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Core Training
Summer 2011
Instructor: 
Norma Kay Whetzel, ATMG, CL
(nkwhetzel@verizon.net)
AGENDA
· General
Logistics, officer manual, overview
· Who are we?
· VPM Standards
· Working As a Team
· Attendee Introductions
· Class Discussions


Notes







Standards for Success
Outside of the Club Meeting
1. Attend district-sponsored club officer training.
2. Conduct ongoing membership building programs and efforts. Promote the goal of one new member per month and, if the club has fewer than 20 members, achieving 20 members by year end or sooner. Promote club and Toastmasters International membership-building programs and conduct a minimum of two formal club membership programs annually.
3. Follow up on and keep track of guests, new members and members not attending meetings.
4. Explain the educational program to all prospective members, get their commitment to join and collect membership applications. Bring the applications to the club for voting and, if the members are accepted, collect dues and fees and give them to the treasurer with the applications.
5. Attend club executive committee meetings.
6. Attend and vote at area council meetings.
7. Arrange for a replacement if unable to attend a club meeting.
8. Prepare your successor for office.
At the Club Meeting
1.     Greet guests and have each complete a guest card.
2.     Report on current membership, promote membership campaigns and welcome new members.
3.     Work with the president and vice president education to ensure each new member is formally inducted at the first meeting after being voted in by the club.
4.     Help guests wishing to join complete the membership applications.
5.     Speak with fellow members to determine if their needs are being met.
Your Key Role is to promote:
Membership Building
Member Retention


June
Before taking office in July:
 Meet with the outgoing executive committee and obtain files from the outgoing VPM.
 Attend district-sponsored club officer training.
 Complete the Club Success Plan with the executive committee.
 Develop a club budget with the executive committee.
 Ask 1–3 members to be on the membership committee.
 Review the Product Guide or visit the online store and order materials.
 Obtain When You Are the Vice President Membership from the president and read it. 
 _____________________________________________
 _____________________________________________
July
 Attend district-sponsored club officer training if you didn’t attend in June.
 Meet with the membership committee to plan membership-building activities.
 Attend the executive committee meeting and report on membership activities/accomplishments/plans.
 Report on the results of Beat the Clock! and Toastmasters International’s annual membership programs at the club meeting and in the club newsletter.
 Promote TI’s membership programs, including the Smedley Award, during meetings and in the club
newsletter.
 Contact members who missed club meetings.
 Have members complete a Member Interest Survey.
 Have all new members complete an Application for Membership.
August
 Attend district-sponsored club officer training if you didn’t attend in June or July.
 Meet with the membership committee to plan membership-building activities.
 Attend the executive committee meeting and report on membership activities/accomplishments/plans.
 Promote the Smedley Award membership campaign during club meetings and in the club newsletter.
 Work with the president, secretary, and treasurer to collect renewal payments.
 Review results of Member Interest Surveys and discuss them with the executive committee.
 Contact members who missed club meetings.
 Have all new members complete an Application for Membership.
 Arrange to have new members voted into the club and inducted.
 Ask the VPE to orient new members.
 Provide guests with information about the club.
 Follow up with guests and invite them to attend again or to join.
 Attend and vote at area council meetings.
 _____________________________________________
 _____________________________________________
http://www.toastmasters.org/whenvpm (VPM Manual in pdf format)


GSPT 2011-12 Member Interest Survey
Please take a few minutes to complete the following information about your interest and goals in Toastmasters. Our club Vice President of Education will use this information for effective speech scheduling, and the other officers will use it to better understand each member's desires and goals.
	Member's Name:
	
	Phone 1:
	(

	Email Address:
	
	Phone 2:
	

	Best Way to Contact Me:
	
	Best Time of Day:
	


Long-Term Goals ~
List the goals you wish to accomplish this year as a Toastmaster:
(i.e. Complete the Competent Communicator Program manual and receive your CC award)
	

	


Short-Term Goals ~
List the goals you wish to accomplish in the next few months:
(i.e. to use better eye contact or bigger gestures when you speak)
	

	


By June 30, 2012_, I am committed to completing the following award(s):
	 CC
	 ACB
	 ACS
	 ACG
	  CL
	 ALB
	ALS
	 DTM


I would rather: (choose one)  
	 Speak
	 Evaluate
	 Be Toastmaster
	 Be Table Topics Master
	 Other __________________


I would like a Mentor:  
	 Yes
	 No
	Preference: ___________________________


What help would you like from GSPT this year? (e.g,, HPL advice, use of advanced manuals, etc.)
What educational achievement(s) do you pledge to GSPT this year [and projected date(s)]:
Any other comments? 
Handling a Guest Visit
It’s important that the VPM and all members of the club make every effort to greet guests and make them welcome and included in the meeting. Use this checklist when guests visit:
	
	Introduce yourself.

	
	Invite the guest to sit next to you or someone on the membership committee.

	
	Provide Toastmasters’ promotional literature

	
	Spend a few minutes before or after the meeting getting to know your guests, maybe ask them about their job or background.

	
	Ask why they chose to visit your club and what they expect to learn or achieve in Toastmasters.

	
	Explain how your club operates.

	
	Describe how membership in the club will help them become better communicators and better leaders.

	
	Before the meeting adjourns and with the guests’ permission, invite guests to comment on the meeting.
Did they enjoy the meeting?
What aspect of the meeting was especially appealing  to them?
Do they feel that they could benefit from Toastmasters?



Always Follow Up
With guests:
Use the information guests provide when they sign the guest book to personally invite them to another meeting.
With new members:
Ensure new members receive their new member kit.
With current members:
A special invitation to members who have let their dues lapse or who haven’t been to a meeting for a while can rekindle interest.






VPM and other Team Members
	President:
	Makes sure guests are greeted, welcomed and introduced.
Makes time to speak to guests.
Recognizes member achievements.
Available as a coach and sounding board.

	VPE:
	Orient new members to the Toastmasters program.
Assigns a mentor to new members.
Makes sure that new members are assign a role as soon as possible.
Schedules Successful Club Series modules.
Greets guests.

	VPPR:
	Maintains a club website with meeting information.
Promotes the club through flyers, club newsletter, news articles, and membership campaigns.
Greets guests.

	Secretary:
	Maintain an accurate membership roster.
Work with treasurer, VPE, and VPM to ensure that membership applications are submitted promptly and new members added to the club roster.
Greet guests.

	Treasurer:
	Receive completed new member applications and dues.
Explain dues structure, collect member dues and send dues to World Headquarters.
Submit new member applications and dues to World Headquarters online within 48 hours.
Greet guests.

	SAA:
	Makes sure club banner, promotional and educational materials, and progress charts are displayed.
As club property custodian, may be the keeper of the guest book.
Greets guests, introduces them to other officers and arranges for them to sit with members.





A Leadership Opportunity
Serving as VPM is an opportunity to develop and enhance leadership skills while serving the club. To enjoy a successful and rewarding term a VPM must:
· Set realistic and attainable goals.
· Plan how to accomplish the goals.
· Delegate tasks as needed.
· Monitor progress toward goals.
· Coach team members when necessary
Skill Development
Motivation
There are five principles to help leaders successfully motivate club and other team members.
1. Understand what motivates each person by learning about their:
· Personal aspirations
· Professional objectives
· Toastmasters goals
2. Focus on the benefit to the individual.
· Show the team member how participation will be of personal value.
3. Make expectations clear.
· Set milestones for achieving goals and share it with team members.
4. Recognize their work.
· Point out team members’ Toastmasters achievements.
· Say “thank you” when the team member accomplishes a task.
5. Be a leader.
· Recognize an individual’s success.
· Be enthusiastic about the work to be done.
· Support team members in all tasks.


Delegation
Delegation is the process of transferring a responsibility from one person to another and empowering that individual to accomplish a specific goal. There are 5 steps to delegation.
1. Decide what to delegate.
· Prioritize your tasks.
· Identify what can be delegated.
2. Decide who will do the task.
· Select a team member who is available and capable of completing the task.
3. Assign responsibility.
· Allow the person to decide if they can handle the task.
· Clearly explain what needs to be done.
4. Grant authority.
· Provide the necessary tools and resources.
· Confer the authority needed to make required decisions.
5. Establish accountability.
· Define reporting requirements.
· Set a timeline with milestones.
Coaching
Leaders can help their team members to improve by following these four steps to successful coaching:
1. Agree that a problem exists. 
2. Discuss solutions. 
3. Agree on actions.
4. Follow up
The Distinguished Club Program
· has 10 goals 
· serves as a recognition system for club success
· helps to develop planning and goal-setting skills
· the club VPM is responsible for accomplishing at least 2 of the goals
http://www.toastmasters.org/Members/OfficerResources/ClubOfficerResources.aspx 


Distinguished Club Program (DCP) Summary
Report Instructions
District 36 DCP Tracking Link:
http://www.district36dcp.org/dcp2009/clubs/<club#>.HTM 
http://www.district36dcp.org/dcp2010/clubs/<club#>.HTM
World Headquarters Performance Report Links:
Follow this general path:
1. www.toastmasters.org/Members.aspx ->
2. choose ‘District Performance Reports’ on the left side of the page
3. this takes you to
	http://reports.toastmasters.org/reports_new/dcp.cfm 
For multi-year DCP reports:
a. enter club number
b. click ‘Generate Report’
c. at the top you can change the ‘program year’, ‘month’ and ‘week’ from drop down boxes and click ‘Go’
For previous year Educational Achievement reports:
a. click on ‘District Performance Reports’
b. type ‘36’ in the ‘Change Districts’ box or choose ‘36’ from the pull-down list of districts
c. click on ‘Educational Achievements Archive' on the right side of the screen
d. change Program Year for 2003-2004, 2004-2005, 2005-2006, 2006-2007, 2007-2008, 2008-2009, 2009-2010

Other Reports are also available. 




Prepared by Bonnie Maidak, DTM


The Distinguished Club Plan

	
	
2 Competent Communicator (CC) Awards

2 Competent Communicator (CC) Awards

	
Goal #1

Goal #2

	
	
1 Advanced Communicator (CC) Award

1 Advanced Communicator (CC) Award

	
Goal #3

Goal #4

	
	1 Competent Leader (CL), Advanced Leader (ALB or ALS) or Distinguished Toastmaster (DTM) Award

1 Competent Leader (CL), Advanced Leader (ALB or ALS) or Distinguished Toastmaster (DTM) Award
	
Goal #5

Goal #6

	
	
4 New Members

4 More New Members

	
Goal #7

Goal #8

	
	
Minimum of 4 Officers Trainings (both summer and winter)

Officer List and Dues Submittal (due 1 October and 2 April) on Time
	
Goal #9

Goal #10



Achieve 5 (or 6) of 10 Goals = Distinguished Club
Achieve 7 (or 8) of 10 Goals = Select Distinguished Club
Achieve 9 (or 10) of 10 Goals = President’s Distinguished Club

Additional requirement: membership of 20 (or more) or net gain of 5 by June 30

http://cdcentral.toastmasters.org/SSOPPROD/login.aspx? 
[image: C:\Documents and Settings\Norma\My Documents\My Files\Toastmasters\Reorganize\Clubs\Training\TLI\Sec Class\cdcentral.toastmasters.org screen capture 2011-6-24-22-1-10.png]Club Central: Your gateway to club management
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Conduct Club Business
You're currently managing:  01511104 - Giddeeup Governors     
Submit membership application(s) - new/dual/reinstate
Pay dues
Update my club meeting information
View/Update/Print my club officer information
Update my club mailing address
Submit education award(s) for club members
View/Update/Print my club membership roster
Update my club bylaws
View my club's awards
View DCP reports
Wire Transfer Instructions (PDF)


Notes




Resources
	District 36 website
	www.district36.org
	TI Website
	www.toastmasters.org 

	Club DCP (Distinguished Club Plan) Pages
	www.district36dcp.org/index2012.htm 
	When You Are Vice President of Membership manual
	www.toastmasters.org/whenvpm2010

	Marketing
	www.district36.org/marketing 
	Membership Building
	www.toastmasters.org/Members/MembershipBuilding.aspx 

	Document Library
	www.district36.org/document_library  
	Membership Building Contests
	www.toastmasters.org/Members/MembershipBuilding/MembershipContests.aspx 

	Toastmaster Lexicon
	www.district36.org/toastmasters_lexicon 
	Vice President Membership
	www.toastmasters.org/whenyouarethevicepresidentmembership.aspx 

	Social Networking
	www.district36.org/social_networking 
	Membership Retention
	www.toastmasters.org/Members/MembershipBuilding/MembershipRetention.aspx 

	Planning to Win with Membership Campaigns
(TLI Handout)
	http://l.b5z.net/i/u/13035311/f/Documents%202011-1/2011-0108-Rilee-MembershipElective-HANDOUTS-3.pdf 
	Marketing Resources
	www.toastmasters.org/Members/MembershipBuilding/MarketingResources.aspx 

	
	
	Club Website (freetoasthost)
	www.toastmasters.org/Members/MembershipBuilding/CreateaClubWebSite.aspx 

	Other Useful Resources

	Member Application
	www.toastmasters.org/memberapp.aspx 
	Speechcraft
	www.toastmasters.org/Members/MembershipBuilding/Speechcraft.aspx 

	Member Interest Survey
	Order from TI
Copy in VPM Manual
	Moments of Truth
	www.toastmasters.org/Members/MembershipBuilding/Moments-of-Truth.aspx 

	New Member Profile Sheet
	Order fro TI
Copy in VPM Manual
	The Successful Club Series
	Order from TI:
Finding New Members for Your Club
Closing the Sale and
Moments of Truth (free download)
Most helpful for membership

	Visitor’s Card
	Order from TI
	Tools for Success (list)
	Page 23 VPM Manual

	Prospective Member Follow-up
	Copy in VPM Manual
	Web  Resources
	Page 22 VPM Manual



To request a free Toastmasters guest packet, send an email to the District 36 Lieutenant Governor of Marketing, Scott Meyer, DTM at smeyer@district36.org 






My Action Plan
Plan for success: Set your goals; list your resources; make a timeline; work your plan. Don’t forget that your best resources are your fellow officers and your other club members.
Membership Building:











Member Retention:
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Web site Upgrade Tutorials
The clubs you have access to are listed below. To conduct club business, simply clickthe name ofthe club you'd like to visw:
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Norma Whetzel, ATHMG
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