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KairosMessenger

Advisory Council Election Training

Presented by Andy Perry

Objectives

In this training you will learn:
* Understand the Election Eligibility Report to determine vacancies
Use KairosMessenger to Request Nominations and votes
Enter Elections into KairosMessenger
Print the Roster
Send emails to inform the community of elections
Send emails to elected members with logins and job descriptions

Clean up volunteer records (moved to end of presentation)
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Election Facts

Election process starts in September, and voting must be done by December 15t

Kairos community of active volunteers nominates and elects member annually
(seat for 3-year term)

e The elected Advisory Council votes on the positions (role)

New Start Advisory Council positionsare appointed for the first 2 years
(annually)

e Members may be added throughout the year
13 required positions (voting and have:KairosMessenger access)
May have Optional Roles (non-voting and no KairosMessenger access)

e Optional Roles are appointed for a 1-year term can be re-appointed each
year up to 3 years

Appointed members who replace a resigned member serve until the end of that
year and can then run for election to a 3-year term

© 2020 - 2027 Kairos Prison Ministry International. All Rights Reserved.

Qualifications for Election

Standard Positions (13) must have access to a computer; the internet, and
a working email

Executive Officers are: Chair, Vice Chair, Secretary, Treasurer, and
KairosDonor Coordinator .

No one will be allowed to serve simultaneously on the Advisory Council and
as a staff member of the institution or a government/private professional
involved in a contractual relationship with the-institution

No one may serve in more than one elected position within the Advisory
Council and/or in a voting position on the State Chapter Committee

No one may serve on more than one Advisory Council

e The only exception is for one year to help start a new Advisory Council

© 2020 - 2027 Kairos Prison Ministry International. All Rights Reserved.
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Qualifications for Election

Immediate family members may not serve in financial positions and
Advisory Council Chair

Financial positions at the Advisory Council and State Chapter Committee
should not be family members

¢ Immediate family members include husband, wife, son, son-in-law,
daughter, daughter-in-law, father, father-in-law, mother, mother-in-law,
brother, brother-in-law, sister, sister-in-law, grandparent, grandchild,
grandchild, aunt, uncle, cousin, nice or nephew.

Husband/wife should not be officers 'on the same Advisory Council

Clergy may hold leadership positions on the Advisory Council

© 2020 - 2027 Kairos Prison Ministry International. All Rights Reserved.

Qualifications for Election

All Advisory Councils are requjred to have minority representation from a
variety of races and endorse racial equality and involvement on the
Advisory Council

The Advisory Council may be made up of male and female volunteers.

e Lessthan one half of the members can be the opposite gender of the
population served "

The gender of the persons elected to serve as-the Chair and the Institutional
Liaison must be according to the following chart:

Program Chair Institutional Liaison

Kairos Inside Same as population served | Same as population served

Kairos Outside | Same as population served | N/A

Kairos Torch Either Either

© 2020 - 2027 Kairos Prison Ministry International. All Rights Reserved.
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Qualifications for Election

e Advisory Council members must:
e Be active in their Christian church community

* BeActive - have served on a Kairos team and/or in Continuing Ministry
within the past 3 years

e Active does not include persohs in prayer support or event
participation such as Flowers at Dawn, etc.

e To serve in Continuing Ministry, you must have done a Weekend'in
the past o

Kairos encourages members to be active in a Christian accountability
group

They must agree to follow the rules and policies of Kairos
See the Advisory Council Operating Procedures for all qualifications

© 2020 - 2027 Kairos Prison Ministry International. All Rights Reserved.

Term of Service

Advisory Council member are*elected to a 3-year term

Advisory Council members may be re-elected for a 2"4 and 3
consecutive 3-year term (9 years max) without rotating off for a 3-year
period

Advisory Council member may not serve as Chair for more than five (5)
consecutive years

Chair should have served on the Advisory Council at least 1 year in the
past 3 years before being Chair, except in new start situations

If a person must step away from their position (resigns) during the year,
the Advisory Council can appoint a person until the end of the year

© 2020 - 2027 Kairos Prison Ministry International. All Rights Reserved.
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Election Process - Overview

Starting in September of each year, pull the Election Eligibility report
using the election year and solicit nominations

e Determine vacancies and end of term members

Request nominations (via KairosMeséenger e-mail) from all active
volunteer of the local Kairos community

¢ Nominations are for a seat on the Advisory Council for a 3-year term

The Advisory Council reviews the nominees to ensure they meet the
qualifications and are willing to serve for 3 years

The Advisory Council may add nominees from the active local Kairos
community, after confirming their qualification and willingness to serve

© 2020 - 2027 Kairos Prison Ministry International. All Rights Reserved.

Election Process - Overview

The Secretary send the ballot of nominations via KairosMessenger
election tools to the active.members of the community to ask for their
vote

Responses will go back to the Secretary’s email
The Secretary needs to tally the votes
The Advisory Council must meet prior to December 15t

Meeting must include all elected members serving for the upcoming
election year

Elected members will vote on which position each member will hold

Discuss need for any Optional Positions and appointees

This is a great time to have each member sign the Affiliation
Agreement (if applicable) if meeting is in person

© 2020 - 2027 Kairos Prison Ministry International. All Rights Reserved.




Election Process - Overview

Prior to December 31st:

Secretary must enter the elected and appointed members into
KairosMessenger

Secretary must send out the notification to the entire Kairos community
of the Advisory Council members

Secretary must send out the logins andjob descriptions

© 2020 - 2027 Kairos Prison Ministry International. All Rights Reserved.

Election Process — New Starts

New Starts must meet to vote on the position each member will hold for
the upcoming year — should be done by December 15t

Officers are Chair, Vice Chair, Secretary, Treasurer, and KairosDonor
Coordinator 4

e The Advisory Council becomes primary for the officers

The Advisory Council has 2 years to grow into having full standard voti-ng
positions

Advisory Council members are NOT feqdired to have 3 years of Kairos
experience

e |tisrecommended that some members do have experience

The Advisory Council must establish varying term limits to create the
rotation for the third year

© 2020 - 2027 Kairos Prison Ministry International. All Rights Reserved.
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Election Process — New Starts

e The Vice Chair should serve as Continuing Ministry Coordinator.and
Institutional Liaison until the positions are filled

All positions are for one year and may be re-elected to a position per
terms of service y

Secretary must enter the elections by December 315t into
KairosMessenger

Secretary must send out notification to the community of elected
member using KairosMessenger

Secretary must send out logins and job descriptions using
KairosMessenger

Secretary must add additional members as they join the Advisory
Council

© 2020 - 2027 Kairos Prison Ministry International. All Rights erved

Election Process — Continuing Ministry Only

e |[f the State Chapter Committee and the CEO have approved,
Advisory Council may be conducting only Continuing Ministry due
to specific circumstances

e If anew start, then they follow the newly formed Advisory
Council section and must work to do the full program within 2
years .

e |[f at an existing prison, then group must keep a small Advisory
Councilin place and ensure the rules of Kairos are followed.

e Atleastthe positions of Chair, Vice Chair (optional),
Secretary, KairosDonor Coordinator, Treasurer, Institutional
Liaison and Continuing Ministry Coordinator must be in
place, entered into KairosMessenger, use KairosDonor for
donations, reporting income and expenses properly,
reporting Continuing Ministry in Kairos Messenger, and
operating according to the Advisory Council Operating
Procedures

© 2020 - 2027 Kairos Prison Ministry International. All Rights erved
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Election Process — Continuing Ministry Only

¢ |t should always be the goal of working to do the full program

e If approved by the CEO and State Chair, a special situation for locations
where we cannot do the full program and no fundraising will take place,
then at least 2 persons must be identified as leaders for this group and
reported. They serve as Chair, Institutional Liaison/Continuing Ministry
Coordinator. The Continuing Ministry attendance must be entered into
KairosMessenger

© 2020 - 2027 Kairos Prison Ministry International. All Rights Reserved.

Removal of an Advisory Council Member

Advisory Council members méy be removed by a majority.vote of the
remaining voting members under the following conditions:

a) Upon refusal or repeated failure to perform the duties of their position
b) Rebellious conduct that jeopardizes the ministry

See Code of Conduct for guidelines. Note if family members are involved,
the members must remove themselves from the discussion and decision

If an individual is suspended from the ministry, they cannot hold other
positions during the suspension time period

Advisory Council members who miss three consecutive meetings are
considered to have resigned. Note: consideration should be given if the
person, in spite of the missed meetings, is actively contributing to the work
of the Advisory Council

© 2020 - 2027 Kairos Prison Ministry International. All Rights Reserved.




9/21/2026

Advisory Council - Restart

To be arestart Advisory Council (normally if under 7 members and/or being
reactivated) the group needs the State Chapter Committee approval

e Theythen have 5 positions (Chair, Vice Chair, Secretary, Treasurer,
KairosDonor Coordinator) at minimum filled and have one year to
rebuild to the full Advisory Council

They must follow the rules of this document and all other Kairos
policies/procedures

They may conduct Weekends and Continuing Ministry during the year of
rebuilding or within 2 years if reactivated Advisory Council

Volunteers may be current, past or new volunteers and must learn the
Kairos approach, rules, and policies

© 2020 - 2027 Kairos Prison Ministry International. All Rights Reserved

4 Step Election Process

Organization>Elections>Advisory Council
Note: Data Cleanup Slides are near the end of this presentation. If you
have many bad/missing emails, start with the cleanup process.

O "HORRON

Nomination Record Print Send
& Voting Positions Roster Notification
and Logins

%4 Vote % ﬁ

© 2020 - 2027 Kairos Prison Ministry International. All Rights Reserved




Election Management Screen

Organization>Elections>Advisory Council or New Start

Record and Review Annual Advisory Council Elections

Whats Different?
Enter Election Yoar: (2027 | Must Enter Year and TAB Before Recording or Emaiing
1. Nominations and Voting for Advisory Council Membership

Send Emall request for nominations to the Advisory Gouncil and then to vote for the Nominees.

Peint Election History
Email Nomination Request

Email Election Vate

Record the position election resulls.

Record Hections

List Bleetion Results

MAINTENANCE ONLY
If someone resigns
during the year— DO
NOT use to enter

. Notification of Elections annual elections
Send email notification of the elections AND any changes in elections.

ELECTION & MAINTENANCE

Email Elmiunzesunsmv«:lumcy Send username and paSSWOI’d

Email Advisory Council Logins

Repiace 3 persion guring 1y

Replace a Person

5. Advisory Council Roster

After you have recorded the elections, you can create a report of your Advisery Council members and roles

Advisory Council Roster

- 2027 Kairos Prison Ministry International. All Rights Reserved.

Election Eligibility Report

Record and Review Annual Advisory Council Elections

Enter the Election Year (2027)

Select the [Print Election History]
button

On the next screen select
[Current Eligibility]

Click [Print Election History]
button

A new tab will open to display the
report

If your does not display, check
your popup blocker

What's Different?

o Enter Election Year: (2027 | Must Enter Year and TAB Before Recording or Emailing

1s and Voting for Advisory Council Membership
Send Emall request for neminations to the Advisory Council and then to vote for the Nominees.

Print Elcction History

PR e Select Report Option

Email Election Vote

Total History

- & x
@«\ Print Election History

9/21/2026
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ection Eligibility Rep

Appoinied

Determine number of seats

Name
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KairosMessenger 91372026
Advisory Council Election Eligibility
South Carolina - Allendale - 2027

Elected Role

Years Elected to this Role

vacant

Vacant Position

Communications Coordinator

Institutional Laison

Bill Steiner

Identify end of term members

Term expires is end of 3-year
term

Advisory Council Chair
State Chapter Representative
Vice Chair

2024 2025

Total Consecutive Years:
Total Years on Advisory Council:

Bobbie Lou Hunter

Eligible for Re-election

Agape Coordinator

2017 2018 2019 2020 2021 2022 2023 2024 2025 2026

Total Consecutive Years:
Total Years on Advisory Council:

10
10

Yes, if end of 3-year term but
less than 7 years

Charlie Gray

No, if in year 7-9 (last 3-year
term)

ble fo

Dan Thompsen

Still serving if within 3-year
term

Kavteshessenaer
Advisory Council Election Eligibility
Alendale . 2027

8132026

ires

Advisory Council Chair
Fundraising/Sponsorship Coordit
Outreach/Recruiting Coordinator
Treasurer

Vice Chair

2022
2023
2023
2025 2026
2019 2020 2021

pires 12/31/2027

e-election? No

Secretary
Vice Chair

Total Consecutive Years:
Total Years on Advisory Council

2023 2024 2025 2026

s 12/31/2028

o7 Still Serving

KarosMessenaer
Advisary Council Eloction Eligibility
‘South Carolina - Allendale - 2027

Eloctad Rola

Total Consecutive Years:
Total Years on Advisory Counil:

arnazo26

Years Elactsd 1o this Rols

Total
Name Electod Rolo Yasrs Electad to this Role Yoars

Vacant Position Communicatons Coornator

Instiutionsl Lalson
B Stwiner Advisory Council Chai
State Chopler Reproseotative 2017

Vies Chair

s 1203172027

208 1 Sl Sarving

208

Howard O'Cain Continuing Minisiry Coordinator

Total Consecutve Years

Total Years an Advisory Council

2023 2024

2024 2025
123172028

¢ Re-siocion’” Sl Serving

Same as Harold
02

Tetal Consecutve Years:

Total Years an Advisory Ceuncil

123112028
fio-clection? Yos:

End of 3-year term

Keth Crogg Rasvisory Council Char

Funaraising/Sponsorship Coords

Total Consecutive Years:
Total Years en Advisory Council;

Banbie Lou Hunter  Agape Cocrdinater

2017 2018 2019 2020 2021 2022 2023 2024 2025 2028

Outreach/Recruiting Coordinatar

Treasurer

1273112028
siesion? No

Total Consacutive Years: Vica Chair

2022 2023
024

Total Years on Advisory Council

®

/3172028

‘Spensorship Coord
Recniing Coordinator
Traasurer

Vies Chai

”_ Still Serving

023
223

Data Coordinator
KairosDonor GoordFin Secy
2025 2028

Total Consecutve Years:

Total Years an Advisory Goundil

2025 2026

2019 2020 2021 2022 2023 2024

2027

2019 2020 2021 =n? Ne Has 1 more year

= \atizoar
Bl Has 2 more year

Dan Thompson Secr

Vice Chai

Total Consacutive Years:

Toual Years on Advisory Councl

Total Consecutive Years:

Total Years on Advisory Council Rick Hipkins Data Coardinator

0}

Fundraising/Sponsorship Coonds

0z
2025 2026

2023 2024 2025 2028
12313028
End of 3-yearterm

1273112028
eleciion? Stil Serving

Total Consacutive Years.

Total Years on Advisory Council Roger Nunn Instittonai Laison 2017

Earl Guay utoal Lalson
Instuiona Liaiscn

Treasurer

OutreachRecniting Coordinator
2023 2024 2025

Total Censecuve Years:

Total Years o0 Advisory Council

2028

208 Eligible for Re-sloction? Sl Sarving

2020 2021

Total Consecutive Years:

Total Years an Advisory Council

1273112028

Evgptie for Re-ciecton? Sl Serving

Total Gonsecutive Years A Ren Ciflord Advisory Counl Chair 2017 2018 2018

Total Years on Advisory Council & Communications Coordinator

Gary Janelle Clergy/Spinitual Direcor

KaroslDanor CoordFin Secy

2073 2024 2025 2028 Treasurer

Torm Exgires 12/31/2028
a7 St Serving

Hareld O'Cain Contisuing Ministry Coordinator

2023
2022
2025 2026
024

Total Consecutive Years ]
on Aavisary Counci: s

12312028

Total Y4 + Re-alociion? No

Total Censecutve Years:

Total Years an Advisory Counc

11
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Request Nominations

¢ Torequest nominations, select the [Email Nomination Request]

Advisory Council Membershif
Send Email request for nominations to the Advisory Council and then to vote for the Nominees.

Print Election History

Email Nomination Request

Email Election Vote

© 2020 - 2027 Kairos Prison Ministry International. All Rights served.

Request Nominations

Email responses come back to
your email

¢ Automatic email list creation of active members
e Update and send email

e Number of seats vacant and cutoff date (7-10 days)

© 2020 - 2027 Kairos Prison Ministry International. All Rights served.

12



9/21/2026

Request Nominations — Don’ts

The time is now to nominate for the 202 Advisory Council position .
The following positions are open:

« Kairos Donor Coordinator

= Recruiting Coordinator

« Continuing Ministry Coordinator
» Communications Coordinator .

The following positions have completed their 3 year term and would like to be reinstated:

« G Trcasurer
+ @ENESRERRg- Fundraising Coordinator

B - Recruiting Coordinator

The- Adv'iporv Council is reaching out to our active to ask for your r ions for
nominees %o be (unsidu’ d for election to a 3 year term starting January 1, 2025. We hold 8-10 meetings per year via
Zoom lasting approximafely one hour per meeting.

There are 9 of 13 seats Lp for election this year. The following AC members have completed a three(3) year term and are
nominatéd for an qddim‘unal three(3) year term:
1

-
P : =

The following AC members have completed a resigned position term and are nominated for a three(3) year term:

There are fouf remaining seats to be filled with the following nominations:
(Agreed to one year as Institution Liaison) 7SS (Considering) 8-OPEN S-OPEN

%
As you can see we still need a few more nominations to fill out the 13 roles on the Advisory Council. You are allowed to

Send Email request for nominations to the Advisory Council and then to vote for the Nominees.

Print Election History

Email Nomination Request

mail Election Vote

n Ministry International. All Rig|
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Request for Votes

e Automatic email list creation
of active members

wasther2 Bgmalc

- 2027 Kairos Prison M

Request for Votes

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

9/21/2026
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Request for Votes

The nominees are (in alphabetical order):
Hope everyone is enjoying the blessed weather of recent days! | also hope that you will ift the following
nominations in prayer as we vote on the 2025 Advisory Council (NN
S - Choir
S - VVice Chair
SN - Finencial Secretary
S - Trcasuror
SN - Communications
R - co0e

The nominees are (in alphabetical order): A Cortinuing Education
A (extend term for 3 years)

1
2
3
4

ison Ministry International. All Right:

Voting for Advisory Council Positions

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
(www.mykairos.org>Downloads>Advisory Council)

1 Ministry International. All Right:

9/21/2026
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Optional Positions

Appointed by the Chair
Non-voting

Termis 1 year

Cannot serve more than 3 years

Does not count towards elected terms of service

© 2020 - 2027 Kairos Prison Ministry International. All Rights Reserved.

Newly Formed Advisory Council (New Start)

Officer positions must be filled at Start-up (more may be filled)

e Officers are Chair, Vice Chair, Secretary, Treasurer, and KalrosDonor
Coordinator

New Start must establish positions with varying terms to create the rotatlon
by the third year

Vice Chair serves as Continuing Mlmstry Coordinator and Instltutlonal
Liaison until position are filled

New Start has two years to grow into having full standard voting positions

Advisory Council members don’t need to have Kairos experience
(Itis recommended some do)

© 2020 - 2027 Kairos Prison Ministry International. All Rights Reserved.
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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 Counciliin place:

e At leastthe 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 KPMIl each December to
enter election)

© 2020 - 2027 Kairos Prison Ministry International. All Rights

Send Email request for nominations 10 the Advisory Council and then to vote for the Nominees

Print Election History
Email Nomination Request

Eenail Election Vote

Record the position election results.

Record Elections

© 2020 - 2027 Kairos Prison Ministry International. All Rights
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Record Elections

e Double click row or
highlight it and click the
[Record Person’s Election]
button

[Add Optional Role] for
nonstandard positions
(Non-Voting) such as
assistants or Weekend
Leader, Observing Leader,
Advising Leader, Additional
Clergy, etc.

Green highligted Role is a Required position,

Advisory Council Chair

27 Vice Chair

27 Secretary

2027  KairosDonor Coord/Fin Secy

2027  Treasurer

2027 Institutional Liaison

27 | Outreach/Recruiting Coordinator

Fundraising/Spansorship Coardinator

27 Agape Coordinator

27 Clergy/Spiritual Dircctor

2027 Continuing Ministry Coordinator

27 Data Coordinator

2027

Communications Coordinator

+ AddOptional Role  # Record Person's Election

ernational. All Rights Reserved.

Click the "Gheckmark” buttan 1o select the person.

Position) Nome

i—dp_ 55N

Click the “?” button to get list of volunteers

Click Name column heading to get search box

Select member from list by clicking v'button

Agreement Date = Affiliation Agreement

Continue until all roles are filled

- 2027 Kairos Prison Ministry International. All Rigl

9/21/2026
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Record Elections — Optional Roles

e Add Any Optionalroles (e.g Weekend Leader, Observing Leader, Inventory
Coordinator, Assistants; etc.)

WARNING! Remember, no optional roles have access to KairosMessenger.

You have asked to add a non-standard role.
While you can do that, be aware that ONLY This Role: [ Enter 3 Custom Role, OR:
persons elected to a "Standard" role will have

to access K Optional Role: <Select Optional Role> v

Weekend Leader

Do you want to continue to ADD a Non-Standard role?

Advising Leader for Weekend

No-Cancel Adding Non-Standard Role Yes-'m Adding a Non-Standard Rok Observing Leader for Weekend

Other Approved Future Leader

Representative from Other Program

Agreement Date:
Support Team Coordinator

v Save | @ Cancel

ional. AlLRij

Print Roser

Selected Year:

e EnterThe Election Year o
e [Print Advisory Council Roster]

Print Election History

e Print Advisory Council Roster

Print State Chapter

Advisory Coundil Roster

y International. All Rights R
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Print Roster

e Goto Volunteerrecord - fix bad emails or they won’t get their login, job
description, any other emails

e Ensure cell phone number is listed

(@( Advisory Council Members & Roles +
State: Texas Advisory Council: Alired
** Appointed to a partial term 9/03/2025

Elected Person
Year Role Email Address Bad Email Address Phone

. . 2025 Advisory Council Chair Eddie Peacemaker 940-631-9805
This Will Show 71edsel@gmail.com

The Correct Year 2025 Vice Chair Doug Marchand 940-782-5276

doug99@live.com

2025 Secretary Rich Crouch 817-688-3098
crouch07@sbcglobal.net

2025 KairosDonor Coord/Fin Secy Dave Alired 817-480-2178
dave.alred@reagan.com

2025 Treasurer Mike Stumbaugh 817-247-5403
mstumbaugh@sbcglobal.net

2025 |Institutional Laison Tom Venhaus 940-923-7641
tomvenhaus66@yahoo.com

7 Kairos Prisol y International. All Rights R

Notification of Elections Email list and message are automatically

created'based on what you entered for
the election

Send email notification of the elections AND any changes in elections.

Recipients |

Email Election Results to Volunteers

Email Advisory Council Logins

y it appropriately BEFORE sending the email,

Email Message

From: [Rich Crouch<crouch7@socgiobalnet>

Subject: [Anneuncing the new Kairos 2027 Alired Advisory Counci Positions

Agsana Secrano NASCZONEGmS .
Email Text:  [Werre a0 to announce the 2027 office hoiders of the Aires Advisory Counc
Avaro Shva swrogsaguerz
ciaie Peacemaker - Aavisory Council Crair - 7iedse/@gmalicom
har Vice Chair - dougge@ivecom

o Next | Last

+ st # Cange @ Delete

20
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Send email with Job Description to all or selected standard positions
elected in the selected year.

Email Logins

Select the roles (positions) to email the job descriptions.

Send email notification of the elections AND any changes in elections
©All Roles
O Selected Role

Email Election Results to Volunteers

isory Council Logins

Create Email List e

e Email Logins and Job Descriptions to ele¢ted members (standard
positions)

/ International. All Rig

Email Logins

* Email listand message are automatically created

e Auto populates Login and other information in [ ]

| Recipients |
Emall Mestage

fy it appropriately BEFORE sending the

from:  [Ren Croveh s Gsegoom et

Subject: Congratuations on your eection as [Roe;

Email Text: | Congr v e [Rove] f Aavisory Council. &
xcesence. In o
nger.org, you'll need to use the fol

Login: [UserName]

21



Maintenance: Replace Someone Who Resigns

Beniace 3 persion during thew year insiructions

Replace a Person

This and the following screens will guide you through the simple steps 1o record a person resigning from a “Position” on the
Advisory Council and if you already have sameane selected fo replace the person in the vacated “Position,” you can select
that person from the list of Active volunteers in your Advisary Council's community

First_ enler the election year that the person is vacating

Election Year: |2026

* The wizard will guide you step-by-step

* Make sure you select the correct election year (e.g. 2026)

* Do not use this to enter your elections

Select the person (hat s resigning iheir posiion from the fst of current Advisary Counci
members by "CLICKING on their name in the foowing st

secretary

KairosDonor Coord/Fin Secy

Charies terry

Randy Greerway

Gary Redwire
Brandon Hirachata

kg Sgeinge

Enter the date that the posiion was vacaied

Date Vacated: [9/1/2026 ?

ional. AlLRij

@ Has the Advisory Council already selected a replacement person to fill the vacated position?

1f 50, you'll be able to select that person in the next step

Select Person/Role

ational. All Rights R

9/21/2026
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Maintenance: Providing Logins

Record and Rev
Go to Organization
tab>Elections>Advisory
Council. From Election
Management Screen o Enter lecion Year: Must Enter Year and TAB Before Recording or Emaling
select the correct

What's Different?

eleCtlon year 4. Notification of Elections

Send email notification of the elections AND any changes in elections.

Under section 4
Notification of Elections e

select [Email Advisory
Council Logins] button

- 2027 Kairos Prison M

Maintenance: Providing Logins

Select notification to Single Role which brings up the select role dropdown
From the dropdown select the role of the person

ers b Desc s - 2026
Job Description to all or selected standard positions
elected in the selected year.

Select the roles (positions) to email the job descriptions.

O All Roles
@ Selected Role

Select Role Advisory Council Chait W e

Create Email List

© 2020 - 2027 Kairos Prison Ministry International. All Rig|

9/21/2026
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Maintenance: Providing Logins

System automatically creates, | Recpients | ema
recipient list (based on role) and the

email message. Ensure email

address isincluded

ity it appropriately BEFORE sending the emai

Switch to the email message tab

[Rich Crouch <crouchd7@socglopainets |

Send the email (no need to add (Cogrmistors ooy s s e

information) it will include your e e T
name, role and Advisory Councilin N — m
the signature . o i s o s o e Kot e o sy

executing your leaders! Ole with excelience. In order to access
v Kairosiessenger.org, you'll need to use the following log in eredentials,

Login: [UserName]

|

Advisary Courel
i Tledsel@gmail.co Send Blection Emails.

Kairos Prison Ministry International. All Rights Reserved.

Data Cleanup Process

Ensure last Weekend’s Leader report is uploaded
KairosMessenger>Program>Weekends>Leader Reports

“Active” status is 3 years (Must have done a Weekend or served in
Continuing Ministry)

e [tis automatically calculated by KairosMessenger

* Note: KairosMessenger only tracks Weekend History not Continuing
Ministry at the Volunteer level

Secretary can’t turn on/off the active status

Mark the Continuing Ministry in the volunteer record to be included in
email lists (does not mark record as active)

n Ministry International. All Righ
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The Missing Info Report

e Use the “Missing Info” Reportito organize a data clean up effo
Volunteers>Volunteer List
* Printthe report and work it as a group

e Onlythe Secretary and Data Coordinator can make changes in
KairosMessenger to volunteer records

5 Last

f insert | # Cunge | il Delele | & PTPExport

7 Kairos Prisol y International. All Rights R

The Missing info Repor

KairosMessenger .
Requested ltems for Print BadiMissing Gontact Information 9032025
BadMissing Emad s
o Missing Cell Phone
o Missing Home Address
A | Active | mactve | entyus | Prosect

Email Addross  Bag Emall Address. Coll Phone
Advisory Council Voluntear Name Address

A Voluntear's contact information is VERY i 9 -

Alred Chip Bulin eb332agverizon net 214.908.3928
B K infermatio for . y L  ta idersity 1309 Windsor Way 214.708.3568
Rowlen, TX 75088

Netie that an emal flagged as "Bad” means. i coun ks closed or there is an errorin the address

‘Shondra Butlard

Seluct the eatrios you want 10 includa:

Baa/mung e (7 Matt Burle

Bac/Misiog CettPhoce: [7

Bac/Minung Home Prose: Shay Bums shayrbums@gmail com 682.367.2903
9636 Barksdale Drive
Bac/Misiog Home Address: (7 Kelier. TX 76450

Mg Demograptics (7 Serry Cabluck fcablucki@embeltnet B82-556-2411
3626 Mecart St
[ p— Fu, TX 76110

Jutie Carter J_lecanerg@sboglobal nat

Edward Castilo ecastilo2{ 3@ouiooi com 817-676-4506
1837 Westerest 817:676-4506
Artingion, TX 76013

Mos Catano 940-257.5997
1525 Triaa Lana #702
Wichia Falls. TX 76306

Frank Codilo franceirt ot et

y International. All Rights R
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Data Cleanup Process

e There are 9 entries per page it il i —

Bad/Missing Contact Information 91082025
g Basissing Emai 27

(# Pages X9 = Number of o et

& Missing Home Address s
records to fix) oy i

Advisory Council Voluntoer Name

s, Ko &
A .
P Email Address Bad Emall Address
F e ey Address

Give a few pages to recruits . Yooy
to contact and get updates Summary: NosdErs

No Missing Emails:

G e Secretary olbas oo aistcs are only available for the fems you requested to be printed.

No Home Address:

Coordinator updates in S ——
KairosMessenger

Total Volunteers.

- 2027 Kairos Prison Ministry International. All

Updating Volunteer Records

* No personis allowed to
enter false information or
alter volunteer

information with incorrect B
information or remove

st b

volunteer information o
from the system =

Bob Bul

Shonara Buta

Do Not delete record
information, (unless you

are replacing it with

updates) you may be

deleting important history

Double click row or select
row and click [Change]

Click any column
buttor

© 2020 - 2027 Kairos Prison Ministry International. All Rig|
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Updating Volunteer Records

Mark Not Serving if the
person doesn’t do
Weekends anymore

Uncheck “Bad” contact
fields if you are updating
them

Multiple Tabs organize
information

Contact information is
most important

Demographic information
needs to be completed in
the Personal Tab

Update Volunteer Record

Continuing Ministry

Last Name:

First Name:

Suffix

Address 1: (4 01 Jail Rt Bad HomtAddlux‘@

Address 2 [ ]

city: | st [w 2p: (773311

Cetphons:  [s551e3 ) ssacarmmene (D)

Home Phone: | Bad Home Phone #: [

- 2027 Kairos Prison M

Duplicate Records

Duplicate Records: Ensure
all the contact information
matches

We run a monthly merge
program

Grisen BaCKDround Indicates that the persan 15 an “ACtVE" VOIURIESr  Yeliow BCKGTOUN Inaicates hat the person s Gecessed

| A | acive | mactive | Emryust | Prosect | Missing Info |
chvisory Council s displayed in blue If the pérson primariy serves at a different locatio
Locate (Fosito

ory Last Nome

- 2027 Kairos Prison Ministry International. All Rigl
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Wrong Advisory Council

If you see a record of a person
who does not serve in your
Advisory Council change itin
the Ministry Tab

Check the Courses/Weekends
tab to see where they serve

You can move them to the
correct one within the state

Do not use this to move people
who are serving on your
Weekends

ros Prison

Review the Leader report if you
see the person has served ona
Weekend that is not listed, you
can add it

Choose the [Insert] button and
complete the information

Leave Household ID blank
Select Advisory Council

Enter Weekend number and
date

Enter Assigned Job and
Assigned Talks

try | Training | Restrictions | Weekends/Courses

Primary Ad Council:

Primary Ministry:

nternational. All Righ

Name/Contact l Personal |  Ministry

071-40-00,0120 JoeJosey  Ridgeland #18. 1072472019

01-40-000120 JoeJosey  Ridgeland 4/25/2019

01-40-000010

Training | Restrictions [  Wee

Praspective Vol

Fourth Day Qualified:

| Continuing Ministry

Household GUID:
Household 1D:

Select Advisory Council

Weekend Number:
Weekend Date:

Death Row Weekend?

Ad Seg Weekend?

Assigned Job:
Assigned Talk:

KO Guest?

Tarch Mentor2:

Torch Guide?

KO Day Angel?

9/21/2026
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Questions
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