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ANNEX I
SERGEANT AT ARMS

GUIDANCE

ANNEX I
NATIONAL GUARD ASSOCIATION OF THE UNITED STATES

SERGEANT-AT-ARMS DUTIES AND RESPONSIBILITIES
I. General
A. Sergeants-at-arms play a critical role in the conduct of the National Guard Association of the United States General Conference.  These individuals serve a traditional role of providing order, security, and assistance in managing the conduct of various conference meetings and events. This includes helping escort guest speakers to the dais during conference business sessions and the Army and Air separate sessions.
B.  Sergeants-at-Arms should be persons who shall be field grade officers when the Conference is in their home state. 

C.  They will coordinate their activities with the NGAUS meeting/event points of contact (POC).
D.  Their uniforms for all sessions, except the States Dinner, will be Army Class A or the Air Force equivalent.  The States Dinner uniform will be Army Dress Blues or Air Force equivalent or Mess Dress.


E.  Arm Bands will be provided by NGAUS and worn during the meetings/events.  They shall be returned to the NGAUS administration office immediately following the last conference event.

F. Sgt-At-Arms shall report to the event/meeting POC at least 30 minutes prior to the start of the meeting.  They shall coordinate with the event/meeting POC for any last minute changes in the agenda or for additional instructions.


H. The Sgt-at-Arms shall be thoroughly familiar with the business meeting agenda, guest speakers’ names, and the senior guard leaders who will accompany the speaker to the dais.


I. They will be familiar with all the state seating locations in the business meeting to facilitate seating assistance to members.  They will ensure that the seating diagrams are posted in the appropriate location to assist the members.


J. They will determine, with guidance from the NGAUS POC, the appropriate route to the stage and the correct side that speakers will be escorted to and from.  Sergeants-At-Arms will remain on or near the stage until ordered to escort speakers back to meeting entrance, Green Room (speaker ready room), or DG lounge.

K. . Sergeants-at-Arms will ensure that there are phone links between the dais, the Green room, and the Sergeant-at-Arms station.  
L.   The Host State shall provide the Sergeants-at-Arms with individual communications.  They will help keep all the Sergeant- at- Arms on the same sheet of music.  Phones or radios should be set-up with Sergeant –at- Arms contact numbers and speaker numbers if possible.  DG and Operations phones also will be loaded with the Sergeant of Arms contact numbers.

M.  The Sergeant of Arms will conduct a microphone checks prior to the start of the first business session.  

N.  This document is designed to use as a checklist for the Sergeant-at-Arms to follow.

O.  Each person assigned as a Sergeant of Arms will be provided with a small paper copy of the seating chart for the state seating locations with them.  This is in anticipation of members coming to the Sergeant-at-Arms seeking this information instead of looking at the centralized seating charts.

II. Host State Responsibilities

A. The Host State shall provide two principal Sergeants-at-Arms, one Army, and one Air.  One shall be designated Chief Sergeant-at-Arms for the Conference. Other Host State Sergeant-At-Arms will be required to support the various events/meetings of the conference.
 B. The Host State Sergeants-At-Arms chairperson is the responsible individual and other states supporting the conference will report to that chairperson.
III. Successive Host State Responsibilities

States shall designate their Sergeants-at-Arms at least two years in advance, thereby allowing them to serve in two conferences prior to that being held in their own state and thus allowing them to become fully trained in the Sergeant-at-Arms duties.  

IV. Sergeant-at-Arms Assignments
A. The Sergeant-at-Arms Chairperson shall assign two (2) Sergeants-at-Arms to assist the Resolutions Committee during their committee meetings.  The chairperson must establish close coordination with NGAUS’ Legislative Director and the Resolutions Committee Chair. 

B. Two Sergeants-at-arms shall be assigned to assist during the Army and Air separate sessions.  These two must establish close coordination with NGAUS’ Legislative Director.

C.  Sergeants-at-Arms shall be available to assist the NGAUS staff in identifying invited guests and collecting invitations collected at the NGAUS TAG Cocktail Reception and the Chairman’s Head Table Reception, and help direct the head table guests to the States Dinner at the end of the reception.

IV. Specific Duties

Sergeants-At-Arms are required to perform the following duties at a minimum and may be required to provide added assistance as directed by event/meeting POCs:
· Making announcements as required
· Assisting in moving attendees in and out of meetings/sessions
· Calling attendees back to meetings/sessions after breaks

· Identifying speakers and escorting them and their entourage to and from the dais during business sessions

· Providing order and security for the meetings/sessions
· Serving as Points of Contact for emergencies during meetings/sessions
· Communicating to the NGAUS Secretary any changes to the business session agenda and ensuring water and any other comfort items are refreshed as needed (This should be done through the telephone between the Sergeant-at-Arms and Secretary)
· Maintaining and controlling access to the Green Room (speaker ready room)

· Serving as security (POC to get security in an emergency) during the resolutions meetings and checking to ensure that individuals serving on the resolutions committee have appropriately marked badges (usually a red star or the term “OK”)
· Serving as security (POC to get security in an emergency) during the Army and Air separate sessions and escorting guests to and from the dais
· Assisting in the identification of guests at the NGAUS TAG Cocktail hour and the Head Table reception and acting as security (POC to contact security) should any issues arise  
· Making announcements and assisting in gathering the head table individuals together, putting them in order, and escorting them to the head table  
· Ushering the remaining head-table reception invitees out of the reception area (crowd control) so they can get to the main dining area and be seated
· Knowing the locations of the DG guest lounge, Green Room, routes to and from these locations  
· Providing direction to these locations to speakers and DGs 

· Serving as escorts for senior leaders who speak at the conference meetings

· Assisting the NGAUS Director of Communications, Army and Air breakout chairpersons, the Resolutions Chairman, and the States Dinner Chair person in setting up the dais, and organizing meetings

· Assisting NGAUS staff in the collection of invitations to the Head-Table reception, provides security and crowd control during this event, make critical announcements during the reception and assist in moving head-table guests to their assigned seating

· Other duties as assigned by the NGAUS Chairman of the Board, NGAUS President or Chief of Staff or by the Host State Committee Chairperson
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