SERGEANT - AT – ARMS – INFORMATION SHEET

Thank you for volunteering as a Sergeant-At-Arms for District Convention.  Although your role is behind the scenes, yours is one of the most important reasons why Convention will be a huge success!  

As a Sergeant-At-Arms, you are responsible for the activities of your club.  If you see or hear of any improper behavior, either contact _________ in Room _________, or try to correct the situation yourself.  The key here is to make sure everyone is having a good time, as long as it’s not at the expense of others.

In addition to your club duties, you will be expected to monitor 1 or 2 General Sessions of Convention.  The following is an explanation of duties for each session:

Caucuses (Friday Evening and Saturday Morning) <> 2 Sergeant-At-Arms at each Caucus (total of six)
Be at your session 10 minutes prior to start time.  There will be one person inside and one person outside.  You can rotate duties throughout the Caucus if you wish.  The outside person is to make sure nobody enters the room while a candidate speaks.  Also, the outside person should coordinate the order of the candidate’s appearance in the caucus room.

The inside person shall time the candidate’s presentation. Traditionally, this time will be taken up by a one-minute introduction and then the remainder of the time is reserved for comments and questions.  You are not responsible for tracking introductions.  Instead, you need to start the clock once the introductions begin, and warn the candidate when there are 30 seconds remaining (YELL OUT - 30 SECONDS).  When time is up, cut the candidate off (YELL OUT - TIME).  

The number of candidates will determine how much time each candidate receives in the two caucus sessions.  The time limits for the caucus sessions are as follows:

Friday Evening – 
5 minutes

Saturday - 

15 or less candidates – 8 minutes 




16 or more candidates – 7 minutes
House of Delegates <> 2-4 Sergeant-At-Arms
Be at the session 15 minutes prior to start time.  Setup a “Delegates Wall” with chairs, to separate delegates and visitors seating.  The main responsibility at this session is to make sure only delegates enter the house.  Non-delegates, Alumni, Kiwanians, and Guests are not allowed to sit in the delegate area.  There is plenty of seating in the rear (Peanut Gallery) for non-delegates to watch the House’s activities.

Meal Functions (President’s Banquet and Farewell Brunch) <> 2-4 Sergeant-At-Arms at each session

Be at the ballroom 20 minutes prior to start time.  Wait for Bob’s OK to let attendees into the banquet hall.  Once people are allowed in, please check to make sure they have their name badge, and take each person’s meal ticket.  No one is allowed in without a name badge & ticket!  If they have lost or need to replace their badge and/or ticket, they should go to the Circle K Registration table.

The Administrator, Assistant Administrator for Events, Governor, & Convention Chair will all have walkie-talkies, so if you need to find someone or ask a question, run one of these individuals down.

