District 72 Club Resource Series


Addressing Issues from Moments of Truth – Programme Planning & Meeting Organisation
· Agendas should be emailed to members at least four days before the meeting.  

· There is a facility in FreeToastHost for on line schedules .  This can work well provided that all the club members are computer savvy.   [Terminology:  the Schedule is the list of roles at future meetings.  Roster is the membership list]
· The club schedule should be updated regularly and always be at least two meetings ahead. 

· All speeches must be projects from a manual – either the Competent Communicator Manual, an Advanced manual or the High Performance Manual.

· If a speaker has props, visual aids etc to set up, don’t introduce the speaker until they are ready to speak.  

· A speaker also has the responsibility to get their “stuff” out of the way before the next speaker is introduced.

· Make sure that the Meeting starts on time.    If the President is late, get the VP-Education to start the meeting, If they are not there get another VP to start the meeting.  No matter who is there or not there, seated or not seated, start on time!
· When planning the agenda, remember that in addition to the time for a speech, there is an introduction and any comments from the TOTD.

· Table topics are an important part of a meeting.  

· Consider that the main role of the general Evaluator is to raise the quality of evaluations in the club Evaluations, using the CRC approach when evaluating an evaluation.

· I recommend that clubs occasionally have a guest General Evaluator – either from a neighbouring club or a District Officer.

· The TI module on Evaluation ideally should be run every year.

· There is also one of the Success/Communication modules on Evaluation – this 3 hour workshop can meet one of the criteria for Advanced Communicator Gold.  
· Use the Competent Leader manual as a training aid for the various meeting roles.  When a member is evaluated for a CL task, they need to have operated from the principles in the appropriate project in the CL manual – and be evaluated accordingly.
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