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Girls on the Run® of Central Illinois
Site Liaison Description

Summary of Role:
The site liaison is a volunteer position that provides a valuable link between the site, coaches and the Girls on the Run staff. It is common for the site liaison to also serve in the role as head coach. If the site liaison and head coach are the same person, the site liaison is required to attend the four-hour GOTR training session.

Facility
· Secure bi-weekly practice space for GOTR for 1 hour and 15 minutes, two days per week—Indoor and Outdoor
· Indentify storage space for GOTR supplies (one file bin, one duffle bag)
· Assist coaches in identifying and reserving space for end of season Celebration

Registration
· Develop a registration plan (which girls need forms, when do they need to receive them, where can posters be displayed at the school)
· Coordinate distribution of registration materials to eligible girls (usually either 3rd-5th or 6th-8th)
· Collect registration forms: at new sites registration is limited to 12 girls; at existing sites registration is limited to 15 girls (it’s good practice to number the registration forms as they are received); a waiting list can be created in case any girls drop-out before the program begins or shortly after the beginning of the season
· Review registration forms for accuracy and completeness, if necessary, follow-up with families
· Complete roster in Xcel (spreadsheet provided) and electronically send it to GOTR (tracy@gotrcentralillinois.org) no later than 2 weeks after the first lesson
· Collect registration fees which should be made payable to school; if a scholarship is needed have parent/guardian call GOTR
· Have a check prepared payable to GOTR for total of check/cash collected
· Copy and mail registration forms and check to GOTR (907 Clocktower Dr, Springfield, IL 62704)

Liaison/Problem Resolution
· Identify program dates and times in coordination with school calendar and GOTR calendar
· Meet with coaches once prior to the start of the season
· Identify language barriers and/or other potential issues and communicate them to the coaches
· Use email and respond to requests in a timely manner
· Maintain regular communication with coaches regarding program and facility
· Provide occasional feedback to GOTR program staff
· Assist in the recruitment of coaches for the site (if required)
· Assign a staff person to participate in lessons (if required)
· Encouraged to attend at least one on-site GOTR/GOT lesson
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