
 

Committee Organization 
Tips and Suggestions 

 

Committee Leadership - Choose chairs that have experience in running events. This does not 
necessarily have to be a fair. It could be another community event such as a sporting or cultural 
event. Personal qualities also need to be considered. Chairs need to be willing to listen to 
committee members and put the committee’s interests and mandates before their own. 
Dialogue between the coordinator and chairs needs to be regular and open. 

Committee Membership - Make sure the committee represents diverse backgrounds. Teachers 
are good committee members but so are accountants, graphic designers, students, etc. Use the 
alumni students – they make excellent dedicated committee members if their views are listened 
to and they are considered as equal members of the group. They also have been to Fairs and 
know what works and what doesn’t. ***It is essential to have at least one individual with 
advanced technology skills.  

Make meetings count - Often sub-committee meetings are better for planning than full 
committee meetings. Chairs can hold sub-committee meetings as needed and then report to the 
whole committee once a month at regularly scheduled meetings. The advantages are two fold. 
First of all it is easier to pick meeting dates that are convenient for smaller numbers and 
secondly, no time is wasted because the entire meeting is focused on accomplishing a task. The 
coordinator should attend as many sub-committee meetings as possible (or receive minutes of 
all sub-committee meetings) to make sure that all aspects of the Fair delivery are considered. 

Communication - Create an email list so that committee members can easily be kept informed 
about important developments and given reminders of meetings and tasks that need to be 
accomplished. This also facilitates the communication of one committee member with others. 

Minutes - Keep detailed minutes of meetings, especially sub-committee meetings and send them 
out to committee members before the monthly regular meetings. Sending them about a week 
before the monthly meeting serves as a reminder of the upcoming meeting and allows members 
to know what other committees are doing and allows them to prepare comments and 
suggestions for improvement before the meetings. Send minutes to the Ontario Coordinator 
working with your site. Although he/she won't be attending meetings he/she needs to be kept 
informed and may give some valuable insights and input. Minutes are also useful for referring 
back to decisions made at earlier meetings. 

 Current Schedule - Keep updating the Fair Schedule and send it out with the minutes. Make 
sure each schedule is dated so that committee members that keep files will know which 
schedule is most current.  

Coordinator Schedule - Create a time-table of jobs that need to be done and consult and up-
date it as needed. It is up to the co-coordinator and logistics chair to make sure the tasks are 
completed and to give reminders to sub-committees of tasks that need to be completed.  

 



 

Reimbursements - Have a process in place for the approval and reimbursement of funding 
items. Review these procedures with committee members, especially the chairs. Knowing the 
procedures in advance will eliminate misunderstandings and frustrations.  

Community Involvement - As much as possible, the Fair should be a total community 
event with involvement from: 

• local school boards  
• municipal leaders  
• community groups  
• fair alumni  
• community individuals  

 

Organizing Committee

The Core or Executive of the local organizing committee should come from individuals with 
experience being on the Fair Committee. They understand the ideals of Historica and the fair 
program and are proven committee members.  

It is a good idea to have a combination of established members and what can be called 'new 
blood'. You always want to guard against burnout.  

Possible sources for committee membership would be: 

• Local School Boards  
• Academic Communities  
• Local Government - e.g. city counselor, MP, MPP  
• Historical Societies  
• Canadian Clubs  
• Local Museums  
• Service Clubs - e.g. Rotary  
• Local Media  

 
Local School Boards 
Local School Boards are excellent sources of in-kind sponsorship and volunteers. The support 
they can offer includes: 

• committee membership  
• release time for key personnel needed for the delivery of the fair - counselors, 

technicians, staff  
• website space on board servers  
• discounted printing services for brochures, flyers, signs  
• use of their communication services for press releases, inter-board communications  
• use of technology equipment - computers, printers, televisions, etc.  
• use of facilities - gyms, outdoor centres, etc.  
• expertise for student/teacher workshops  



  

Academic Community 
Academic Institutions are always looking to form connections with the local community. 

A Faculty of Education is a natural fit with the Fair program. Their buildings are usually 
available during fair time; they have the facilities needed - e.g. auditoriums, gymnasiums, 
computer labs, classrooms, storage areas; they have equipment and supplies required for the 
showcase - e.g. tables, chairs, audio-visual equipment. 

Universities and Community Colleges are good connections. They can offer services such as: 

• food packages for conferences  
• expertise for student/teacher workshops  
• committee members  
• volunteers  

  

Local Government  
Having the local politicians on board is a bonus for the Fair. It opens the door to free or 
discounted access to municipal facilities, cooperation for special permits required, donations of 
municipal, provincial and federal pins for the participants and a strong official presence at Fair 
events. If you can get a city official to join the organizing committee that is a bonus. 

  

Community Groups

Museums celebrate the heritage of the local community and good relationships and links with 
the local museums make it much easier to book an interesting program for the participants of 
the Fair. In most areas museums have bilingual services if requested and will respond to a 
request to provide a workshop at your fair. Some museums have interactive traveling displays 
that can be part of the Fair Showcase. Having several museum workers on the organizing 
committee opens doors and solidifies relationships with the museum community.  

Service Clubs such as the Rotary Club or Kinsmen can be excellent partners to the fair 
program. They can offer monetary support in some cases and also volunteers.  

Historical Societies are made up of people interested in preserving and celebrating Canadian 
Heritage and are willing partners in events such as the Historica Fairs. They have excellent 
connections in the community and you can sometimes get the Provincial Historical Society 
involved as well.  

Canadian Clubs also are a natural fit with the fairs program. They often are interested in 
sponsoring prizes and sometimes will offer financial support as well. Once involved their 
membership are a solid source for volunteers and committee membership. 

Cultural Societies are present in all communities. They can offer ethnic entertainment for fair 
ceremonies, volunteers and committee members.  



Local Media can be approached for free advertising and spot announcements. Even if they are 
unable to give outright sponsorship, contacting the media pays off in making them aware of 
your event and can result in more coverage for the fair itself. 

Local Businesses have many demands placed on them for sponsoring events. They will, 
however, support events if the timing is right and the event fits into their corporate image. 
Sponsorship can be sought for: 

• discounts for services and events  
• in-kind goods and services  
• monetary sponsorship of one event  
• monetary sponsorship of the Fair  

  

Fair Alumni

Young people who have participated in the fair program are excellent committee members and 
volunteers. They know what the program is about and know what the participants like and 
what they dislike.  

Alumni students are not just National or Provincial Fair participants. They are past Regional 
Exchange Participants, Laurier LaPierre Award winners and sometimes just Regional Fair 
Participants. Their enthusiasm and interest in the fair program is contagious and energizing. A 
caution for committees, however, is to avoid token alumni membership. Using alumni students 
is only effective if they are considered full members of committee or volunteer group.  

Parents of alumni will often become very valuable members of your committee or volunteer 
group. They too recognize the value of the program and are committed to giving back to a 
program that benefited their child. 

  

Community Individuals

Committee members have friends and family members that can become excellent volunteers. 
Sending a memo to schools via the school boards or a memo to local groups or clubs via their 
chairs can also net the volunteers needed to run a successful fair.  
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