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Guidelines for conducting NAFT activities
The organiser of an activity is responsible for organising and coordinating all aspects of the activity; this may involve delegation of duties as appropriate.

Such responsibilities are

· designing activity application form
· making bookings

· organising publicity either through direct mailout of through the Newsletter. 
       muriel.andrew@bigpond.com is the Communications officer for this
· collection of money from participants, issuing receipts and keeping accurate records

· organising account payments
· keeping receipts for items purchased and requesting reimbursement.
(No money will be reimbursed by NAFT unless receipts are produced; there is a claim form on which to do this)

· keeping a record of attendance (sign on/off sheet) of teachers

· organising rewards for participating teachers who give up their free time to attend activities. Detailed lists should be sent to the Treasurer who will arrange for voucher purchase and despatch
· producing and issuing certificates of participation. 
· writing a brief après activity report
For the complete Information Package email Gilda Stuart    gildastuart@gmail.com
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