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This is The East Kingdom Handbook for Local Chatelaines, a publication of the Chatelaine’s Office of the East Kingdom of the Society for Creative Anachronism, Inc. The East Kingdom Handbook for Local Chatelaines is available from the Office of the East Kingdom Chatelaine.  It is not a corporate publication of the Society for Creative Anachronism, Inc., and does not delineate SCA policies.

All material contained herein is provided for your use.  You may make copies, reprint, and distribute any and all material provided it is not for profit, no text or images are removed or altered, and all copyright notices are retained.

Visit the East Kingdom Chatelaines’ Website at

www.eastkingdom.org/chatelaine

Introduction

What is a Chatelaine?
A Chatelaine (feminine form), or Chatelain or Castellan (masculine forms), is the officer responsible for welcoming new members, and introducing and educating them in the culture and customs of the Society.  Some other Kingdoms refer to this office by the title Hospitaller or Gold Key.  (In the East, “Gold Key” refers to a collection of loaner garb and gear.  See page 9.)  The Chatelaine prepares, maintains, and disseminates such information and materials as are necessary to assist newcomers, and is also responsible for recruiting new members and working with established members to help them in their interactions with newcomers.

Becoming a Chatelaine

When you take office as Chatelaine for your branch, send a letter to the Kingdom Chatelaine stating so.  This letter must include the signature of your Seneschal verifying the change of office, or be accompanied by a separate letter to that effect.  Per Corpora Section VII.K.1, the Office of the East Kingdom Chatelaine will use the roster system rather than individual warrants.  Upon receipt of your letter, the Kingdom Chatelaine will contact you to obtain your information for the roster.  The roster will be updated on a regular basis and is available to all local Chatelaines upon request.

Your Responsibilities as Chatelaine

Familiarize Yourself with the SCA Organizational Handbook and East Kingdom Law

As an Officer of your branch, you represent the East Kingdom.  As a representative of the East Kingdom, you also represent the Society for Creative Anachronism, Inc.  In order for you to do the best job possible as such a representative it’s important that you read and understand the governing documents of the Society and the East Kingdom.

If you don’t already have them, obtain current copies of each of these documents.  Read them thoroughly, familiarizing yourself with the material contained therein.  As new revisions or updated copies are made available, update or replace your copies.

Copies of the SCA Organizational Handbook can be obtained from the SCA Marketplace, PO Box 360789, Milpitas, CA 95036-0789, (800) 789-7486 or (408) 956-5444 (Monday-Thursday, 9:00am-4:00pm), Fax (408) 263-0641 or on-line at www.sca.org.

Copies of East Kingdom Law can be obtained from the Kingdom Chronicler (check Pikestaff for current contact information) or on-line at www.eastkingdom.org.

Familiarize Yourself with Copyright Law

As Chatelaine, you’ll often find yourself making and distributing copies of various handouts.  Because of this it’s important that you have an understanding of copyright law and take care not to violate it.

Until you have a chance to become more familiar with copyright law, follow this rule of thumb.

Never copy or distribute any material unless you are certain of the author and you know for a fact that they’ve given permission for their work to be copied and/or distributed.

Familiarize Yourself with Kingdom Customs

Do your best to learn the customs of your branch, of other branches in the East, and of the East Kingdom in general.  The more familiar you are with different customs, the better you’ll be able to answer the questions of newcomers, and help them adjust. When possible, also try to learn some of the customs from other Kingdoms, and how they’re similar to and different from those in the East.  (This is especially important if your branch is located on or near a border with another Kingdom.)  Doing so will give you a greater understanding of the Society throughout the Known World, and will help you when dealing with people from other Kingdoms.

Familiarize Yourself with History

While no one person can know all there is to know about all topics throughout history, you should try to learn as much as you can.  The more you know about the time period the Society recreates, the better you’ll be able to answer newcomers’ questions, and help them find their areas of interest.

Where you’re unable to learn about a specific topic, do your best to learn who does know.  Then, when newcomers ask you about that topic, you’ll be able to refer them to someone who can help them.

Supervise or Assist With Demos

Demos, in one form or another, are one of the principal methods by which the Society gains new members.  As such, it’s important they run smoothly and make a good impression.

Identify Your Goals

When planning a demo, you first need to identify what type of demo it will be.

•
Recruitment Demos
Those in which the goal is to acquire new members.

•
Publicity Demos
Those in which the goal is to let people know of the existence of the Society.

•
Educational Demos
Those in which the goal is to educate people about the time period the Society recreates.

•
Acquisitional Demos
Those in which the goal is to acquire something for the benefit of your branch, the East Kingdom, or the Society in general.

Although demos can be and often are of more than one type, asking yourself which aspects apply allows you to more easily identify your goals for the demo.  Keeping your goals in mind, you then need to make arrangements for every aspect of the demo.

Planning the Demo

•
Confirm the date of the demo.

•
Determine whether a rain date is necessary.  If a rain date is set, confirm who will make the decision whether to go forward or not, and how the other participants will be notified.

•
Determine what the arrangements for space, equipment, and procedures will be.  Items to inquire about might include changing rooms, electrical outlets, sound systems, space for fighting, space for dancing, tables and chairs, whether you’ll be sharing the space with any other groups, how the demo participants will gain access to the site, etc.

•
Attempt to determine how many people will attend the demo.  Of those attending, how many will be adults, children, students, etc.?

•
Will there be any advance publicity about the demo?  If you would like to arrange for some, local newspapers, radio stations, television stations, and public access cable channels will often provide free listings or announcements for events open to the public.

•
Will there be any press coverage at the demo? If you know in advance there will be, contact the Kingdom Chatelaine, who will be able to help you prepare a press release you can hand out to reporters.  When creating your press release, be sure to include a brief description of the Society, and also try to include the complete names of all people who will be involved with the demo (so their names will be spelled correctly).

•
Make sure you’ll have enough people working the demo.  Try to get people to commit in advance so you aren’t left shorthanded on the day of the demo.  If not enough people from your branch are able to commit, ask for help from neighboring branches.

•
Talk to those who will be participating in the demo ahead of time.  Encourage each of them to wear their best garb, cover inaccurate armor, hide modern items, etc.  If necessary, work with these people to establish a dress code everyone can agree with.  Make sure each person knows when they should arrive, and what they should bring with them.

•
Attempt to represent as many aspects of the Society as you can.  If necessary, appoint others to oversee certain aspects such as fighting, dancing, arts and sciences, etc.

•
If you’re giving the demo in exchange for use of the site for an event, make sure you and the site representatives are in agreement about what each of you will provide.  In particular, make sure any and all conditions of use are clear.  Consider creating an informal written agreement.

•
For demos in schools or other educational demos, remember to stress the educational aspects of the Society.  Avoid recruitment speeches and Society culture, and stick to historical topics.  Contact the teacher ahead of time and inquire which topics (time period, social class, art, etc.) they would like covered.  Brush up on your knowledge of these topics if necessary.  For more suggestions for educational demos, contact the Kingdom Chancellor Minor.

Things to Bring to the Demo

•
Sign-up sheets that people can fill in if they want more information.  These sheets should include spaces for their name, address, telephone number, email, and topics they’re interested in.  Some people are hesitant to fill out this type of sheet if there aren’t any other entries completed already, so you might try filling in dummy information for the first entry.

•
Handouts to give out to those who seem interested.  The handouts should include a brief description of the Society, a description of your branch, contact people for your branch with their contact information, and a listing of regularly scheduled meetings or practices.

•
Membership forms for the SCA.

•
Order forms for the Stock Clerk.

•
A list of neighboring Chatelaines or a Regnum as a reference for any non-local visitors.

•
Copies of Tournaments Illuminated, Compleat Anachronist, Pikestaff, and your branch’s newsletter.  Bring any extra copies of the current issue of your branch’s newsletter you may have and hand them out.

•
Photo albums with pictures of a variety of Society activities.  If there are activities for which you have no photos, you may find it helpful to stage some pictures to fill in the gaps.

•
Displays of as many aspects of the Society as you can acquire.  Try to represent, armor, archery equipment, scrolls, heraldry, garb, needlework, woodworking, metalworking, leatherworking, feastgear, cooking, etc.

•
Dress forms or dummies outfitted with court garb.  This is especially useful for demos held outside in the heat of summer as it allows people to see the truly fancy garb without someone having to swelter in it.

•
Hands-on exhibits: hats for people to try on (don’t forget to bring a mirror), armor bits for people to try on, toys for children to play with, foods for people to taste, etc.

•
Music on tape or CD, with a player.  This music could be used for dancing, or just as background music.

•
Copies of copyright-free black and white line drawing artwork to give to children for coloring pages.  Include pictures of knights, dragons, kings and queens, knotwork, illuminated letters, etc.

At the Demo

•
Greet everyone who attends.  Briefly explain what the Society is and explain what is going on at that moment.  Encourage them to ask questions.  Offer them an informational handout or see if they would like to complete an entry on the sign-up sheet.  If possible, try to get a sense of what they might be interested in and point them towards displays or activities that reflect those interests, or people who share those interests.

•
Let people look around, watch the fighting, dancing, etc. After they’ve done this for a while, approach them again and see if they have any new questions.  If you can’t answer a particular question, find someone who can.  If there isn’t anyone at the demo who can answer their question, then be sure to get their contact information and let them know you’ll get back to them with an answer later.  Be sure to follow through on any such commitments you make.

•
Before people leave, let them know you’ve enjoyed talking with them and that they’re welcome to call you if they think of any more questions.  Let them know you hope to see them at future meetings, but don’t pressure them.  You might find it useful to take notes on different conversations you have at the demo.  This way, if they do contact you later, you can quickly refresh your memory.

•
As you speak with people, try to avoid using Society jargon they might not understand.  In particular, avoid “newbie” or “mundane”, as they can both have negative connotations that will put people off.  When tempted to use either of these words, use “newcomer” or “modern” instead.

After the Demo

•
Follow up with the people in charge of the demo site.  If you were doing the demo for a fee, were you paid?  If you were doing the demo in exchange for use of the site, are all arrangements finalized? Were they happy with how the demo went?  If not, be sure to find out why, as this can help you improve future demos or clarify future expectations. Will you be doing this demo again next year/season?  Do they have any comments or suggestions for next year?  Whatever the outcome, be sure to thank the people in charge.

•
Contact everyone who filled out the sign-up sheet as soon as possible after the demo.  Invite them to any newcomers meetings you may have scheduled for the near future.  If you don’t have enough people to hold a special newcomers meeting, invite them to come early to the next regular business meeting and meet with them then.  Invite them to any upcoming practices or guild meetings that may interest them.  Invite them to attend an upcoming event.  Whatever you do, let them know you haven’t forgotten them and try to find a way for them to become involved as soon as possible.

•
While most of the attendees at school demos are probably too young to encourage them to become involved without their parents, consider inviting the teachers to attend your next event or meeting.

Ideas for Demos

•
Set up an information table, put up posters, distribute flyers, or hold a demo at local colleges, especially during any club week they may have.

•
Attend Renaissance Faires in garb and pass out information sheets.  Be sure to check with the Faire management first.

•
Make arrangements for members from your branch to staff phones, in garb, at PBS fundraisers.  Try to see if you can be scheduled during a time block in which they’re airing something of a historical theme, whether it’s a movie or a documentary.

•
Donate a day or weekend at a local event to a PBS auctions.  Include site fee, all loaner garb and gear that will be needed, and food.  Make sure everything you lend is accurate and in good condition.  Include a guide who will accompany the purchaser and answer questions for them.

•
Donate a privately catered medieval feast to a PBS auction.  Have members serve in garb.

•
Hold a medieval feast for a church in exchange for use of the hall for an event.  Include singing and dancing either as performances or for audience participation.  Have information sheets available to hand out.

•
Have regular meetings and practices listed or announced by local newspapers, radio stations, television stations, and public access cable channels in their community activity sections or segments.

•
Have bookmarks made up with pictures of knights, dragons, kings and queens, knotwork, illuminated letters, etc. on the front and a brief description of the Society and local contact information on the back.  Distribute these bookmarks at local libraries or bookstores.

•
Contact libraries about helping with a summer reading program on the Middle Ages or setting up displays of arts.

•
Teach a class or give a demo, in garb, at a store that sells the supplies you use.  Do historic costume at a fabric store, spinning at a yarn store, embroidery at a craft store, calligraphy or illumination at an art supply store, wood working at a lumber or tool store, etc.

•
Display completed works in the windows of appropriate stores: garb in a fabric store, woven items in a yarn store, embroidery at a craft store, scrolls in an art supply store, wood-worked items in a lumber or tool store, and almost anything in a book store.

•
Sing period Christmas Carols in garb at local malls, Christmas fairs, retirement homes, etc.  Be sure to bring handouts that give a brief description of the Society and local contact information.

•
For school demos, give presentations for classes other than History and Literature.  Cover medieval recipes or period clothing for a Home Economics class, armor for a metal shop class, period woodworking for a wood shop class, calligraphy and illumination for an art class, herbalism for an agriculture class, etc.

•
Have business cards made up with a brief description of the Society on one side and local contact information on the other.  Carry these with you wherever you go, since you never know when you’ll meet someone who may be interested in the Society.

This list isn’t intended to be all-inclusive.  If you have other ideas for demos, use them!

Assist Newcomers

Perhaps your most important job as Chatelaine, you’ll need to assist newcomers as they find the Society.  As all people are different, the level of assistance needed will vary.  Some may need constant handholding.  Others may only need to be pointed in the right direction.  Following are some areas in particular in which newcomers may need help, and ideas for how to help them.

Orientation

While some newcomers may be ready to dive right in and attend their first event, others may want more information first.  Many Chatelaines find that periodically holding newcomers meetings gives these people the opportunity to have their questions answered.  Additionally, meeting other newcomers can help some people to feel less conspicuous and embarrassed about their lack of knowledge.

•
Whenever anyone expresses interest in the Society, add their name to the list of people to invite to the next newcomers meeting.

•
Contact these people to invite them to the newcomers meeting.  Consider making up invitations that look like tiny scrolls, with calligraphy and/or illumination.  But be sure to use a hand or font that isn’t difficult read.

•
If a potential newcomer can’t attend the next meeting, be sure to keep their name on the list for the next one.  Better yet, see if there is anything else you can do to help them get started, so they don’t have to wait until the next meeting.

•
Try to hold the newcomers meeting in a public place, such as a church, library, or community center.  Some people may be hesitant to attend a meeting held in a stranger’s home.

•
Give a brief presentation about the Society, but then be ready to let the newcomers ask questions and guide the rest of the meeting towards the topics they’re interested in.  Be prepared to talk briefly on a variety of topics such as garb, heraldry, titles and rank, personas, attending your first event, court etiquette, activities within the Society, etc.

•
Avoid horror stories.  While it’s certainly fine to give people brief suggestions on how to handle possible awkward situations, dwelling on the specifics of previous newcomers’ bad experiences will only serve to discourage them and frighten them away.

•
Consider giving away a membership, a copy of The Known World Handbook, or some other prize at the meeting.  A name could be picked out of a hat or the item could be a door prize.  Alternately, you could give the prize to the winner of a medieval game or a (simple) medieval trivia contest.

•
Bring the Gold Key to the meeting.  Show people the different styles and let them try garments on.

•
Let everyone know the times and meeting places of all local business meetings, guild meetings, practices, etc.

•
Try to have other members attend the meeting.  Introduce the newcomers to them so they’ll know more people.

Attending Their First Event

Once someone has been to a newcomers meeting and feels they’re ready to attend an event, or if they’re the type to want to dive straight in, they’ll need help preparing.  There are many things that need to be done, both before and at the event.  Failure to do some of these things may lead to the newcomer having an unpleasant experience that may drive them away from the society.  Your job is to do your best to ensure this doesn’t happen.

•
Help them read the event announcements and choose their first event.  Let them know what types of activities occur at events, and help them to choose one that has activities that will interest them.  Try to find an event that isn’t too far away.  If they wish to attend an event you won’t be attending, try to find someone who will be attending who can be their “Chatelaine for a day”.

•
Help them send in a reservation.

•
Help them to acquire loaner garb and gear, either through Gold Key or a private loan.  Make sure they have all the items they’ll need.

•
Help them to arrange for a ride or ride-sharing if needed.

•
Help them to check in at the event.

•
Find out when the seating chart for feast will be available and help them to secure a spot at a table.  Try to arrange for them to sit with people who can answer any questions they may have.  If there are several newcomers at the event, arrange for a newcomers table where you and they can all sit.  During the feast, you can talk about period recipes and table manners, feast customs and etiquette, and point out who is who.

•
Introduce them to people and explain the happenings around them.

•
Encourage them to introduce themselves, ask people questions, and get involved in activities that interest them.

•
Check up on them periodically during the day to see if they have any questions or need any help.

•
Sit with them in court and explain the awards and other items of business.

•
If there is dancing, ask them to dance or arrange for someone else to.  (Try to choose a simple dance for their first, and don’t pressure them if they’re hesitant.)

You should also be prepared to encounter newcomers you weren’t expecting.  Sometimes people may see an event in progress, become interested, and want to join in.  Other times you may encounter a resourceful individual who found their way to their first event entirely on their own.  Sometimes you may also need to help a newcomer who was brought by friends, but who forgot something.

•
Wear the badge of the Office of the Chatelaine so people can recognize you as a one.

•
Consider bringing the Gold Key to events.  This is an especially good idea at larger events, which are more likely to attract people who are unprepared.

•
Set up a newcomers table at events where people can ask questions, pick up handouts, and perhaps even borrow garb or gear from the Gold Key.  You needn’t be stuck at such a table all day by yourself.  Get others to help sit shifts or leave a note on the table telling people where they can find you and how they’ll recognize you.

Other Activities

Just because you’ve gotten a newcomer to their first event doesn’t mean they don’t need any further help from you.  Be prepared to continue to offer your assistance as long as they need it.

•
When newcomers attend their first meetings or practices, greet them and introduce them to other people.  Always ask them if they have any new questions.  If you can’t answer any of their questions, find someone who can.

•
Find out what their interests are. Introduce them to people in your branch who share those interests and help them get in touch with the Minister of Arts & Sciences, the Knight Marshall, or other local officers where appropriate.

•
When a newcomer picks a persona, have them introduce themselves to everyone at the next meeting by their new name and have them tell a little about their persona.

•
Recognize the progress of newcomers and encourage them to show off what they’re working on or what they’ve finished.  If they’ve made unfortunate decisions in a project don’t criticize.  Instead emphasize what they did right and encourage them to improve the accuracy the next time. 

•
Rent historic themed movies and watch them at a member’s house.  Discuss the accuracy of the armor, garb, furnishings, etc.

•
Write a column for your branch’s newsletter. Cover a new topic each issue. Possible topics might include the etiquette of hand kissing, coronets and titles, court and feast etiquette, etc.  Cover any topic that might help newcomers (or help experienced members deal with newcomers).  Have other members guest write columns if you need help or if they have a topic they would like to cover.

•
Organize trips to art galleries, museums, Renaissance Festivals, etc.  Contact the management ahead of time, explain the Society, and see if you can get a special guided tour or group rates.

Assist Relocated Members

When people in the Society move to a new branch, they often find themselves cut off from their pre-existing support network.  If the move was between Kingdoms, they might also find themselves in a very strange foreign land, with baffling and inexplicable customs.  As Chatelaine, one of your jobs is to help these people and assist them as you would newcomers, until they have a chance to become acclimated and re-form their support networks.

First, find out where they come from, how long they’ve been in the Society, and how much they already know about us.  Some may need to be treated the same as you would complete newcomers.  Most, however, will probably only need help with local customs, sources, resident experts, etc.  In some cases, a review of East Kingdom History, custom, and law may be useful.

Oversee the Gold Key

Gold Key is the collection of loaner garb and gear provided by your branch for the use of newcomers until they have had a chance to build their own collection.  It’s your responsibility to ensure your Gold Key is large enough to meet demand, and is maintained in good condition.

Gold Key Contents

While the number of items you’ll be able to keep in your Gold Key will vary depending on a variety of factors, you should attempt to include as many as possible of the following items.

•
Garb - Try to provide garb of different time periods and styles for people of all ages, sizes, and genders.  While simple tunics will fit a variety of people, try to include some fancier or more fitted garb as well.

•
Cloaks or Outerwear - Nothing will spoil a newcomer’s first event more than being rained on.  It also isn’t much fun to not be able to watch the tourney because it’s too cold outside.

•
Accessories - The right accessories can help tie an outfit together.  They can also help correct or disguise a poorly fitting garment.  Try to acquire an appropriate collection of belts, pouches, veils, hoods, hats, tabards, jewelry, etc.

•
Feastgear - At a minimum, you should be able to offer your newcomers plates, bowls, spoons, knives, and goblets or mugs.  Try to keep a selection of tablecloths and napkins as well, as they’ll keep your newcomers from having to eat at bare tables or wipe their hands on the garb they’ve borrowed from Gold Key.  Try also to offer candles and candle holders so your newcomers don’t have to eat in the dark.

•
Other Gear - Baskets or tote bags for transporting feastgear are very useful.  Simple folding chairs can also be a godsend, especially for outdoor events.

Building Your Gold Key

If your branch doesn’t currently have a Gold Key, or if the one you have isn’t large enough or is in poor condition, you’ll need to correct the situation.  Even if your Gold Key is currently in good shape, you’ll likely need to replace items over time or acquire new ones as demand grows.  Following is a collection of ideas for ways in which to do so.

•
Ask neighboring Chatelaines if you may borrow items from their Gold Key until you can bring yours up to size.

•
Ask neighboring Chatelaines if they have extra items in their Gold Key they don’t need or use that they can donate to your Gold Key.

•
If you have time, but don’t have the funds to acquire items for your own Gold Key, offer to help neighboring branches make items for their Gold Key in exchange for being able to use them.

•
Ask members from your branch to donate garb, feastgear, and other items they no longer use.  If the items need repair, hold a mending party.  If items are beyond repair, save any material, trim, etc. that could be reused.

•
Ask members from your branch if they’re willing to loan items to newcomers.  Keep a list of who is willing to loan what items, of what type or size, and under what conditions (such as only if they’ll be attending the same event).

•
If you have more of some type of item than you need and are lacking in other areas, sell the excess items in a tag sale or auction, and use the proceeds to buy those items you need. (Speak with your Exchequer before you handle any money.)

•
Take up a collection of pocket change at meetings and/or practices. (Speak with your Exchequer before you handle any money.)

•
Ask your branch to designate a portion of the profits from your next event or paid demo to go to purchase materials and/or items for Gold Key.

•
Shop at yard sales and flea markets.  Look for plates, bowls, cups, and spoons for feastgear; old tablecloths and napkins for feastgear linens, or to make into garb; costume jewelry to use as-is or to turn into embellishments for garb; and old curtains or drapes to make into garb.

•
Make new garb and accessories specifically for Gold Key.  Try to make versatile items that can be worn by a variety of people.  Encourage other members of your branch to help, perhaps at a Gold Key sewing night.

Maintaining Your Gold Key

You should keep an inventory of all the items in your Gold Key.  Ideally, these items should all be kept in one central location, usually at your residence.  If this isn’t possible, make notes on your inventory of which items are stored at which locations.  Periodically inspect and update your inventory, making notes of missing or damaged items.  Attempt to locate missing items, and repair or replace damaged items.

Some branches find they have problems with items being returned damaged, or not returned at all.  To keep this from happening, you could try some of the following suggestions.

•
Put tags in all pieces of garb labeling them as belonging to the <branch name> Gold Key.  Permanently mark feastgear and other non-garb items in the same way.  As an alternative, you could label items with your name, address, and telephone number.

•
Don’t loan any items out without making sure the person knows when and how to return them.  Make sure you keep a record of who has what, and make sure you have a way of getting in touch with the person in case they fail to return the items as specified.

•
Take the items to the event yourself and have the person return the items before leaving the event.

•
Implement a check-out procedure in which the person borrowing the item leaves a small monetary deposit or other item of value (such as a driver’s license) until the item is returned.  (Speak with your Exchequer before you handle any money.)  If necessary, make it a policy that damages will be deducted from the deposit.

To keep the items in your Gold Key in good condition for as long as possible, make sure they’re cared for properly.

•
Require all feastgear place settings and linens be washed before being returned.

•
Require all garb be washed before being returned.

•
If a particular item of garb requires special care or must be dry-cleaned, only loan it to people who are aware of this, and who are willing to properly care for the item.  If you don’t trust that the person fully comprehends the care instructions or will follow them, don’t lend the item out.

•
Check all items regularly to see if they need mending.  If damage is caught in time, it can be more readily repaired than if it’s allowed to worsen.

•
Whenever possible, store garb hung up to prevent wrinkles.  If you can’t do this, or if hanging would damage the garb, store it neatly folded in boxes or on shelves.

•
Air items out and iron them if necessary before loaning them out.

•
Be sure to store wool with lavender or other moth repellants.

Serve As an Information Clearinghouse and Referral Service

In order to be best able to assist newcomers and more experienced members, you’ll need to collect and compile a large quantity of information.  You’ll then need to redistribute this information as people need it.  In your collection you should have the following items.

•
Membership forms.

•
Stock Clerk order forms.

•
The Known World Handbook, issues of Compleat Anachronist, newcomers guides, and any other unique reference materials you loan out to newcomers.  (As The Known World Handbook is cheaper in quantity, you might consider having your branch front the money for a bulk purchase.  Then you’ll have copies readily available for sale to newcomers at cost.)

•
Master copies of all handouts, pamphlets, brochures, etc. you make copies of and give to newcomers.

•
A list of good books on a variety of topics such as persona development, costuming, history, etc.  Include references to where newcomers can locate these books, such as at the local public library or from local members.

•
Lists of local stores and mail order sources that sell items people may need such as fabric, feastgear, books, leather, metal and armoring supplies, bows and arrows, etc.

•
Domesday list of your branch.  Update this list regularly and include notes of who is available to loan what items, teach what skills or topics, and help in what other ways.

Maintain Your Files

Your files should contain everything you use to do your job and should be organized in such a way that someone else could pick up where you left off if necessary.  Your files should include:

•
This handbook.

•
SCA Organizational Handbook and East Kingdom Law.

•
Copies of all reports submitted.

•
Correspondence to and from your superior and subordinate officers, newcomers, members, or anyone else who may contact you.  Be sure to answer all correspondence in a timely manner (within ten business days).

•
Notes on any significant incoming or outgoing telephone calls.  Be sure to respond to all telephone messages in a timely manner (within five business days).

•
Inventory of Gold Key.

•
All materials for use in your information clearinghouse capacity.

•
Any and all other information and records mentioned in this handbook or that you develop for your own use.

Upon leaving office, immediately turn over all of your files to your successor.

Recognize Your Limits

Always bear in mind that while you’re responsible for seeing to it that all the responsibilities mentioned in this handbook are fulfilled, you don’t have to do it all yourself.  You’re empowered to appoint deputies or delegate tasks as you see fit.  You can also work with other Officers in your branch in areas where your responsibilities overlap.

If you’re ever unsure how to deal with a situation or a problem you encounter, or if you can’t handle it yourself, please contact the Kingdom Chatelaine to ask for help.

File Reports

As Chatelaine, you’re required to submit reports to the Kingdom Chatelaine.  Complete details on reporting requirements and guidelines can be found in the Policies of the Office of the East Kingdom Chatelaine.
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