Club Operations and Administration
Instructor:  Tom Dragoo
Session:  Friday 8:00 AM 2/18/2011

Role of Club President  
· He is a cheerleader
· Sets the tone
· Sets goals - Achieves goals through members

Traits:
· Good communicator
· Leadership skills
· Someone who is “Driven”
· Visionary
· Responsible
· Organized
· Delegates

Effective Rotary Club
· Is active
· Is fun
· Is committed

Responsibilities of Presidents:
· Development of future leadership
· Development of potential district or zone leaders for the future

District resources & tools:
· Committees
· AG’s
· Club Secretary
· Other Presidents (Network)
· PETS training
· Rotary.org web site (Google is good!)

Constitution & Bylaws
· Guiding documents
· By-laws are a living (Can change) document)
· Check manual of procedure

Incorporation pro & con:
· USA & Canada have different legalities
· Tax issues pro & con
· Separate foundations for clubs in addition to TRF

Functioning of Committees:  Comments
· They should be reporting their progress or activities
· Members should be attending
· They should be working towards an end goal or product
· President is responsible for what they do

Reporting to RI:
· SARS – Dues
· Membership
· Club officers – who they are
· Meeting information – date, time, location or venue
· Provides info for the directory (January due date?)

District reporting: 
· “The same stuff” for the most part!

TRF Reporting:
· Contributions – reporting is crucial!
· Database can be accessed by club Presidents effective 7/1 of their year

Meetings:
· Leadership – stay current / be engaged
· District conference – budget for this, work with other clubs
· Membership seminars – attend
· RLI / District Leadership Academy – develop your future leaders


Insurance & Risk Management Issues:

Risk management:
· Dues accuracy, accounting (Do you use a CPA?)
· Trust but verify also
· Check & balance system for disbursements or accounting?
· Allocation of funds
· Form 990 which is due in November

Insurance: Liability and D&O
· Kids – youth activities can be a concern
· Sporting events – liabilities that can occur
· Service projects – injury or ???
· Where alcohol is served – during event and after the event
· [bookmark: _GoBack]Question was raised in knowing if the insurance coverage being provided is sufficient for the event? If in doubt check with your District executive (DG, AG or Executive AG) or insurance  carrier. 

Youth Issues to Consider:   (See your District policy!)
· Abuse training to avoid problems
· Criminal records check to prevent “Unfortunate” lapses
· Certification processes as a “Best practice” issue

Rotary Marks:
· Guidelines for right and wrong – refer to them!
· Use of Rotary name
· License issues
· Logos – how to and not to use

Conflict Resolution:   
· Is a problem solving model necessary?
1. Is it a problem?
2. Define what it is
3. Discuss how to “Play well together” if necessary
4. Timing of issue?
· You are working with volunteers
· Respect their efforts, time commitment 
· Concentrate on Rotary – no politics
· Establish & consider the club norms – each club is different
· The following is a simple problem solving model that was developed and added to based on input during the session. 

PROBLEM SOLVING MODEL:
· Disclose the problem immediately
· Resolve using only those involved
· Disclose any personal agendas
· Define problem in common language
· Attack the problem – Not the person
· Seek a “Win-Win”
· Determine the real extent of the problem
· Determine the significance, urgency and priority
· Who will be impacted/affected by the (1) Problem & (2) the solution
· Develop an “Action plan” with agreement
· Ensure a conclusion – No “Buried-but-not-dead” solutions
· Follow-up to ensure that action has worked.


Club Operations and Administration
Instructor:  Ted Urton
Session:  Friday 8:00 AM 2/18/2011

Who Are We: Rotary Membership

			<5 yrs		5 to 10 yrs		>10 yrs
Experience:		     1		       3			     5

			<25		25-50		>50		>100
Club Size:		   0		    3		   6		    0

Club Executive / Admin. Committees:  9

Second-time Presidents:  1


Primary Role of the Rotary Club President

not get impeached					cheer leader
help committee chairs				orchestrator
facilitator						team builder
team leader						organizer
motivator						tie breaker
delegator						time keeper

Elements of an Effective Rotary Club

1. Sustain or increase its MEMBERSHIP.
2. Implement successful SERVICE PROJECTS.
3. Support THE ROTARY FOUNDATION.
4. Develops LEADERS FOR BEYOND THE CLUB.

What do you think makes an Effective Rotary Club?

on time						motivation
planning						leadership
communication					a good team
training						organization
fun

Tools and Aids to use in meeting your “Presidential” duties

Planning Guide for Effective Rotary Clubs
Past Presidents
District Governor / Assistant Governors
Strategic Plan
R.I. web site
District web site
Club Leadership Plan

Standard Rotary Club CONSTITUTION

1. Applies to all Rotary Clubs.
2. Updated by Council on Legislation every 3 years.
3. Provides guidelines for Rotary club operations.

 Standard Rotary Club BYLAWS

1. Applies to individual Rotary Clubs.
2. Updated by Club action.
3. Provides additional guidelines for Club operations which can be amended and tailored to a Club’s needs over time.
4. Includes such things as: election procedures, officer duties, quorums, fees and dues, voting, committees, financing, leave of absence, proposing new members.

What does a Rotary Club Board of Directors do?

lead committees					approve budget
implement plan					administers club operations
spends money					communication

Criteria for ensuring you have effective committees working in your Clubs

clearly spell out responsibilities and duties
get commitment
job descriptions
get the right person in the right job
orientation
find out what motivates them
team building exercises
stick to the agenda
keep good minutes

R.I. Reporting Requirements

July 1st SARS certifying
· Club members
· Per capita dues
· Subscriptions to THE ROTARIAN
· Council on Legislation levy
· General Liability Insurance Assessment

Jan. 1st SARS certifying
· Per capita dues
· Subscriptions to THE ROTARIAN

Jan. 31st Directory Info
· Incoming President
· Incoming Secretary

Nov. 15th IRS Form 990 (U.S. only) 

Member Access

All Members
· Contribution history to the Rotary Foundation
· Directory of Club Meetings
· Services
· Registration

Current Club President and Secretary (Treasurer if also requested)
· Membership
· Club Balance Report
· Dues
· Rotary Foundation Contribution/Recognition  (totals only)


How can you ensure weekly meetings are EFFECTIVE?

have an agenda / plan			start on time / end on time
make sure speakers are prepared	report on Club activities
ask for feedback				have fun
have a good Sgt-at-Arms 			concise committee reports

President’s Key Responsibilities for RISK MANAGEMENT

Financial / Accounting / Taxes
1. Proper accounting procedures.
2. Budget.
3. Annual Financial Review.
4. 1099 Reporting (U.S. only).

Insurance
1. General liability coverage through RI.
· U.S. Clubs – see Member Access
· Canadian Clubs – see District
2. Annual Review by Qualified Agent.
3. Additional coverage considerations (special events).

Youth Exchange – special responsibilities
1. Awareness of / adherence to YOUTH PROTECTION POLICY.
2. Certification required to participate in YOUTH EXCHANGE.
3. Rotarians / hosts working with Youth are required to have a MANDATORY BACKGROUND CHECK.

Internal Conflict
1. Ensure all sides are heard.
2. Use District Resources if necessary (eg. Assistant Governor).
3. Use the Four Way Test.


Rotary Protocol

· Officers presented by SENIORITY of position.
· CURRENT positions take precedence over PAST positions.
· PAST positions take precedence over FUTURE positions.
· Those in the same position are ranked by SENIORITY.
· When displaying flags, the HOME country flag takes priority followed by other COUNTRIES, then by STATE / PROVINCIAL flags, then CIVIC / MUNICIPAL, then other organizations.
· When seating a head table a visiting dignitary such as your DISTRICT GOVERNOR should be seated next to the CLUB PRESIDENT.


Rotary Resources

R.I. web site						District web site
Assistant Governor					Club and District Support Reps.
District Administrator				District Trainer
R.I. Catalogue					Manual of Procedure


Club Operations and Administration
Instructor:  John Vokes
Session:  Friday 8:00 AM 2/18/2011

Role of Club President  
· He is a cheerleader
· Sets the tone
· Sets goals - Achieves goals through members

Traits:
· Good communicator
· Leadership skills
· Someone who is “Driven”
· Visionary
· Responsible
· Organized
· Delegates

Effective Rotary Club
· Is active
· Is fun
· Is committed

Responsibilities of Presidents:
· Development of future leadership
· Development of potential district or zone leaders for the future

District resources & tools:
· Committees
· AG’s
· Club Secretary
· Other Presidents (Network)
· PETS training
· Rotary.org web site (Google is good!)

Constitution & Bylaws
· Guiding documents
· By-laws are a living (Can change) document)
· Check manual of procedure

Incorporation pro & con:
· USA & Canada have different legalities
· Tax issues pro & con
· Separate foundations for clubs in addition to TRF

Functioning of Committees:  Comments
· They should be reporting their progress or activities
· Members should be attending
· They should be working towards an end goal or product
· President is responsible for what they do

Reporting to RI:
· SARS – Dues
· Membership
· Club officers – who they are
· Meeting information – date, time, location or venue
· Provides info for the directory (January due date?)

District reporting: 
· “The same stuff” for the most part!

TRF Reporting:
· Contributions – reporting is crucial!
· Database can be accessed by club Presidents effective 7/1 of their year

Meetings:
· Leadership – stay current / be engaged
· District conference – budget for this, work with other clubs
· Membership seminars – attend
· RLI / District Leadership Academy – develop your future leaders


Insurance & Risk Management Issues:

Risk management:
· Dues accuracy, accounting (Do you use a CPA?)
· Trust but verify also
· Check & balance system for disbursements or accounting?
· Allocation of funds
· Form 990 which is due in November

Insurance: Liability and D&O
· Kids – youth activities can be a concern
· Sporting events – liabilities that can occur
· Service projects – injury or ???
· Where alcohol is served – during event and after the event
· Question was raised in knowing if the insurance coverage being provided is sufficient for the event? If in doubt check with your District executive (DG, AG or Executive AG) or insurance  carrier. 

Youth Issues to Consider:   (See your District policy!)
· Abuse training to avoid problems
· Criminal records check to prevent “Unfortunate” lapses
· Certification processes as a “Best practice” issue

Rotary Marks:
· Guidelines for right and wrong – refer to them!
· Use of Rotary name
· License issues
· Logos – how to and not to use

Conflict Resolution:   
· Is a problem solving model necessary?
1. Is it a problem?
2. Define what it is
3. Discuss how to “Play well together” if necessary
4. Timing of issue?
· You are working with volunteers
· Respect their efforts, time commitment 
· Concentrate on Rotary – no politics
· Establish & consider the club norms – each club is different
· The following is a simple problem solving model that was developed and added to based on input during the session. 

PROBLEM SOLVING MODEL:
· Disclose the problem immediately
· Resolve using only those involved
· Disclose any personal agendas
· Define problem in common language
· Attack the problem – Not the person
· Seek a “Win-Win”
· Determine the real extent of the problem
· Determine the significance, urgency and priority
· Who will be impacted/affected by the (1) Problem & (2) the solution
· Develop an “Action plan” with agreement
· Ensure a conclusion – No “Buried-but-not-dead” solutions
· Follow-up to ensure that action has worked.

Club Operations and Administration
Instructor:  John Vokes
Session:  Friday 9:45 AM 2/18/2011
The President  
· Maintains & increases membership
· Is good at both listening and hearing
· Picks committee chairpersons
· Motivates
· Engages members – no RINOS
· Plans – has a “Flight plan” of where they are going
· Delegates to others appropriately
· Shares information
· Organized
· Educates the club members as a whole – keeps them informed about their club!

An Effective Rotary Club:
· Has fellowship
· Membership that is strong
· Connected to the community
· Has  leadership plan
1. Future leaders identified
2. Club plan - to know what they envision their club to be in the future

Things for the new President to do:
· Establish your board
· This is your year
· What follows is yours too
· Committees & Chairperson identification - Passion?  Fit for the job?
· Budget 
· Income & expense
· Goals for the year in context with the budget?
· Meetings and their preparation

Considerations & Resources for the incoming club President
· President’s manual
· Other members
· Network
· AG’s & DG
· RI web site (Info, forms, etc.)
· Visioning
· Strategic Plan
· District meetings – Leadership training, President’s training
· Club Runner
· Foundation - Fund raising

By Laws:   What your club looks like
· Living document - Be familiar with them (don’t memorize) 
· Establishes some of the RI & Club relationships
· Can be changed – it is a living document
· RI recognizes both the Clubs & the DG
· Has flexibility club by club
· Defines the board, size of board, when elections occur
· Identifies the club officers, duties
· Tells you how to change the bylaws
· Identifies the dues structure
· Lists avenues of service (Now 5 . . . are your By laws updated?
· Committees?

*Always check the “Manual of Procedure”   AKA – “MOP”
Should you incorporate – yes or no!
· Foundations other than TRF, i.e. individual club foundations
· Reasons might be to limit liability
· Tax issues
· 501©3 issues
· Note:  Canada & the US have different laws and reporting for this

Functioning of committees:
· Meet with them
· Ask for reports – have assignments for accountability
· Club assembly – inform, create interest, update members
· Engagement is important – update projects
· Club bulletin as a means of informing/educating
· Respond to the interests of your club!

Group Exercise:  (Three groups)
What are some of the key areas in which to establish clear goals for your club?
· Vision (Retreat)
· Membership growth
· Club direction
· Manage change
· Community education
· Membership – didn’t specify growth or retention 
· Fundraising
· Service projects
· Leadership succession
· Foundation (TRF?)
· Public relations

How does having goals impact engaging and energizing members to participate?
· Gives direction
· See where a person might fit
· Communication
· Focus (Several comments)
· Passion (Discovers that for individual members sometimes)
· You know when you get there
· Simplifies communication

Who has experienced their District Visioning or Strategic Planning Processes and how did it help the development of your club?
!st group – two; Got to know the AG
2nd group – Not specified but said it did the following:
1. Made it actionable
2. Revisit - Need to keep sharing the vision
3rd group – Not specified but said it did the following: 
1. Cleared the air a bit on some issues
2. Neutral ground / non-confrontational
3. Wanted two sessions vs. trying to do it in one night


How do you plan to routinely communicate and engage club members?
· Create a concise plan
· E-mail
· Programs – speakers
· Newsletter (Pre or post)
· Club meetings
· Bulletins – electronic paper
· E-mail
· Stress weekly attendance
· Club Runner
· Newsletter


Reporting:
RI
· Status reports
· SAR reports due 7/1 and 1/1 of the year

District
· Attendance – monthly
· Polio Plus challenge dollars raised
· Projects and their status

Consequences of non-reporting
· Lose charter?
· 180 days is the threshold
· Outdated information
· Improper billing
· We need accurate information!

Report access / Access to data
· President & Secretary
· Begins 7/1 and ends 6/30 at midnight
· TRF info

Meetings – How to make them effective
· Plan – have an agenda
· Have board input
· Club meetings Make them interesting & fun if possible
· Start & finish on time – we are all busy people!
· Have action items and follow through
· Venue – meal, cost, size, parking issues

Risk Management:
· Restrict signing authority but have checks and balances
· Accounting – stewardship
1. How the money is taken in
2. How the money is disbursed

Other aspects or considerations:
· Budget
· Tax reporting
· Form 990
· CPA?

Insurance coverage:
· Through Districts in Canada as part of dues
· Through RI for USA clubs
· Directors & Officers coverage

Reasons Insurance is needed:
· US & Canada are different!
· Service projects
· Abuse / harassment
· Youth activities – housing & hosting
1. Criminal check?
2. Home inspection for Youth exchange hosts
3. Certification for club members who will be involved in Youth Exchange

Rotary Marks:
· See “MOP” (Manual of Procedure) updated 2010
· Very specific
· Trademarks
· Use licensed vendors to be safe

Problem Solving:
· Develop a basic “Problem solving matrix” – see below
· You are working with and through volunteers
· 1st – determine if it is a problem
· 2nd – use matrix list as a guide and adapt to the situation


BASIC PROBLEM SOLVING MODEL:
· Disclose the problem immediately
· Resolve using only those involved
· Disclose any personal agendas
· Define problem in common language
· Attack the problem – Not the person
· Seek a “Win-Win”
· Determine the real extent of the problem
· Determine the significance, urgency and priority
· Who will be impacted/affected by the (1) Problem & (2) the solution
· Develop an “Action plan” with agreement
· Ensure a conclusion – No “Buried-but-not-dead” solutions
· Follow-up to ensure that action has worked.


Club Operations and Administration
Instructor:  Tom Dragoo
Session:  Friday 9:45 AM 2/18/2011
The President  
· Maintains & increases membership
· Is good at both listening and hearing
· Picks committee chairpersons
· Motivates
· Engages members – no RINOS
· Plans – has a “Flight plan” of where they are going
· Delegates to others appropriately
· Shares information
· Organized
· Educates the club members as a whole – keeps them informed about their club!

An Effective Rotary Club:
· Has fellowship
· Membership that is strong
· Connected to the community
· Has  leadership plan
1. Future leaders identified
2. Club plan - to know what they envision their club to be in the future

Things for the new President to do:
· Establish your board
· This is your year
· What follows is yours too
· Committees & Chairperson identification - Passion?  Fit for the job?
· Budget 
· Income & expense
· Goals for the year in context with the budget?
· Meetings and their preparation

Considerations & Resources for the incoming club President
· President’s manual
· Other members
· Network
· AG’s & DG
· RI web site (Info, forms, etc.)
· Visioning
· Strategic Plan
· District meetings – Leadership training, President’s training
· Club Runner
· Foundation - Fund raising

By Laws:   What your club looks like
· Living document - Be familiar with them (don’t memorize) 
· Establishes some of the RI & Club relationships
· Can be changed – it is a living document
· RI recognizes both the Clubs & the DG
· Has flexibility club by club
· Defines the board, size of board, when elections occur
· Identifies the club officers, duties
· Tells you how to change the bylaws
· Identifies the dues structure
· Lists avenues of service (Now 5 . . . are your By laws updated?
· Committees?

*Always check the “Manual of Procedure”   AKA – “MOP”
Should you incorporate – yes or no!
· Foundations other than TRF, i.e. individual club foundations
· Reasons might be to limit liability
· Tax issues
· 501©3 issues
· Note:  Canada & the US have different laws and reporting for this

Functioning of committees:
· Meet with them
· Ask for reports – have assignments for accountability
· Club assembly – inform, create interest, update members
· Engagement is important – update projects
· Club bulletin as a means of informing/educating
· Respond to the interests of your club!

Group Exercise:  (Three groups)
What are some of the key areas in which to establish clear goals for your club?
· Vision (Retreat)
· Membership growth
· Club direction
· Manage change
· Community education
· Membership – didn’t specify growth or retention 
· Fundraising
· Service projects
· Leadership succession
· Foundation (TRF?)
· Public relations

How does having goals impact engaging and energizing members to participate?
· Gives direction
· See where a person might fit
· Communication
· Focus (Several comments)
· Passion (Discovers that for individual members sometimes)
· You know when you get there
· Simplifies communication

Who has experienced their District Visioning or Strategic Planning Processes and how did it help the development of your club?
!st group – two; Got to know the AG
2nd group – Not specified but said it did the following:
3. Made it actionable
4. Revisit - Need to keep sharing the vision
3rd group – Not specified but said it did the following: 
4. Cleared the air a bit on some issues
5. Neutral ground / non-confrontational
6. Wanted two sessions vs. trying to do it in one night

How do you plan to routinely communicate and engage club members?
· Create a concise plan
· E-mail
· Programs – speakers
· Newsletter (Pre or post)
· Club meetings
· Bulletins – electronic paper
· E-mail
· Stress weekly attendance
· Club Runner
· Newsletter

Reporting:
RI
· Status reports
· SAR reports due 7/1 and 1/1 of the year

District
· Attendance – monthly
· Polio Plus challenge dollars raised
· Projects and their status

Consequences of non-reporting
· Lose charter?
· 180 days is the threshold
· Outdated information
· Improper billing
· We need accurate information!

Report access / Access to data
· President & Secretary
· Begins 7/1 and ends 6/30 at midnight
· TRF info

Meetings – How to make them effective
· Plan – have an agenda
· Have board input
· Club meetings Make them interesting & fun if possible
· Start & finish on time – we are all busy people!
· Have action items and follow through
· Venue – meal, cost, size, parking issues

Risk Management:
· Restrict signing authority but have checks and balances
· Accounting – stewardship
1. How the money is taken in
2. How the money is disbursed

Other aspects or considerations:
· Budget
· Tax reporting
· Form 990
· CPA?

Insurance coverage:
· Through Districts in Canada as part of dues
· Through RI for USA clubs
· Directors & Officers coverage

Reasons Insurance is needed:
· US & Canada are different!
· Service projects
· Abuse / harassment
· Youth activities – housing & hosting
1. Criminal check?
2. Home inspection for Youth exchange hosts
3. Certification for club members who will be involved in Youth Exchange

Rotary Marks:
· See “MOP” (Manual of Procedure) updated 2010
· Very specific
· Trademarks
· Use licensed vendors to be safe

Problem Solving:
· Develop a basic “Problem solving matrix” – see below
· You are working with and through volunteers
· 1st – determine if it is a problem
· 2nd – use matrix list as a guide and adapt to the situation

Club Operations and Administration
Instructor:  Maggie Crawford
Session:  Friday 9:45 AM and 4:30 PM 2/18/2011
	       Saturday 5:10 PM 2/19/2011
Primary Role of President: 
· Lead and challenge club.  
· Delegate duties and follow-up. 
· DON’T KILL THE CLUB.  
· Herding cats.  Set goals.  
· Communicate.   Set tone and energy. 
· Engage  membership.   
· Membership development and retention.  
· Lead meetings.  
· Be enthusiastic. 
· Raise funds. 
· Motivator.   
· Representative of club to the community. 
· Publicity for club. 
· Have fun! 
Elements of an effective club:   
· Attendance. 
· Engaged membership.  
· Service projects.  
· Community Involvement.   
· Interesting Speakers. 
· International Projects.  
· Fundraising.  
· Growth. 
· Low turnover. 
· Fun.  
· Smooth operation. 
· Happiness. 
· Imagination.  
· Positive.  
· Optimistic.  
· Attractive to people to join. 
· Good socials.
Responsibilities of the club President:  
· Get members involved.  
· Succession planning.  
· Choose effective committee chairs and follow-up. 
· Run club & Board meetings.  
· Choose reasonable service projects based on community needs.  
· Financial oversight and management.   
· Meetings on time.  
· Have fun at meetings.  
· Great Speakers.
Tools used in fulfilling Presidential duties:  
· Assistant Governors.   
· President Elects from other clubs. 
· Past Presidents (Consider meeting with past presidents using attached questions from Newberg Noon Rotary Club).  
· Websites – www.pnwrotarypets.org and www.rotary.org.  
· District websites. 
· District Committee Chairs.   
· Use Presidential citation to monitor club activities.
How do you ensure the club’s board is effective?   
· Use agenda.  
· Develop strategic plan.  
· Choose or communicate with directors by setting expectations and follow-up. 
· Demand accountability.  
· Transperancy.  
· Review committee structure to determine relevance. 
· Meet regularly.   
· Get director reports. 
Criteria of effective committees:   
· Set goals.   
· Determine necessary committees. 
· Choose then right chair and members of committee considering time constraints and interests.  
· Inform club members of committee actions.   
· Succession planning.  
· Regular reports.
How do you ensure meetings are well panned and effective? 
· Make them interesting.  
· Involve many members.    
What District meetings or events should be attended?   
· Regular club meetings. 
· Board meetings.  
· Club annual meetings.  
· Club Committee meetings.  
· Club Assemblies. 
· District Assembly.  
· District Conference.
How do you encourage attendance at these meetings?  
· Face to face invitations.   
· Club pay for attendance fees.  
What are your financial/risk management responsibilities?  
· Oversee and manage funds.  
· Bank accounts should require two signatures. 
· US clubs file 1099 and 990 forms when necessary.    
· Director & Officers insurance. 
· Event liability insurance.  
· Get background check on everyone dealing with kids. 
· Consider appointing club member or committee as conflict resolution mediators. 
BASIC PROBLEM SOLVING MODEL:
· Disclose the problem immediately
· Resolve using only those involved
· Disclose any personal agendas
· Define problem in common language
· Attack the problem – Not the person
· Seek a “Win-Win”
· Determine the real extent of the problem
· Determine the significance, urgency and priority
· Who will be impacted/affected by the (1) Problem & (2) the solution
· Develop an “Action plan” with agreement
· Ensure a conclusion – No “Buried-but-not-dead” solutions
· Follow-up to ensure that action has worked.


Club Operations and Administration
Instructor – Ted Urton
Session:  Friday  4:30pm 2/18/2011

Who Are We: Rotary Membership

			<5 yrs		5 to 10 yrs		>10 yrs
Experience:		   10		       3			     5

			<25		25-50		>50		>100
Club Size:		   8		    10	

Club Executive / Admin. Committees:  12

Second-time Presidents:  0

Primary Role of the Rotary Club President

listen to the club					be organized
delegate						set goals
be prepared						inspire
motivate						prepare future leaders	


Elements of an Effective Rotary Club

· Sustain or increase its MEMBERSHIP.
· Implement successful SERVICE PROJECTS.
· Support THE ROTARY FOUNDATION.
· Develops LEADERS FOR BEYOND THE CLUB.


What do you think makes an Effective Rotary Club?

starting on time					delegating
high participation					able to change / adapt
good community involvement			new members
community awareness				successful projects
people want to join your Club			effective
fun							interesting meetings
fellowship						bring out the best in members
attending assemblies / conferences		keeping members informed

Tools and Aids to use in meeting your “Presidential” duties

· Planning Guide for Effective Rotary Clubs
· Past Presidents
· District Governor / Assistant Governors
· Strategic Plan
· R.I. web site
· District web site
· Club Leadership Plan

Standard Rotary Club CONSTITUTION

· Applies to all Rotary Clubs.
· Updated by Council on Legislation every 3 years.
· Provides guidelines for Rotary club operations.

 Standard Rotary Club BYLAWS

· Applies to individual Rotary Clubs.
· Updated by Club action.
· Provides additional guidelines for Club operations which can be amended and tailored to a Club’s needs over time.
· Includes such things as: election procedures, officer duties, quorums, fees and dues, voting, committees, financing, leave of absence, proposing new members.

What does a Rotary Club Board of Directors do?

manages the club					approves new members
make decisions					manages finances
oversees committees				approves projects

Criteria for ensuring you have effective committees working in your Clubs

· good goals
· leadership
· communication
· accountability
· progression of leadership
· recruiting new members
· progress reports

R.I. Reporting Requirements

July 1st SARS certifying
· Club members
· Per capita dues
· Subscriptions to THE ROTARIAN
· Council on Legislation levy
· General Liability Insurance Assessment

Jan. 1st SARS certifying
· Per capita dues
· Subscriptions to THE ROTARIAN

Jan. 31st Directory Info
· Incoming President
· Incoming Secretary

Nov. 15th IRS Form 990 (U.S. only) 


Member Access

All Members
· Contribution history to the Rotary Foundation
· Directory of Club Meetings
· Services
· Registration

Current Club President and Secretary (Treasurer if also requested)
· Membership
· Club Balance Report
· Dues
· Rotary Foundation Contribution/Recognition  (totals only)

How can you ensure weekly meetings are EFFECTIVE?

have an agenda / plan			start on time / end on time
fun						watch the politics
have a good program chair			provide information
report on Club meetings

Ways to Increase Attendance at District Meetings

· provide good training at District Assemblies.
· make it a Club “celebration”.
· increased attention to Foundation recognition.
· Club co-pay to help members attend. 

President’s Key Responsibilities for RISK MANAGEMENT

Financial / Accounting / Taxes
· Proper accounting procedures.
· Budget.
· Annual Financial Review.
· 1099 Reporting (U.S. only).

Insurance
· General liability coverage through RI.
· U.S. Clubs – see Member Access
· Canadian Clubs – see District
· Annual Review by Qualified Agent.
· Additional coverage considerations (special events).

Youth Exchange – special responsibilities
· Awareness of / adherence to YOUTH PROTECTION POLICY.
· Certification required to participate in YOUTH EXCHANGE.
· Rotarians / hosts working with Youth are required to have a MANDATORY BACKGROUND CHECK.

Internal Conflict (Case Study)

Table #1
arbitrate with “alpha dogs”
use Assistant Governor to help
get other clubs involved
spread the load

Table #2
work through a compromise
use visioning
need for change
mentorship
increase engagement

Table #3
sponsor new club
leadership
work to compromise
use energy

Table #4
examine differences
work with group “influencer”
involve DG or ADG
don’t stop enthusiasm
develop detailed plan
get everyone involved
	

Rotary Protocol

· Officers presented by SENIORITY of position.
· CURRENT positions take precedence over PAST positions.
· PAST positions take precedence over FUTURE positions.
· Those in the same position are ranked by SENIORITY.
· When displaying flags, the HOME country flag takes priority followed by other COUNTRIES, then by STATE / PROVINCIAL flags, then CIVIC / MUNICIPAL, then other organizations.
· When seating a head table a visiting dignitary such as your DISTRICT GOVERNOR should be seated next to the CLUB PRESIDENT.

Rotary Resources

R.I. web site						District web site
Assistant Governor					Club and District Support Reps.
District Administrator				District Trainer
R.I. Catalogue					Manual of Procedure

 Club Operations & Administration
Instructor:  Tim Mobley
Sessions:  Friday 4:30 PM 2/18/2011 and Saturday 5:10 PM 2/19/2011
How many years in Rotary?
· Less than 5 – 8
· 5 to 10 – 2
· More than 10 – 0
Club size:
· Under 25 – 8
· 25 to 50 – 2
· Over 50 – 0
How many have served on the board? – 8
How many are second-time presidents? – 2
What is the primary role of the president & the qualities of a good leader?
· Lead by example
· Be a motivator
· Set the tone
· Set goals
· Keep up the energy
· Marry RI and local goals
· Act like a leader
· Bring variety
· Keep a balance of goals/work/fun
· Sense of humour
· Good communication
· Have a vision
· Be willing to push needed changes
· Decide->Delegate->Disappear
What are the elements of a successful Rotary club? And/or What makes a club effective?
· Follow-through and evaluation
· One-on-one communication
· Use of humour
· Know the community needs
· Buy-in on a vision/goal
· Strong projects
· Lead by example in the club and community
· Get potential ‘boat anchors’ on side
· 3 pillars:  children+seniors+literacy
What are some of the responsibilities of the club president in leading an effective Rotary club?
· Be present & on the job
· Lead by example
· Listen to the members
· Be enthusiastic about Rotary goals and the club
· Know your members
· Set goals
· Have fun & social time
· Set and communicate your budget
What is the standard Rotary club constitution & why is it important?
· Risk management
· Available on RI website with suggested by-laws
How are club by-laws different from the constitution?
· The constitution is the bones; the by-laws are the flesh (muscles)
How will you ensure your club’s board functions effectively during your term?
· Meet regularly
· Have an agenda
· Announcements
· Unfinished business (don’t deal with ‘old’/completed business)
· New business
· Make it meaningful
· Defined roles
· Agenda distributed prior to the meeting
· Follow up on responsibilities
· Communicate the agenda & decisions to the club
· Keep accurate minutes
Reporting:
· To Rotary International
· Member information
· SAR s January 1 and July 1
· Changes to officers
· Changes to meeting venues/times/days
· To the District
· Attendance
· Number of members
· Assistant Governor
· President’s planning guide
· TRF goal
· To The Rotary Foundation
· Goal forms
· Contribution reports
· Project reports on time

CLUB OPERATIONS & ADMINISTRATION
Instructor:  Tom Draggoo
Sessions:  Friday 4:30 PM 2/18/2011 and Saturday 5:10 PM 2/19/2011
Notes from class discussion.  No flipchart notes taken.  These comments are compiled from four sessions attended by about 90 PE’s and are intended to compliment the session manual.  Many responses from participants were duplicated in several sessions.
QUALITIES OF A GOOD LEADER   
Vision			Motivator		Educator		Control
Sets the tone		Fills positions		Makes decisions	Sets example
Good communicator	Encourages		Be responsible

EFFECTIVE ROTARY CLUB IS:
Membership is involved		Recognizes different levels/types of contribution ($ / time) 
Membership has buy-in		Visibility in community (to attract members)
Good programs			Has fun, fellowship
Has good people			Recognizes everyone has value
Financially sound			Gives to local and world communities

What I like about my club: 
· feels like an extended family
· has diversity
· has good fellowship
· has active and tenured members

PRESIDENT’S RESPONSIBILITIES

Gets membership engaged			Manages the team
Delegates					Effective use of the gavel
Manages the Board                                        	Lets the Board do their job
Plan meetings ahead of time			ENSURES everything

CLASS COMMENTS:			

ENSURE everything		Plan for continuity	 VISIONING	   ENSURE EVERYTHING
TOOLS- Past presidents, Leadership Academy, District Leadership, Websites, Use a checklist
        Presidential Citation criteria can be good criteria for Planning	   ENSURE everything

CONSTITUTION/BYLAWS

Club Constitution is standard, Club By-laws are unique to the Club and can be modified
There is a process for expelling members, or there should be
Consider having a program on “Rotary Protocol”
Clubs can incorporate AND have a Foundation
	Benefits of having a Club Foundation (considerable discussion)

CLUB ADMINISTRATION

· Club Administration Committee per RI Guidelines
· A good committee:
· Actually meets
· Is relevant
· May be standing or ad hoc
· President should personally ask each committee what they are doing
· Publish a list of Club committees
· Provide for continuity of committee members and chairmen
· Evaluate the “tenure” of long term chairmen
· ENSURE required reports are submitted to RI
· Use Member Access on RI website
· Be aware of insurance needs, especially for special events
· Firesides are good for goal setting, club directors,    (have several)

CONFLICT RESOLUTION

· Document the situation
· Put the fire out……as early as possible
· Seek counsel of past presidents, District, AG, a confidant
· The offender may not know they are being offensive

PARKING LOT TOPICS   (comments included above)
· Conflict in Club
· In kind contributions from members
· “Tenured” chairmen

Club Operations and Administration
Instructor:  John Vokes
Session:  Saturday 5:10 PM 2/19/2011
The role of the President – Stewardship of Club 
Effective Clubs – the Four pillars
1. Sustains members
2. Service projects
3. Support TRF
4. Develop leaders (RLI, District Leadership Academy)

How do we do this?
· Active members
· Follow through
· Engaging the members
· Service projects – both international and local/community
· Leadership Plan in place – covers next three years or more

President is responsible for:
· Direction and focus
· Plan & goals
· Vision for club
· Bringing members together – inclusion!
· Organizing meetings . . . with “Energy”
Tools:
· PETS & Pre-PETS
· AG’s
· Rotary Web site
· Past Presidents
· Voices in the club (Informal leaders)
· Club leadership team
· Other clubs
· Networking RI & TRF materials

Constitution:
· The rules from RI & Club
· Recognizes the club and the DG (Not the President)
· A general supervision document

By-Laws:
· A living document
· Need to be updated
· Covers operational issues
· Voting process and who can vote
· Defines the Board, RI, Fiscal year, etc.
· Covers how & when boards are elected & their duties
· When meetings occur
· Fees & Dues
· Five Avenues of service
· Covers how to change By-laws if needed

A valuable resource tool:  
· Manual of Procedure - MOP

Measuring results:
· Set goals
· Monthly reports
· Progress made
· Let club know of progress, goals, etc.

Try to:
· Encourage
· Guide – direct (Gently!)

Reporting  (See “MOP”)
· SAR
· Dues
· Membership
· TRF
· Current Board, etc.
· Meeting location
· TRF Reports (The Rotary Foundation)
· 
*Comment was made about District 5040 Planning Guide being a great one.
TRF Specific Reports:
· Contributions
· Project reports (Both ends!)

District Reporting:
· Attendance
· Dues

Report Access:
· President & Secretary have access
· Beginning 7/1 (Fiscal year) and ends at midnight of 6/30/2012
· Update members data
· Makes sure they should get the Rotarian Magazine
· SAR (Semi Annual Reports – July and January)
· TRF Recognition and contributions

Meetings:
· Club Assembly
· Regular weekly meetings
· DG Visits
· District Conference
· TRF Workshop
· RLI workshop
· Committee meetings

Insurance & Risk Management Issues:
· Youth
· Certification
1. Injury – accident issues
2. Harassment?
· Comment made that current insurance provided by RI (USA) is commercial General Liability and in some cases a rider may be required – recommendation that clubs speaks with District or RI on this. 
· President’s Manual also a resource

Rotary Marks:
· Specific by colors, design
· Trademark issues  
· Use licensed vendors

IS CONFLICT RESOLUTION AN ISSUE WITHIN YOUR ROTARY CLUB? 
·  yes, many examples raised and discussed

PROBLEM SOLVING MODEL:
· Disclose the problem immediately
· Resolve using only those involved
· Disclose any personal agendas
· Define problem in common language
· Attack the problem – Not the person
· Seek a “Win-Win”
· Determine the real extent of the problem
· Determine the significance, urgency and priority
· Who will be impacted/affected by the (1) Problem & (2) the solution
· Develop an “Action plan” with agreement
· Ensure a conclusion – No “Buried-but-not-dead” solutions
· Follow-up to ensure that action has worked.


