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Club Officer Orientation Trainer Guide
Introduction:
Thank you for your work in building Lion leaders!

This is a guide to planning and organizing club officer orientation training.  Included is a curriculum guide for possible training content and related resources for each topic.  Many of the resources are current LCI publications or web site resources.  A copy of the new computer based courses for Club President and for Club Secretary is included. In addition, a CD of training resources is enclosed.  We encourage you to use these resources to develop a program suited to your audience.

Training is different than education.  Training is shorter in duration, more intense and focused on improving the performance of what a participant Lion is expected to do.

In the section Tips for Training Adults, we encourage class discussion and interaction – not lecture.  As one European international director said, “often the learner helps the teacher see things through fresh eyes.  It is a dialogue where everyone learns together”.  This approach is recommended based on the premise that people learn more by doing, sharing, and participating in their learning. (Studies show that we forget 90-95% of information in seminars where we simply sit and listen to an expert.)  

Establishing a comfortable climate through introductory icebreaker activities will set the stage for learning together.  Networking and mutual support can be an additional valuable result.

The Leadership Development Chairperson is responsible for organizing, promoting, and conducting club officer training, however several district Lion leaders may serve as instructors.  A valuable resource for planning and developing training has been provided to you, The Art & Science of Training Lions.  Please refer to this publication for an explanation of needs assessment, instruction methods, facility and classroom arrangements, and designing, planning and promoting a training workshop.  

Evaluation of the training and reporting on content and attendance is also a responsibility of the district leadership development chairperson.  Sample evaluation form and a club officer training attendance report form are available.  

We are eager to know your training results. Please send a training summary via fax or email to the Leadership Division at Lions Clubs International headquarters.  Fax (630)-706-9051 or email: leadership@lionsclubs.org

Planning Steps for the Training Sessions

Lions leaders often have limited time available to spend in face to face training sessions. As the district leadership development chairperson, you will want to determine the most efficient way of providing the training needed by club officers in your district.  Planning steps are listed below:

1. Identify Training Needs:  First you need to ask the new club officers for input on which topics they need training.  A sample Learning Needs Assessment Form is included that can be used for this purpose.  This could be emailed to each club officer or to the secretary for distribution.

2. Determine Best Time Format & Day:  At the same time, survey Lions club officer teams to determine the best day to offer the training, and the format preferred (one all day session or two shorter sessions.)

3. Select the Content for the First Training Session (topics): 

· Using the Training Needs Assessment responses, prioritize the possible training topics.  Included on the Club Officer Orientation Training Resources CD is a Training Content Priorities Form for your use.  

· Organize the initial training to deliver the most urgent topics first, such as officer duties, membership reports and payment of dues.  

· Decide if there are topics that can be studied at home prior to the training session, such as Lions history or organizational structure. Remember to use the LCI website, the publications and forms, and the Lions Learning Center as resources. 

4. Plan Other Training Sessions Content:  Think about which lower priority topics could be offered at district or zone programs later during the year.  Discuss with the zone chairpersons when additional training could be given, and schedule those dates.  

5. Develop Training Objectives and Training Plans: Do this for each training session.  A training objective includes an action verb that describes what the Lion will be able to do after completion of this training. The objective may also include a condition that describes how the Lion will accomplish the action, such as a level of accuracy or a specific number of types of reports or steps in a process.  It may also include a time limit to complete the objective.  For example: Officers will be able to submit required reports before related deadlines.  Use the Training Planning Form to record your objectives (included on the Club Officer Training Resources CD.)

	Recommended pre-assignments before the club officers training sessions:

Before attending training, each Lion officer should be familiar with basic Lions Clubs International history and organizational structure information.  Complete the Club President computer based course and/or the Club Secretary computer based course (copy on CD included in training kit.) 
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6. Determine Training Strategies:  Once you have developed objectives for each content topic, decide what training strategies or methods you will use for each content objective and record them on the Training Planning Form.  For example: If the objective is “The Lion will be able to list five historical highlights”, you could choose between the following methods: show a PowerPoint presentation followed by group discussion, or have teams compete to answer a history quiz 

7. Promote:  

· Select the best way to communicate information about the date, timing and content of the training sessions to the club officer teams.  

· Remind them to bring related materials, such as the Club Officer Manual.  

· Give information about any pre-assignments.  

· Ask them to register before a specific date so you will have adequate handouts for everyone.  Remember, email can be used to communicate without any expense, and can be used to remind those who registered.

8. Conduct Training & Evaluate: Use a participant training evaluation form to get feedback to be used to improve district training.  After each training session, summarize the feedback and attach it to your training report.  A sample training evaluation form is included on the Club Officer Orientation Training Resources CD.  You can develop a similar evaluation form that follows your training session topic content agenda.

9. Report Results:  Summarize the training attendance, attach the training session topic agenda as well as the summary of evaluations, and submit your training report to the district governor and to the Leadership Division (Fax No. 630-706-9051)

Club Officer Orientation Training Curriculum:

Since the Lions’ time is limited, you will need to be creative in how you cover these content topics.  Some content could be covered by independent pre-assignments prior to the initial training session, while others could be included in face-to-face training sessions at a special meeting or scheduled in conjunction with a district or zone meetings.  The sequence of topics should reflect the level of need for the topic, the most urgent first.

	SAMPLE CURRICULUM PLAN

	Content Topics:
	Sample Content Objectives :

After completing the training, club officers will be able to:

	1.  Management skills

· Time Management

· Information Management

· Job responsibilities 

· Activity Calendar of the Year

· Setting Goals/Action Plans

· Mail/E-mail

· Reports


	· Use time management tips

· Manage information effectively

· Achieve their job responsibilities

· Develop a club officer activity calendar

· Set club goals and develop specific action plans to achieve goals

· Manage mail and email communication 

· Submit accurate and timely club reports 

	2.  People skills

· Conducting Meetings

· Motivating Members

· Problem Solving

· Developing Leaders/Mentoring

· Membership Recruitment


	· Conduct effective meetings

· Motivate members through involvement and recognition

· Use positive problem solving methods

· Set goals for developing leaders

· Set goals for member recruitment & retention



	3.  Program Knowledge

· Peace Poster Contest

· Public Relations

· Lions-Quest

· Leos & Children

· LCIF

· Adopted Service Programs

· District Chairpersons as Resources


	· Promote the peace poster contest to schools

· Use public relations methods

· Recognize & promote Lions-Quest programs

· List steps in developing a Leo club

· Identify the different types of LCIF grants and the Melvin Jones Fellowship program

· Recognize the adopted service programs

· Use LCI resources & district chairs as resources



	4. Lions District Information

· District Officers Information

· District Goals: Dist. Gov. & MERL Team

· District Programs & Awards


	· Use the district officer information

· Assist in achieving district goals

· Promote district programs and awards




Club Officer Orientation Training Resources CD
Resources listed below are on the Club Officer Orientation Training Resources CD.  These files will be useful in planning and conducting the club officer training.

Microsoft PowerPoint files:

Time Management

Club Officer Responsibilities

Club Membership Reports

Leadership

MS Word files:

1. Action Plan

2. Building Relationships

3. Cafeteria Plan of Service Initiatives

4. Club Officers Training Evaluation Form

5. Club President’s Excellence Award (current version is on LCI website)

6. Learning Needs Assessment

7. Improving Club Meetings

8. Motivating Club Members

9. Networking

10. Planning & Conducting Club Retreats

11. Recruiting Wheel

12. Sample Club Officers Calendar

13. Setting Goals

14. Six Steps to Resolving Conflict

15. Tail Twister 

16. Time Management Tips

17. Team Problem Solving

18. Training Content Priorities 

19. Training Planning Form

20. Training Attendance Report Form

21. Transfer of Power

[image: image1.jpg]SO, .
Lions Clubs &%(% International

Club Officer Orientation

Trainer Guide




Tips for Training Adults

Your success as a trainer depends on recognizing and accommodating the following characteristics of adult training.  Please review the following prior to planning and conducting the training:
· Adults like to direct their own learning, or to know why they need to learn the information, skills, or process.  You will need to relate the training content information to the bigger picture.

· Adults will learn more from experiencing a concept than from a lecture or presentation.  They look for relevance to their position and the organization, and they want active participation in the learning.

· Adults will learn more effectively if you build new learning on previously known information or experiences.  They want to use their experience in the learning process.

· Adults in your training group will have a wide variety of backgrounds so remember to take advantage of the knowledge and skills in the training group.  Because of this, class discussion is much preferred to lecture or presentations.

· People learn in different ways.  Some people learn best from verbal instructions, others, from written instruction.  Some people learn better from examples, while others are visually oriented.  Still others prefer learning by trial and error.  Using varied instruction methods is necessary for any group to make the training more interesting and to reinforce the learning.

More information about training adults is included in the Art & Science of Training Lions.
Preparing a Successful Training Workshop

Checklist for Preparing a Training Workshop

The following items are listed in sequential order to prepare for a successful training session. You may have additional items that you will need to add due to special needs in your district.

	Item Description:
	(
	Date completed

	Define content based on learning needs assessments
	
	

	Develop learning objectives for each content topic
	
	

	Develop a training plan
	
	

	Get commitment from faculty early in planning
	
	

	Arrange a suitable and comfortable training location
	
	

	Inform participants & district officers well in advance 
	
	

	Ask club officer teams to register that they plan to attend
	
	

	Have adequate handout materials based on expected attendance
	
	

	Prepare a sign-in sheet for training attendance
	
	

	Remind the faculty the week before
	
	

	Check on facility environment before participants arrive 

(room setup & temperature)
	
	

	If using audiovisual equipment, arrange in advance and 

check functionality upon arrival
	
	

	Begin the training with an icebreaker or introductions
	
	

	Change of training method or activity each 15-20 minutes if possible-
	
	

	Schedule breaks & have water available in the training room
	
	

	Have a training evaluation form for participants 
	
	

	Promote next training program
	
	

	Provide a resource list of expert Lions to contact with follow-up questions
	
	

	Provide district directory
	
	

	Other?
	
	

	
	
	


Refer to The Art and Science of Training Lions for more detailed information about writing training objectives, developing a training plan, setting up a class room, being a Lion facilitator of training, and promoting a training workshop.  

Possible Schedules for Club Officer Orientation Training
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ONE SESSION – 2.5 HOURS

Pre-Assignments:

1. Review Lions Clubs International history and organization structure on the LCI website.

2. Complete the Club President computer based course and/or the Club Secretary computer based course

3. Complete the Introduction to Lions Leadership course, (Lions Learning Center-LCI website)

4. Prepare a description of a successful club project with your club, name and contact information (bring 20 copies)

5. Review the Guide to LCI Membership Reports (using the online membership reports area)

Training Session Schedule (2.5 hours):

	Training Topic
	Estimated Time

	District Structure, District Officers/introductions (contact information-district directory/website information)
	10 min.

	Introductions/Share Club Project
	15 min.

	Club Constitution & Bylaws/Job Responsibilities of Club Officers Quiz (highlights & Q/A)
	10 min.

	Typical Calendar of Club Activities/District Events/Programs/Projects
	20min.

	Setting goals (write goals & share)
	15 min.

	Break – network about club projects
	10 min.

	Problem Solving
	20 min.

	Motivating Members
	15 min.

	Time Management
	10 min.

	Managing Meetings
	10 min.

	District & LCI Awards - Club Excellence Award
	10 min.

	Developing Leaders
	5 min.


4 HOUR TRAINING

Pre-Assignments:

Individually:

1. Review Lions Clubs International history and the organizational structure on the LCI website

2. Complete the Club President computer based course and/or the Club Secretary computer based course

3. Take the Introduction to Lions Leadership course, (Lions Learning Center-LCI website)

4. Review the Club Constitution & Bylaws, Club Officer Manual, and the Guide to LCI Membership Reports (using the online membership reports area)

As an officer team meet to review the training preparation packet:

1.  Review Sample Club Activity Calendar, and plan meetings for the year

2.  Use Goal Setting information, and determine club goals

3.  Read Managing Meetings, and create the agendas for the first two club meetings

Training Session Schedule:

	Training Topic
	Estimated Time

	Introductions/describe a club project
	30 min.

	Review Club Officer Responsibilities - Questions
	20 - 30 min.

	District Events/Programs/Projects
	15 min.

	District Structure, District Officers (contact information/methods)
	10-15 min.

	Problem Solving 
	30 min

	Break
	15 min

	Motivating Members
	30 min.

	Developing Leaders
	20 min.

	District & LCI Awards
	20 min.

	Review Club Goals (share by club)
	40 min.


ONE DAY- 7 HOURS or TWO EVENINGS 

(3.5 hours each)

Pre-Assignments:

1. Review Lions Clubs International history and organization structure on the LCI website

2. Complete the Club President computer based course and/or the Club Secretary computer based course

3. Complete the Introduction to Lions Leadership course, (Lions Learning Center-LCI website)

4. Review the Guide to LCI Membership Reports (using the online membership reports area)

Training Session Schedule (6.5 - 7 hours):

	Training Topic
	Estimated Time

	Introductions/Share Club Project
	30 min.

	Club Constitution & Bylaws/Job Responsibilities of Club Officers (highlights & Q/A)
	45 min.

	Typical Calendar of Club Activities/District Events/Programs/Projects
	45min.

	District Structure, District Officers (contact information/methods)
	15 min.

	Problem Solving 
	30 min.

	Time Management
	10 - 15 min.

	Lunch or break: Club Presidents share fundraising projects of their club.
	30 min.

	Setting goals (write goals & share)
	40 min.

	Managing Meetings
	20 min.

	Motivating Members/Member Recruitment
	40 min.

	Developing Leaders
	25 min.

	District & LCI Awards
	20 min.

	
	


Possible topics for supplemental training sessions:

The following sessions could be conducted at zone meetings and district forums or conventions.  The scheduled time would be based on the responses received from club officers about when they could attend training.  These topics could be the focus of a zone meeting program, or several topics could be offered at convention with several experts that can answer questions.
· Public Relations

· Press releases

· Interviews

· Member Retention

· Member Recruitment

· Leo Clubs & Children’s Projects

· Service Projects

· SightFirst programs

· Lions-Quest

· LCIF


