Trainer’s Guide to       Club Officer Training

Handout & Notes

This Club Officer training program is designed as a supplement to the program distributed by TMI. Its benefit is that it focuses the officers on how to meet their members’ needs, and to become a Distinguished club through “guided” brainstorming amongst themselves. 

What I like to do is to use a flip chart to record their brainstorming ideas then have the club executive take the sheets away with them and bring them back at the mid year training to see where they are with their goals. 

What do I expect to get out of this Training?



Why did I join and stay in TM?


If I were to try to sum up the purpose of the Club Executive into one task, it would be to:

Possible answers: Have a good club
After a while, introduce the idea that the purpose of the Club Executive is to:
Make sure their members’ needs are being met. Otherwise they will quit.
What Makes a "GOOD CLUB"?
Please list attributes or things you expect to find in a GOOD CLUB.

These are some of the ideas that may be brought up. All ideas are good. If the last three ideas, in italics, are not suggested, ask the people about the administration side of running the club; what administrative aspects are a sign of a good club. If these are not brought up, mention them yourself.
Member Coming to Meetings
Members giving manual speeches, 

Good evaluations,
Members staying in the club

Lots of guests, 
New Members

Members earning their CC, AC, DTM,
Members earning CL, AL

Educational sessions


Attend District run Club Officer Training (it’s hard to be good if you don’t know what good is)
Dues Being Paid on Time to TMI (Shows that the club executive is concerned & active and that the members are enthusiastic to rejoin, hence a good club.)
Club Officer Lists being submitted on time (Shows that the club executive is concerned & active.)
Ask any former members of the executive committee who are present to explain in 2 minutes what they did or would do to help achieve this.

Now introduce the idea of measuring a "good club", to prove how good the club is.  Ask the club executive which of these can be measured, and measured externally? Most people will pick the requirements of the Distinguished Club Program and set goals that will set goals that will, if achieved earn them at least Distinguished club. If they do not set goals on their own ask them to set goals for their year. Introduce the Distinguished Club Program. See next page.
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Distinguished Club Program

(effective July 1, 1999)

There are 10 Goals a Club can Achieve:

1. Two CCs

2. Two More CCs

3. One AC-B, AC-S, or AC-G

4. One More AC-B, AC-S, or AC-G

5. One CL, AL-B, AL-S or DTM

6. One More CL, AL-B, AL-S or DTM

7. Four new Members

8. Four More New Members

9. Minimum four Officers trained each training Period 

10. One Semi-annual payment and One Club Officer List Submitted On Time.

Plus meet the following Membership Requirements:

At June 30th a Club must have

· At least 20 Members, OR

· Net growth of at least FIVE New members.

Then Your Club will receive the Following Recognition:

	No. Goals Achieved
	Award Earned

	5 Goals
	Distinguished Club

	7 Goals
	Select Distinguished Club

	9 Goals
	President's Distinguished Club


Now get the club to look at these goals and brainstorm as to what they, as part of the Club Executive, could do to help their club achieve a Distinguished Club Award.

Talk about which position on the committee is responsible for these. Do not oblige a particular position to be responsible for a particular area. Let the club executive determine this for themselves based on relative skills and available time. Don’t let one member get overloaded with responsibilities.

1. Two CCs

2. Two More CCs

3. One AC-B, AC-S, or AC-G

4. One More AC-B, AC-S, or AC-G

Meeting twice a month, 3 speeches per meeting = 72 speeches per year so 2-3 CCs and one AC is reasonable

Club President &. V.P Ed set mood of club, lead by example

Concentrate on quality of evaluations

Determine who should be able to achieve an award (three or speeches to go) and get the member to agree to work for it plus agree on a date when they want to earn their award. Don’t let everyone wait until June.

Keep track of members’ progress (use TMI’s Member Progress Chart)

Reward or Present CC & AC certificates at meetings (Use speciality speeches manual, presenting an award and receiving an award projects = 2 quick speeches on their way to AC)

Follow up on people not achieving or not coming to meetings

V.P. Membership does new member survey to explain educational & leadership opportunities in club

Assign new members a Mentor (this helps both new and experienced members)

Train Mentors during the club meetings

Follow up with mentors

Run Good Club Speech Contests

Do Successful Club & Better Speaker Series presentations (required for CL, AC-B, AC-S, AC-G).

What makes Meetings Boring? Dull, routine meetings

How to make meetings interesting & keep attendance up

Educational sessions once per month (TM scripted sessions very good and easy to follow)

Membership Interest Surveys

Theme meetings (Travel, Snow White et al, Famous People, Magic, pick a movie as a theme)

Workshops on Evaluation, Vocal Variety etc.

(Ask Area Governor or other District Executives to come & run one)

Guest Speakers (from other clubs, District Exec.)

Ensure that meetings end on time

Prepare for Business meetings

Present CC Award in Club and have Recipient give thank you speech. Presenting and receiving an award are projects in Specialty Speech manual.

5. One CL, AL-B, AL-S or DTM

6. One More CL, AL-B, AL-S or DTM

Ask members to present Success Leadership modules. Get people interested in Youth Leadership & Speech craft. Get people to come to Spring & Fall Conferences. After this training session when you hold your first executive meeting you will be able to complete your Club's Success Plan, which is one of the requirements for your CL Award.

7. Four new Members

8. Four More New Members

Set a Target of Guests per month & New Members per 6 months

Advertise

Speechcraft

Club Contests to bring in Guests, TMI Contests

Welcome guests, assign some one to explain what’s going on

Display Catalogue at meetings

Name Tags

Follow up

Brainstorm: Why don’t members bring in guests?

Bored,
Meetings not something to be proud of,
Not expected to bring in members

Brainstorm: Why don’t guest join?

Not Asked to join,
no follow up,
not impressed with meeting,
people not prepared

9. Minimum four Officers trained each training Period 

MUST BE OFFICIAL TMI Training RUN BY DISTRICT to qualify. Get together with area governor to organize a good date & place. Former District Officers can run training.

10. One Semi-annual payment and One Club Officer List Submitted On Time.

President receives the request for dues (late as usual)

Secretary-Treasurer to verify with V. P. Membership and send in money.

Ensure that there is enough money in the club account

Collect the dues early i.e. 2 months in advance

Send, enough money to TMI ahead of receiving paperwork so that when you get the Semi-Annual request you can fax in the report. Also send extra to pay for any new members you expect to get during the next 6 months. ($16.50 + 18.00 per new member). That way when you get a new member you can just fax in the membership form.

As soon as elections are finished, CURRENT Club President fill out & send in form
Ask people to divide up into clubs and determine which goals they will aim for and how they will achieve their goals.

Ensure they NAME the members who will achieve CC or AC and get these names

Take good notes of the goals of each club to help the AG follow up with the clubs during the AG visits.

Having the clubs report on what goals they have set and name a few things (new or differently) they will try to achieve them is good for motivation and getting their buy in.

The Area Governor and what he/she will do for you

	Visit each Club Twice a year, 
	Organise Area Speech Contests,

	Install Club Officers,
	Organise/Run Educational Sessions

	Resource Person, Contact to District
	NOT THE BOSS (It’s the other way around)


Starting a new Club


Why start a new club? Exciting thing to do. Real pleasure in introducing so many people to Toastmasters. Revitalises existing club. Great having a new club near by. You will learn lots. Advanced Leader Award. 
Who can help me? Area Governor, other toastmasters

Who will want to join? 



Where can I advertise?



Planning the Demonstration Meeting (Use the TMI Guide on How to Start A New TM Club):




The TM Organigram:

The most important person is on top!

The people below are there to serve the ones above. They are responsible to ensure that their needs are met.

Club Schedule of Events for the Year 

What are some of the things that you should do during these months?

	June
	Club officer training

Send information regarding new Club Officers to District & TMI.
	January
	

	July
	Meet to plan years meetings & strategy for achieving DCP award
	February
	Send out dues notices to club members & Follow up

	August
	Send out dues notices to club members & Follow up
	March
	Send money in US$ cheque to TMI to pay dues for expected number of members (plus a few extra to avoid having to send a cheque each time a new member joins)

Send TMI Proxy to DG 

	September
	Club humorous speech & Table Topics contests
	April
	Club speech & evaluation contest

Fax membership list & dues papers to TMI by April 5th 

Appoint nominating committee. 

Area Contest

	October
	Send membership list & dues papers to TMI by OCT 5th 

Area Contest
	May
	Club officer elections 

Send club officer list with names, phone fax e-mail addresses to District & TMI

	November
	
	June
	

	December
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