletter articles for the newsletter.  
o Make sure all tasks are assigned.  
o Keep track of documents.  



o Send CAE Camp Report to the next year’s CAE Deans.   
o Schedule an at-camp meeting of the CAE committee. 

● Recruitment Coordinator:  
o Research potential presenters.  
o Provide information and support for other committee members to successfully  

recruit presenters and enter data into presenter spreadsheet.  
o Follow up with other committee members on their recruitment efforts. 
o Contact potential presenters.  
o Use spreadsheet to keep track of data.  
o Get applications from presenters.  
o Acknowledge each application and inform presenters of the time frame for  

decision making (~60 days).  
o Communicate with all presenters about being chosen or not and copy the  

Presenter Coordinator with each “yes” email.  
o Introduce presenters by email to the Registrar and Presenter Coordinator 
o Send list of presenters to the Board and Registrar.  

● Presenter Coordinator (receives camp credit):  
o Before camp:  

♦ Communicates with presenters and gets bio, photo, workshop   
description, and video (if possible) for Eliot CAE website.   

♦ Verify with presenters about their needs such as allowing children, group  
size, supplies, physical space, budget needs, and collect the data in a   

spreadsheet.  
♦ Forward camper contact info received from Camper Coordinator onto  

presenters.  
♦ Work with Volunteer Coordinator, Deans, and Registrar to identify   

locations for individual workshops. This includes:  
▪ Finding out from the Registrar which rooms/buildings are   
available for use and their capacity.  
▪ Asking presenters about physical needs for their workshop   

including workshop capacity, lighting, water, white boards, tables,   
seating, and accessibility.  
▪ Matching locations and workshops in coordination with the   
deans.  

o During camp:   
▪ Chair a first day meeting with presenters after the first staff meeting. ▪ 
Offer a tour for new presenters.  
▪ Present the workshops and introduce the presenters at the first-night 

Orientation meeting.  
▪ Address any issues experienced by the presenters.  
▪ Address any camper requests for workshop changes.  



▪ Organize a meeting for Presenters about clean-up schedule, tax   
information, and Extravaganza expectations in coordination with the At 
Camp Coordinator.  

o After camp:   
▪ Send feedback forms to presenters, and follow up.  
▪ Bring presenter feedback to the committee.  
▪ Send feedback to presenters from camper surveys.  

● Camper Workshop Assignment Coordinator:  
o Collect information from Registrar about camper workshop choices.  
o Using spreadsheet and registration info, assign campers to workshops by May 31 

(if campers have not indicated a workshop choice by May 1st, they lose their  
registration priority).  

o Communicate with campers about assignments.  
o Handle any workshop changes prior to camp.  
o Share the camper workshop assignments spreadsheet with the Presenter  
Coordinator, who will send the appropriate information to each presenter. o Deals 
with any late camper registrations and changes, keeping in mind the  importance of 
presenters knowing how many campers to prepare for including  any materials they 
may need to bring to camp (this should be balanced with the  need to minimize 
emails to presenters and/or campers). If necessary, discuss  any workshop-
assignment issues with the Presenter Coordinator.   

● At-Camp Coordinator (receives camp credit):  
o Supply snacks for any children’s-focused CAE workshops (in consultation with 
child-care staff and/or the presenter for the children’s-focused workshop). o 
Choose and train Workshop Liaisons (individuals from each workshop who serve  as 
in-workshop points-of-contact for each presenter).  
o Buy gifts and cards for presenters– consult with Presenter Coordinator for ideas  

or suggestions.  
o Give cards for each presenter to the Workshop Liaisons for collecting signatures 

(Deans will determine how the cards are presented).  
o Have gifts and cards ready at Extravaganza.  
o Extravaganza – responsible for planning the program in consultation with the  
Deans and presenters, providing snacks, and organizing set-up and clean-up. o With 
the Presenter Coordinator, organize and attend meeting with presenters to  discuss 
the Extravaganza and workshop clean-up expectations.  

● Whole committee work:  
o Assist in presenter recruitment, including entering any relevant data into  

recruitment spreadsheet.  
o Discuss and decide policy questions pertaining to CAE workshops.  
o Discuss and decide CAE committee job descriptions and committee charter  

issues.  
o Prepare for CAE fall meetings to discuss and vote on presenters.  



o For CAE committee members who are at camp:  
▪ Provide a method for getting ideas for new presenters and arts.  

▪ Recruit new committee members.  
▪ Meet with presenters at first-day presenter meeting.  
▪ Assist Presenter Coordinator and/or At-Camp Coordinator as needed. o 

Annual review of Eliot Institute’s Strategic Plan to see how committee work can  
support the plan, as relevant, & revise the charter as necessary. 

 
MEETING/COMMUNICATION TIMELINE  
● August:  

o Hold CAE at-camp meeting to start planning process for next year’s camp,  
including recruiting new members for the CAE committee, assigning CAE  
committee roles, and identifying candidate presenters.  

● September-November:  
o Identify candidate presenters for next year’s camp.  
o Solicit applications.  
o Work with CAE Board representative to identify target number of workshops for  

next year’s camp.  
o Hold regular meetings to discuss recruitment status and vote on individual  

presenters.  
o Submit final list of presenters to Registrar and Board representative for  

publicizing camp.  
● Spring & Fall Newsletters:  

o Committee Chair: Write an article for the Spring and Fall Newsletters if there’s  
any important information to pass along to the Eliot community.  

● Throughout the year:   
o Committee Chair: Write reports as needed for the Spring, Fall, and January  

Board meetings.  
o Meet as needed to address issues pertaining to CAE camp workshops as they  

arise or as requested by the Board President, Board Representative, camp  
Deans, Registrar, or other.  

o Maintain records of committee business. 


