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Welcome to the ILRN Codex!

The ILRN Codex is our shared knowledge base and delegation hub. It is not only a record of what
we do but also the engine that drives how we work together. Every role, project, and initiative
within iLRN should live here first. The Codex is where we align our efforts, distribute
responsibilities, and hold ourselves accountable to one another.

Ethos: A Living Network of Shared
Responsibility

iLRN thrives when the work is not carried by a few but shared across our network. The Codex
reflects our ethos of collective stewardship:

e Service to the community is embodied here, not in one person’s inbox.

e Transparency and trust grow when decisions, updates, and responsibilities are visible to
all.

e Authority is not centralized; it is distributed, with the Codex as our common source of
truth.

Structure: How the Codex Organizes
Our Work

e Books & Chapters: Each major initiative (e.g., Conference, Special Tracks, Virtual
Campus, Partnerships) has its own book. Within books, chapters break down tasks,
resources, and role-specific information.

e Roles & Responsibilities: Every Chair, Coordinator, or Volunteer Steward has a clearly
defined lane documented here. If you’'re unsure of your duties, start with your Codex
page.

e Processes & Templates: Standardized forms, checklists, and workflows live here to
reduce duplication and ensure consistency.

Cadence: The Rhythm of Updates



The Codex works best when it's kept alive with steady contributions. We commit to:

Immediate Capture: New requests, decisions, or updates are logged here as the first
step. Let us aspire to create core documentation and culture such that we can (almost)
live by the maxim, "If it isn’t in the Codex, it isn’t real.

Of course, dynamic change, innovation, and the sheer complexity & scope of our work will
make this more an ideal than a hard principle. Let's try!

Weekly Stewardship: Each designated Content Steward checks updates, assigns tasks,
and closes loops at least once a week.

Monthly Sync: Core leadership reviews Codex entries together to ensure alignment, spot
gaps, and celebrate progress.

Working Plan: Codex as Delegation
Hub

The Codex anchors three key functions that make iLRN scalable:

1. Codex as Authority
e This is our single source of truth.
e Every new member, role, or change—Ilike adding a Program Committee
member—must be logged here first.
2. Codex as Workflow Trigger
e Codex entries launch tasks.
e Linked forms (Tally), volunteer tags, or checklists turn updates into action by the
right person—without bottlenecking at leadership.
3. Codex as Accountability
e Publicly, we maintain our service ethos: responsive, welcoming, and professional.
e Internally, the Codex shows who is responsible, what’s in progress, and when it's
complete.

Our Commitment

The Codex is how we shift from “leaders doing everything” to “a network that does
everything together.” It's where ideas become coordinated action and where we keep ourselves
honest about progress. By using the Codex as our delegation hub, we not only lighten the load—we
strengthen the network itself.



Codex Orientation

Welcome to the iLRN Codex Orientation. This page is your guide for understanding how to
navigate, contribute, and thrive within our shared knowledge base and delegation hub.

The Codex is not just a library of documents—it’'s the operating system of iLRN. It connects
people, projects, and processes, ensuring that our global network works together with clarity and
purpose.

Why the Codex Matters

e Shared Understanding: Everyone, from Special Track Chairs to Content Writers, works
from the same playbook.

e Delegation Hub: Tasks and updates live here first, triggering actions across our network.

e Collective Memory: By recording our knowledge, we prevent burnout, duplication, and
confusion.

e Transparency & Trust: Members can see who is responsible for what and how decisions
are being carried out.

Your First Steps

1. Read Your Role Page
e Start with the section that matches your role (Chair, Steward, Volunteer, Partner).
e If you don’t see your role, contact your Coordinator or add a draft page.
2. Log Your First Update
e If you have a responsibility (e.g., adding a Program Committee member), record it
here as the first step.
e Remember: If it isn’t in the Codex, it isn’t real.
3. Use the Templates
e Access checklists, forms, and sample workflows provided for your area.
e Templates are designed to save time and keep consistency across the network.

How We Work In the Codex

e Capture - Assign - Confirm



o Every request is captured in Codex.
o The task is assigned to the correct steward or chair.
o Completion is confirmed in the Codex and communicated outward.
e Weekly Stewardship
o Each week, stewards check their pages, close loops, and update progress.
e Monthly Sync
o Leadership reviews Codex entries, resolves gaps, and aligns global initiatives.

Expectations for Everyone

Keep It Current: Outdated pages weaken the network. Update as soon as changes
occur.

Be Clear & Concise: Write so others can step in and understand your work without
explanation.

Respect the Hub: Treat Codex entries as official records, not rough notes.
Collaborate in Public: Use Codex pages, not private emails, for shared tasks.

Orientation Checklist

v Read your role page

v Make your first entry or update

v Explore templates for your area

v Bookmark the Codex and check it weekly

By following these practices, you help transform iLRN from a network carried by a few into a
network powered by all. The Codex is how we scale, sustain, and succeed together.



? How the Codex Supports ILRN
Leaders

The iLRN Codex is designed to lighten the load of leadership. It transforms administrative and
coordination tasks from being a scattered burden into a shared, structured system. Whether you're
a General Chair, Program Chair, Local Host, or leading a special role, the Codex provides
scaffolding to help you operate efficiently while keeping our collective memory intact.

1. Meeting Management (Agendas,
Notes, Follow-up)

The Problem: Meetings drift, agendas vanish, action items don’t get tracked.
Codex Solution:

e Pre-built Agenda Templates with slots for purpose, discussion points, and action items.
e Pages for Meeting Notes, where action items can be tagged to responsible chairs.
e A Meeting Archive book, so commitments don’t get lost.

o Automated reminder prompts: “After this meeting, add your summary + actions here.”

(1] Meetings shift from ephemeral conversations to a single source of record.

2. Keeping Teams Informed

The Problem: Updates get lost across email, Discord, and Zoom chat.
Codex Solution:

o A Weekly Updates page with short, bulleted “pulse notes.”
e Links to key changes: deadlines, new templates, workflows.

e Clear last updated stamps for transparency.

[[] Instead of chasing people across channels, you point them to one canonical page.



3. Templates, Forms, and Contracts

The Problem: Re-inventing the wheel for contracts, registration forms, or procedures.
Codex Solution:

e Store all templates in one Codex chapter.
e Version control ensures clarity on “latest” documents.
e Fill-in-the-blank placeholders save time customizing.

[11 No more hunting through inboxes — everything is codified and accessible.

4. Central Repository (Docs, Discord,
Website)

The Problem: Knowledge sprawls across Drive, Discord, Slack, and inboxes.
Codex Solution:

e Codex serves as the front door to all systems.
e Drive folders, Discord channels, registration links all indexed in one page.
e Each tool tagged with a “How to Use + Owner” note.

(1] You become the person who can always answer: “Where is that?”

5. Registration Oversight

The Problem: Registration and payments are siloed and confusing.
Codex Solution:

o A Registration Oversight Dashboard with:

o Role ownership (Registration Chair, Treasurer, Admin).

o Deadlines.

o Data checklists (payments confirmed, author info matched).
e Linked forms/templates for resolving discrepancies.

[I] Problems are visible early, not after the fact.



6. Volunteer Coordination

The Problem: Volunteer recruitment and management is ad hoc.
Codex Solution:

e Volunteer Roster template (name, role, contact, shift, notes).
e Volunteer Onboarding page with scripts, expectations, FAQs.
e Volunteer recognition section to log contributions.

[T] Codex doubles as both a recruiting tool and a recognition ledger.

7. Ceremonies & Newsletters

The Problem: Opening/closing ceremonies and newsletters often feel last-minute.
Codex Solution:

e Ceremonies Playbook with placeholders for: welcome remarks, acknowledgments, slide
decks, running order.

e Newsletter template with drop-in sections for announcements, deadlines, and
spotlights.

[ Instead of scrambling, you adapt and reuse structured content.

8. Awards & Achievements

The Problem: Awards nominations, reviews, and announcements risk being fragmented — and
achievements fade quickly after the event.
Codex Solution:

Awards Dashboard: a single page for timelines, nomination forms, and criteria.

e Nomination Tracker: centralized spreadsheet or database linked in Codex (who
nominated, status, outcomes).

e Reviewer Toolkit: scoring rubrics, review forms, and guidance stored in one place.

e Ceremonies Integration: Award slides, winner bios, and scripts saved in the Ceremonies

Playbook.
e Post-Conference Archive: Past awardees logged in a Codex “Hall of Recognition,”
creating continuity across years.

(1] Awards shift from a one-off highlight to a codified legacy of excellence within iLRN.



? The Shift

The Codex helps iLRN leaders shift from:

Reactive - Proactive (reminders and templates built in).

Scattered - Centralized (all indexed in one hub).

Personal Burden -» Shared Memory (volunteers and co-chairs add to the record).

e Ephemeral Highlights - Lasting Legacy (Awards archived, achievements celebrated
year after year).

? MVP Codex Setup for Leaders

To “level up” quickly, leaders only need to seed these minimum pages:

. Leadership Dashboard (landing page linking to everything below).
. Meeting Hub (agenda template + notes archive).

. Templates Vault (contracts, forms, checklists).

. Registration Oversight Page (owners, deadlines, workflows).

. Volunteer Roster (contact list + roles).

. Ceremonies Playbook (outline + placeholders).

. Awards Dashboard (criteria, tracker, archive of past winners).

N O Ok WNBE

Once these exist, the Codex begins doing the remembering, nudging, and organizing — so leaders
can focus on vision, collaboration, recognition, and impact.



