[image: image1.emf]

SMASHED Screening Roles and Responsibilities

· Community Leader (Director)

· Engages community partners

· Works with RADD for Level 1 and 2 events

· Represents project in the media and to partners

· Event Director 

· Manage all event logistics

· Staff

· Permits/Insurance

· Location

· Time

· Collateral

· Promotion

· Community partners

· Media engagement

· Direct liaison with RADD for Level1 and 2 events

· Appoint coordinator positions

· Invites panelists, moderators, community leaders, etc to participate 

· For Level 2 events, works with RADD to identify 

· Community event spokesperson

· Expert speaker

· Training components

· Responsible for making sure that all per diems and reimbursable expenses are paid

· Get post event feedback to RADD via the RADD website

· Send thank you letters to speakers, spokespeople and other participants

· Send thank you letters to all community group participants

· Media Coordinator 

· Manage all local media aspects 

· Contact local media

· Utilizing media advisory and release templates

· Place event advisory in local paper calendar section

· Coordinate media with RADD for Level 2 events

· Direct media to www.RADD.org to download radio and broadcast PSAs

· Send out thank you letters to media

· Panelist / Moderator Coordinator 

· Communicate with all panelist / moderators

· Provides agenda

· Informs on roles and responsibilities

· Follow guidelines for choosing panelists (see below)

· Prepare Panelists

· Pre-screen documentary with panelists

· Provide lesson plan and Discussion Guide to panelists

· Provide panelists tips (see below

· Prepare Moderator

· Pre-screen documentary with moderator

· Provide lesson plan and Discussion Guide to moderator

· Provide moderator tips (see below)

· Send out thank you letters to panelists and moderator

· T.A. Coordinator (transportation and accommodations) 

· Coordinates all transportation and accommodations for out of area community spokespersons, expert speakers, panelists, trainers, etc.

· Airline reservations

· Ground transport

· Per Diem

· Hotel

[image: image1.emf]