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INSTRUCTOR GUIDE

	BEFORE THE SESSION

	PROGRAM BACKGROUND
In this session there are many activities to help participants internalize information about Lions Clubs International.  Your role during this session is to facilitate the activities and discussion.  Careful time management may be necessary to facilitate all the activities.

The underlying theme of this session is new member  involvement, each activity refers to this theme.  
To help frame the session, the introduction begins with an interview of a non-Lion. This interview should highlight how much the participants know about Lions and how little non-Lions know about the Association.    You may want to ask a non-Lion, such as an employee of the hotel, to come to the session for the interview or interview with you before the institute.

SESSION MATERIALS 
· PowerPoint Slides 

· Slide 1:  Session Objective

· Slide 2:  Ethics Case Study Answers

· Slide 3:  Mission Statement

· Slide 4:  Purposes

· Slide 5:  Session Objective

· Slide 6:  Timeline

· Slide 7:  LCI Structure

· Slide 8:  Club Structure

· Slide 9:  District Structure

· Slide 10:  Session Objective
· Prepared Flipchart Pages (Prepare prior to session.)

· Flipchart 1:  TO CREATE…

· Flipchart 2:  TO PROMOTE…

· Flipchart 3:  TO TAKE…

· Flipchart 4:  TO UNITE…

· Flipchart 5:  TO PROVIDE…

· Flipchart 6:  TO ENCOURAGE…

· Flipchart 7:  Club President

· Flipchart 8:  Club Secretary

· Flipchart 9:  Club Vice President

· Flipchart 10:  Club Treasurer

· Flipchart 11:  Committee Chairperson

· Flipchart 12:  Member

· Masking Tape (Roll)

AUDIO VISUAL REQUIREMENTS

· Flipchart with markers

· LCD Projector with screen


	METHOD ICONS
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	Lecture/Explain


	Participant Centered Activity
	Slide
	Flipchart or Poster
	Participant Manual or Handout
	


	SESSION TIMELINE (Suggested)

	Section
	Time

(In minutes)
	Method
	Materials

	Introduction/Opener
	10


	Instructor Presentation

Opener Activity:

· Interview of Non-Lion
	Slide 1:  Objectives

	Module 1: Applying the Code of Ethics
	20


	Large and small group discussion

Activity:  

· Case Study
	Participant Manual pg. 1 &2

Slide 2:  Case Study Answers



	Module 2:  Bringing the Purposes to Life
	25
	Instructor Lecturette 

Group Discussion 

Activity:

· Object Posters 
	Slide 3: Mission 

Slide 4:  Purposes

Participant Manual pg. 1 

Flipchart paper with purposes

	Module 3:  Lion History*
	15
	Instructor Lecturette  

Activity: 

· Time-line 
	Slide 5:  Session Objective

Slide 6: Timeline



	Module 4:  Personalizing the Structure of Lions
	20
	Instructor Lecturette

Activity:  

· Club structure by position


	Slide 7: LCI Structure

Slide 8:  Club Stucture

Slide 9:  District Structure

Institute Prep Book

	Module 5:  Induction Ceremony
	25
	Participant Demonstration 

Activity:

· Induction Ceremony 
	Flipchart

Participant Manual pg. 3 

	Conclusion
	5
	Instructor Lecturette
	Slide 10: Session Objective

	TOTAL TIME
	120
	
	


* If your faculty team selected the living timeline activity for the opening session skip Module 3 and move directly to Module 4.

	INTRODUCTION

	APPROX TIME
	METHOD
	CONTENT

	Total Time:

10 minutes
	
	

	5 minutes [image: image13.wmf]
	
	INSTRUCTOR OPENER:  Interview

Instructor Note:  Select 1 of the following options below for conducting the interview.

Suggested Interview Questions:

1. What is LIONS CLUBS INTERNATIONAL?

2. Why are you not a member?

3. Do you know any Lions?

4. What types activities have you seen Lions doing?

5. Do these activities interest you?

6. Are you a member of any other Service organizations?

(Add your own questions too.)

Option 1:  Live Interview

· Ask a non-Lion to come to the beginning of the session to be interviewed about Lions clubs.  (You may want to have a ‘practice interview’ to ease the persons nerves.)

Option 2:  Shared Interview

· Interview 1 or 2 non-lions in the hotel about Lions Clubs before the session and share the interview with the participants.

Option 3:  Mock Interview

· Ask a participating or other faculty member to come into the session pretending to be a ‘non-Lion’ and answer the  questions.
Point: We are surrounded by people who do not understand Lions Clubs International.  The best way to increase others interest in Lions Clubs is to bring the Lion fundamentals to life, which will be demonstrated in this session


	5 minute
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Slide 1
	SHARE SESSION OBJECTIVES & FORM GROUPS

1.  Display Slide 1:  Session Objective

At the end of this session participants will be able to explain the following to new and prospective members:

· Mission

· Ethics 

· Purposes

· Structure (club emphasis)

· History
2. Give the following instructions:

· This session is very active and requires you to move many times.  

· We will be doing 5 activities that require group work during this session.

· 3 of these activities will use the same ‘basic small group’

· 2 of these activities will use random groups.

· Now we are going to divide into our ‘basic’ small groups.

3. Divide into “Basic groups” of 4-5 people 

· Determine how many groups of 4 to 5 people you will have in the room before the session.

· Divide into the groups in an organized way.  If you don’t have a favorite way, here are 3 options:

· Option 1:  As participants come into the room hand them a number on a sheet paper.  Then have the participants find their groups.  You can help this process by saying, “All number 1’s gather at this table”

· Option 2:  Ask the participants to form groups of 4-5 people
· Option 3:  Count off to the number of desired groups.  For example, if you want 6 groups, have the participants number off to 6 “1, 2, 3, 4, 5, 6” then start over.  Then have the participants gather into their groups.  You can help this process by saying, “All number 1’s gather at this table”

· Allow the groups a moment to introduce themselves.




	MODULE 1:  

Applying The Code Of Ethics

	APPROX TIME
	METHOD
	CONTENT

	Total time:

20 minutes
	
	Module Objective: At the end of this module participants will apply the Code of Ethics of Lions Clubs International to their personal life.

	1 minute 
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	EXPLAIN: Module Objective

1. Share Module Objective.
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	ACTIVITY:  Code Of Ethics – Case Studies
1. Give the following instructions:
· Work in your basic small groups

· Turn to pages 1 & 2 in your participant manual

· You will have 5 minutes to complete the exercise

· Read through the situations and decide which ethic applies 

· Share examples with each other when you have encountered situations that either exemplify or contradict the code of ethics

2. Display Slide 2:  Life Situations.  Review the answers and ask if there are any questions.  
3. Ask groups to brainstorm ways clubs can encourage members to apply the ethics to their everyday lives in basic groups.
4. Call time in 7 minutes – or when the discussions tend to sway from the original topic.
5. Have 1 person from each group share their groups information
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	SUMMARY

1. Answer remaining questions.
2. Give the participants a minute to write down any ideas from this discussion that they would like to try after the institute. Instructor note:  You may suggest to the participants to take notes like this throughout the institute and to keep them together in the back of the Participant manual.

3. Transition to Module 2: Now that we understand individual actions, let’s begin to explore how a club demonstrates the Purposes.


	MODULE 2:  

Bringing The Purposes To Life

	APPROX TIME
	METHOD
	CONTENT

	Total time:

20 minutes
	
	Module Objective: At the end of this module participants will understand how a club’s activities depict the purposes of the clubs.
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Slides

3, 4
	EXPLAIN: Purposes
1. Ask participants to turn to page 1 of their participant manual.

2. Display Slide 3:  Mission Statement. Explain that Lions Clubs should be a reflection of this Mission statement 

3. Display Slide 4: Purposes.  Explain that all club activities depict at least 1 of these purposes. (They might also depict all 6)
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Prepared flipchart pages

1-6


	ACTIVITY: Making Posters

1. Give the following instructions:
· Take out the picture that you brought.   (This was an assignment from “Institute preparations”)

· Decide which purpose your picture best depicts

· Locate the Flipchart with that purpose written on it

· Go to that flipchart (wait for the groups to form, then continue)

(Instructor Note:  if no one goes to one purpose, you may want to encourage some people to do so.)

· Create a poster using the pictures and other words or phrases if necessary

· Be prepared to present your group’s poster and purpose in 5 minutes

2. Have each group summarize their poster emphasizing how the activities in the pictures depict the object.


	2 minutes
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Slide

5 
	SUMMARY: 

1. Congratulate the participants on the excellent posters and inform them that they will share more about their club activities during the Best Practices session.
2. Ask participants how could you use these posters within your district? 
3. Display Slide 5:  Session Objective

· Ask if they could now explain the purposes and ethics and mission to a new Lion.

· Tell the participants that they will now focus on Lions History.




	MODULE 3: 

Lion History*

	APPROX TIME
	METHOD
	CONTENT

	Total Time:

15 minutes
	
	Module Objective: At the end of this module participants will be able to recall major Lion Events without much difficulty.  
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	EXPLAIN: History

1. Tell the participants to put away their manuals.
2. Ask participants the following questions. 
· Why do Lions need to know the History of Lions?

· How does your club teach new members about Lion History?

3. Write or ask a participant to write the answers on a flipchart.
4. Transition to the activity by saying, “We have shown here that it is important to know the history. Let’s see how much you know.”
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	ACTIVITY: Timeline
1. Ask participants to form into the ‘basic’ small groups.  

2. Tell the participants to create a time-line of Lions History. (If the participants don’t know what a time-line is, make a quick one with the major events of your life:  birth, graduation, marriage, now.)
3. After about 5 minutes, display Slide 6:  Timeline 
4. Compare this timeline to the groups’ timeline. 
5. Congratulate the participants for being good Historians.
6. Debrief with the entire group:

· How the does the history affect clubs activities?

· What is 1 additional reason to teach new members History?
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	SUMMARY:

1. Ask if there are any questions.

2. Transition to Module 4:   Refer the participants back to the timeline. Point to the part which indicates current size of the organization.  Comment on how much has changed since 1917.  Tell the participants, “This growth could not have happened without structure.”


* If your faculty team selected the living timeline activity for the opening session skip Module 3 and move directly to Module 4.

	MODULE 4: 

Personalizing The Structure Of Lions

	APPROX TIME
	METHOD
	CONTENT

	Total Time:

20 minutes
	
	Module Objective: At the end of this module participants will have a better understanding of how LCI structure fits together.

	[image: image37.wmf][image: image38.wmf]8 minutes
	[image: image39.png]



Slide 7 
	EXPLAIN: Personalizing The Structure 
1. Remind the participants that in their pre-assignment they gathered information about their district and their club. State that this is their personal section of the organization structure. 
2. Ask participants to open up their “preparation booklet” (page 5) and share how many clubs, zones, and regions are in their district. Ask at least 2 participants to share their numbers. 
3. Display Slide 7:  LCI. Structure  

4. State that clubs are the purpose and focus of a district.  The district governor and district chairpersons organize, support and assist clubs so that they will be successful.  Zone and region chairpersons are key contacts for club leaders.  Multiple districts also provide resources to clubs and districts.
5. Ask if any of the participants have attended a district convention or other district event.  And at the multiple district level, ask how many have attended a multiple district convention or other event.
6. Explain that the structure is the same in every multiple district in Lions Clubs International. 
6. Transition by saying “Now we are going to draw the club structure from a different perspectives.
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Slide 8-9 
	ACTIVITY: Club Structure From My Eyes

1. Divide the participants into groups based on their position.  (ex.  All club secretaries in to the right corner.)  Instructor Note:  This is a good time to distribute the flip chart paper and markers. 
2. Ask each group to draw the club organization with their position as the primary focus.
3. After 5 minutes, ask one person from each group to report

4. Debrief, with the entire group:

· What is the structure from the point of view of the president?

·  What is the structure from the point of view of the vice-president or treasurer?

· What is the structure from the member’s point of view?

· How are their points of view different? Answers may include that each person focuses on his/her responsibilities and experience, the officers may have a bigger picture perspective, and the member may be focused on committees and their projects.

· Display Slide 8: Club Structure
· Discuss how the different points of view affected their understanding of the club structure

· Display Slide 9: District Structure Remind participants that the Zone and Region chairpersons can be very helpful in providing information about the district and assisting the club officers.
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	SUMMARY:

1. Ask if there are any questions.

2. Transition to Module 5: Induction Ceremony.  


	MODULE 5:

Induction Ceremony

	APPROX TIME
	METHOD
	CONTENT

	Total Time:

25 minutes
	
	Module Objective: At the end of this module participants will utilize the knowledge gained in the previous modules to produce a powerful induction ceremony.
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	Explain: Visualization

1. Explain to the group that you want them to visualize a member induction ceremony (or club officer installation).  

2. Ask group members to close their eyes and read the scene below or adapt for your group.

3. Sample Visualization Scene:  Imagine that you are being inducted as a member in your local Lions Club.  You have arrived 15 minutes early as you are anxious about the induction and don’t really know what to expect.  Members enter the room while you stand outside the door waiting for your sponsor.  Your sponsor shows up just as the meeting starts.  You both enter the room as the President begins the meeting.  They seem to be short of chairs so you stand to the side while listening to the opening comments.  You are finally summoned up front with your sponsor.  The President welcomes you to the group and asks you to repeat a short oath.  The President then looks to your sponsor to present you with your emblem pin.  At that moment your sponsor realizes that they don’t have a pin to give you.  He says not to worry that you’ll get one next meeting.  At that point the ceremony is concluded and you go back to the back of the room for the rest of the meeting.
4. Debrief the visualization:

· As the member, how did you feel?

· What do you think will happen to a member that is inducted in this manner?

· Recall the day you were inducted into your club as a member.  What was memorable about the day?  What would have made it more memorable?
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	ACTIVITY:  Writing Assignment

1. Give participants 3-5 minutes to answer the questions on page 3 of their participant manual.

· Why are new member inductions important to the member, club, district and Lions Clubs International?

· Why is the ceremony for installation of officers important to the members, clubs, districts, Lions Clubs International?

· What should be included in all induction ceremonies in your clubs?

· What should be included in all officer installations in your clubs?

· What will you do to ensure that inductions and installations in your club are memorable?

	15 minutes
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	ACTIVITY:  Simulation (if time permits)

1. Give the following instructions:
· Divide into your basic small groups

· This group is now a Lions Club.  You will induct one of your members.  

· You have 10 minutes to create an induction ceremony.

· Make a memorable ceremony that will inspire the new Lion to become active in the group.

· Try to incorporate some of the Lion Fundamentals that we have talked about today like history, or the mission statement.

· In 10 minutes, we will have 2 groups perform.  

2. Call the time in 10 minutes.

3. Decide which 2 groups will perform (ex. Draw straws).

4. Have those 2 groups perform the induction.

5. Congratulate the groups on doing good jobs
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	SUMMARY:

1. End the activity by challenging the participants to help guide new members of their clubs.

2. Ask participants to make a list in their Participant Manuals of ideas for induction ceremonies that they would like to try in their club.

3. Ask if there are any questions.

4. Transition to conclusion



	CONCLUSION

	TIME
	METHOD
	CONTENT

	5 minutes
	
Slide 11
	REVIEW OBJECTIVES

1. Ask:  Did we meet our objective?  

2. Display Slide 10:  Session Objective
At the end of this session participants will be able to explain the following to new and prospective members:

· Mission

· Ethics 

· Purposes

· Structure (club emphasis)

· History



	SLIDES
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