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[bookmark: _7vtgmvs98t5c]RadCon Department Structure Policy - Version 1.6
This policy establishes the structure and responsibilities for each department within the RadCon Guild.
[bookmark: _79krkioeevzf]Definitions
[bookmark: _a8jipsbx1dgh]Concom
Any member with voting rights as defined by the Bylaws.
[bookmark: _vb2huv5d1w12]Department (D)
A team responsible for a collection of related activities. Departments are managed by a Department Head.
[bookmark: _kn44i3ng1cx6]Department Position (DP)
A designated position within a department responsible for a distinct activity within that department.
[bookmark: _y9zg48m72rl3]Responsibilities
[bookmark: _jlckpq4gvjel]Department Head (DH)
Responsible for the performance of all activities in their department and coordinating with others where necessary appoint department positions, coordinates the department, establishes a budget to operate, defines needed resources, and reports to Concom on activities.
[bookmark: _fqtgytfc653e]Process
Department Heads are appointed and approved in accordance with the bylaws.
Department Positions are appointed by the DH, with approval from the Chair. ConCom approval is not required.  ConCom may override the appointment with a simple majority vote.  Department Positions may be performed by the Department Head.
A person may hold more than one position but may not hold more than one department.

[bookmark: _apaoysc951an]Defined Positions

1. Art Show (DH)
	Student Art Show (DP)
2. Communications (Publications & Advertisement) Department (DH)
Media Communication (DP)
Photography (DP)
Print Media (DP)
Program Book (DP)
Social Media (DP)
Webmaster (DP)
3. Convention Operations (Con Ops) (DH)
Logistics (DP)
Security (DP)
Technical Support (DP)
Volunteers “Minions” (DP)
4. Dealers (DH)
Fan Club Interface (DP)
Artist Alley (DP)
5. Gaming(DH)
Card Gaming (DP)
Table Gaming (DP)
LARP Gaming (DP)
LAN Gaming (DP)
Console Gaming (DP)
Board Gaming (DP)
6. Guest/Pro Services/Outreach (DH)
Education Liaison (DP)
Guest Liaison (DP)
Guest/Pro Biography (DP)
Pro Liaison (DP)
7. Hotel Services (DH)
Green Room (DP)
Hospitality (DP)
Room Parties (DP)
8. Masquerade (DH)
9. Procurement (DH)
Donations (DP)
Merchandising (DP)
Supplies (DP)
10. Programming Department (DH)
Art Track (DP)
Costuming (DP)
Children’s Programming (DP)
Fan Track (DP)
Media/Anime Track (DP)
Music Track (DP)
Science Track (DP)
Writing Track (DP)
11. Registration (DH)
[bookmark: _odgma8k22yh1]Summary of Responsibilities
The following summarizes department scope and responsibilities, including department positions contained.
[bookmark: _otizz5vkrlhe]Art Show (D)
Coordinates with artists to obtain, display, and market art.  Establishes criteria  for direct sales/auctions, and displays. Establishes and maintains room hours. Coordinates the art auction.  Returns unsold art to artists. Coordinates badge art, tee shirt art and cover art for the program books.
[bookmark: _c39g5alvqjow]Student art show (DP)
Coordinates with Art Show for youth art and assists the art show where needed for student art and prizes.
[bookmark: _6fwe9tkw1k5p]Communications Department (D)
Staff and oversee department positions within the department.
[bookmark: _ytloma8p32ww]Media Communication (DP)
Coordinate radio and television appearances with staff, guests, pros, and programming.  Develop advertising campaigns and material in coordination with Print Media and Social Media.  Prepare press releases.
[bookmark: _b2yyg591qujr]Photography (DP)
Photograph events.  Process images.  Curate and distribute images internally and externally for marketing and media.
[bookmark: _t1wmf0ftd9ji]Print Media (DP)
Design and produce fliers, posters, banners, forms, and other print media.
[bookmark: _gnm93ls59yc3]Program Book (DP)
Develops program book based on department inputs.  Coordinates printing with the treasurer to get it dropped off printed and picked up.
[bookmark: _itcet2vn88o0]Social Media (DP)
Post regular updates to social media.  Moderate social media contributions for content and appropriateness.
[bookmark: _l8yus1rxkvvh]Webmaster (DP)
Responsible for maintaining the radcon.org website content.
[bookmark: _ubkt9klytjns]Convention Operations (Con Ops) (D)
Oversees the operation of the convention ensuring the security, volunteer, and technical support positions are filled.
[bookmark: _dl5xt2f561ue]Logistics (DP)
Organizes set up and tear down of the convention.  Acquires a truck for transporting equipment and convention assets.  Organizes and maintains the content of the storage unit.
[bookmark: _ep97lbweob4v]Security (DP)
Staffs security, ensuring adequate coverage is provided. Staffs the security desk.  Coordinates with hotel security and emergency services.
[bookmark: _2vjxzwiqel8j]Technical Support (DP)
Responsible for providing technical support for computers, and visual/audio equipment as needed.
[bookmark: _q56li01nfmzt]Volunteers “Minions”(DP)
Coordinates volunteers to fill task requirements as needed, Responsible for arranging volunteers to help load in and load out.
[bookmark: _5y8lfqd88c2k]Dealers (D)
Assigns dealer tables, coordinates with dealers, and obtains needed permits. Coordinates with Hotel services to arrange small press and Guest of Honor sales points.
[bookmark: _am8m0y9o09g0]Artist Alley (DP)
Coordinates with artists and Hotel services to confirm they have proper locations and times so show their wares. Confirms all fees are paid in advance and contracts are filled out appropriately.
[bookmark: _8np5jiff4sv7]Fan Club Interface (DP)
Contacts and coordinates with fan clubs to provide table space for club representation during the convention. Coordinates with registration to support group registrations. Coordinate fan club activities with programing to ensure timing and locations.
[bookmark: _se98hilqehvi]Gaming (D)
Ensures gaming activities are identified and scheduled. Coordinates with Hotel Department for allocation of space, Programming for gaming grids, and Guest services for recommendations of Gaming Guest of Honor.  Maintains gaming space.
[bookmark: _w29r4s9lwved]Board Gaming (DP)
Maintain, supply, and staff the board game library and annex.
[bookmark: _s413c7e2f1ki]Card Gaming (DP)
Coordinates card gaming activities.
[bookmark: _7xlfed5wf6ca]Console Gaming (DP)
Coordinates the set up, scheduling, and operation of console/arcade gaming activities.
[bookmark: _rfkc7ypn7hih]LAN Gaming (DP)
Identify and obtain equipment necessary to operate LAN gaming.  Ensure LAN gaming is operating for the duration of the convention.
[bookmark: _bt2hp1cyszlb]LARP Gaming (DP)
Coordinate with LARP groups to provide room(s), space, etc.
[bookmark: _glyg0zcjnpui]Table Gaming (DP)
Coordinates table top gaming activities.
[bookmark: _dk2oqejcw3kw]Guest/Pro Services/Outreach (D)
Coordinates department.
[bookmark: _cugtrpdekqvp]Guest/Pro Biography (DP)
Obtain and provide to the Programming Book DP and Webmaster, guest pictures and biographies. Ensure guest information is provided to registration
[bookmark: _cy4bvihzy7u7]Education Liaison (DP)
Coordinates with schools for visits and activities.  Runs the student writing contest.
[bookmark: _521s7n2116a4]Guest Liaison (DP)
Contact and obtain Guests of Honor for the RadCon convention, coordinate with track leads and programming to identify potential guests, provide a single point of contact for Guests of Honor Ensures guest packets are available at check-in.
[bookmark: _ungwq6vhjd04]Pro Liaison (DP)
Coordinate with Guest Liaison to contact and obtain pros for the RadCon convention, coordinate with track leads and programming to identify potential pros, provide a single point of contact for pros. Ensures pro packets are available at check-in.
[bookmark: _iqlk2p4w3yxv]Hotel (D)
Oversees all things hotel and contract related services. Confirms all food and business licenses are purchased and in place before con.
[bookmark: _a4woq7je5xl5]Green Room (DP)
Responsible for staffing the green room with volunteers during hours of operation at the convention. Coordinates with hospitality for food and beverages. Volunteers are responsible for maintaining the buffet table and distributing Guest/pro packets of convention information.
[bookmark: _rkfqw5v514c6] Hotel Liaison (DP)
Coordinates room assignments for Guests and Concom. Helps negotiate contracts.  Ensures setup instructions are correct and in place with the hotel.  Acts as the primary contact for the hotel.
[bookmark: _7udvuwsn5ju4]Hospitality (DP)
Maintains the hospitality room during convention. Negotiates with vendors for food and beverages, sets up and breaks down the Room. Coordinates with the treasurer for Vendor payments.
[bookmark: _icbnz5yqdpkk]Room Parties (DP)
Coordinates room parties, Maintains the contract with the liquor control Board. Is knowledgeable regarding state and local laws, Obtains appropriate licenses for Radcon room parties and promotional events.
[bookmark: _ntmztytwgtn]Masquerade (D)
Coordinate the masquerade event including prizes, photo sessions, judging, and awards.
[bookmark: _g8s3v5epfoe6]Procurement (D)
Coordinates with all departments and the Treasurer to purchase merchandise and office supplies for the need of the convention.
[bookmark: _vckc15wsi0ix]Donations (DP)
Obtains donations for bags, prizes, and other needs. Responsible for coordinating Bag stuffing with volunteers.
[bookmark: _t45mgecl0i1j]Merchandising (DP)
Provides a list of available items for purchase and with ConCom approval purchases merchandise to be sold at the convention. Staffs the merchandise table at the convention.
[bookmark: _3nt03p264zoo]Supplies (DP)
Coordinates with departments to identify and provide office supplies necessary for convention operation. Cooperates with Art Show for T-shirt and badge art. Coordinates with registration for badge and supply needs (badges / lanyards)
[bookmark: _63ku59f6jgmu]Programming Department (D)
Develops panels and event descriptions and schedules. Coordinates with Guests and Hotel services for panel needs and special needs of events. Provide written schedules, panel descriptions, and text regarding programming events for the website and program book. During the convention posts and maintains the current schedule of programs. Ensure hotel services and technical support are informed of any special needs in advance. Coordinates track leads within the department.
[bookmark: _yvgjlmciv0v8]Art Track (DP)
Coordinates the Art track.  Provides recommendations for Artist Guest of Honor.
[bookmark: _fdub9obef89f]Children’s Programming (DP)
Coordinates the Children’s Track.  Confirms Kidcon room is staffed and running during con hours.
[bookmark: _rrfp3f6qkret]Costuming (DP)
Coordinates the costuming track.  Provides recommendations for Costuming Guest of Honor.
[bookmark: _qtvqifa8no3o]Fan Track (DP)
Coordinates the fan track.  Responsible for the Fan Room.
[bookmark: _om6upurg191g]Media/Anime (DP)
Defines equipment needs, obtains suitable viewing material, maintains the media/anime room open and staffed full time during the convention. Provides suggestions for Media Guest of Honor.
[bookmark: _yghlijplwvc]Music Track (DP)
Coordinates the Music Track.  Provides recommendations for Music Guest of Honor. Coordinates with the DJ for technical support and programming needs.
[bookmark: _upa1j4psewn3]Science Track (DP)
Coordinates the science track.  Provides recommendations for Science Guest of Honor.
[bookmark: _nd52s8cni1ya]Writing Track (DP)
Coordinates the writing track.  Provides recommendations  for Writing Guest of Honor. Arranges book signing opportunities for authors.
[bookmark: _yub8iegx8lxl]Registration (D)
Maintains registration database.  Coordinates with Volunteers for staffing.  Maintains the registration desk, computers, and printers.  Confirms registration stays open for hours of operation.  Coordinates with Convention Operations and Technical support as needed.
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