ACTION PLAN

	WHAT?

(Goal Statements: Must be specific and realistic)
	HOW?

(Action Steps)
	WHEN?

(Deadline for completion)
	INDICATOR

(How will we know each action step is accomplished?)

	1.
	a.

b.

c.


	
	

	2.
	a.

b.

c.


	
	

	3.
	a.

b.

c.


	
	


Club Officer Training Attendance Report Form

Date:  
	Name
	Club
	Position

	1.
	
	

	2.
	
	

	3.
	
	

	4.
	
	

	5.
	
	

	6.
	
	

	7.
	
	

	8.
	
	

	9.
	
	

	10.
	
	

	11.
	
	

	12.
	
	

	13.
	
	

	14.
	
	

	15.
	
	

	16.
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	23.
	
	

	24.
	
	

	25.
	
	

	26.
	
	

	27.
	
	

	28.
	
	

	29.
	
	

	30.
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Club Officers Orientation Training Evaluation Form

Thank you for taking the time to evaluate the Club Officers Training.  It is only with your help and input that we can make this training valuable to new club officers.

1.  What do you feel is the strongest portion of the Club Officers Orientation?


Why?

2.  What portion of the Club Officers Orientation do you feel needs to be improved?


How?

3.  
On a scale of 1 to 5 where 1 is not useful and 5 is extremely useful, please  rate each of the training topics: 

	Training Topic
	Not useful
	Somewhat
	OK
	Very useful
	Extremely Useful

	
	1
	2
	3
	4
	5

	Time Management
	
	
	
	
	

	Officer Responsibilities
	
	
	
	
	

	Club Activities
	
	
	
	
	

	Problem Solving
	
	
	
	
	

	Setting Goals
	
	
	
	
	

	Managing Meetings
	
	
	
	
	

	Motivating Members
	
	
	
	
	

	Developing Leaders
	
	
	
	
	

	District Officers & Programs
	
	
	
	
	

	Awards
	
	
	
	
	

	
	1
	2
	3
	4
	5


4.  Other suggestions to improve the training: 

Learning Needs Assessment

For each topic select one of the columns to indicate your learning needs: Write a check mark (( ) in the column that indicates your training needs for each topic.

	Club Officer Training Topics
	I know this topic, & don’t need training.
	I need training urgently on this topic.
	I need training later on this topic.

	Officer responsibilities and duties
	
	
	

	Club structure
	
	
	

	Membership reports
	
	
	

	Treasurer reports
	
	
	

	Activity reports
	
	
	

	Membership key awards
	
	
	

	Club President Excellence Award
	
	
	

	Fundraising
	
	
	

	Adopted Service Programs
	
	
	

	Zone/region meetings
	
	
	

	District structure/officers
	
	
	

	Club planning
	
	
	

	New member induction
	
	
	

	Officer elections
	
	
	

	Officer installation ceremony
	
	
	

	Member recruitment 
	
	
	

	Member retention
	
	
	

	Club committees
	
	
	

	Public relations
	
	
	

	LCIF  
	
	
	

	Leos
	
	
	

	Lions-Quest
	
	
	

	District programs
	
	
	

	District awards
	
	
	


Discus and decide the best timing for your officer team to attend training: (Number your preferences: 1 – first preference to 3 - third or last preference.)

· All day (7 hours) Saturday

· Two evenings (3.5 hours each) List days preferred: ______________________

· Two Saturday mornings (3.5 hours each, 1 week apart)

Club ____________________________________  Position: ______________________

NETWORKING
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Sample Club Officers Calendar

	JULY

Submit June MMR report 

Appoint committees 

Submit application for Club President’s Excellence Award & district awards

Set goals


	AUGUST

Submit July MMR report 

Attend club officer training

New member orientation

Plan member development program

	SEPTEMBER

Submit August MMR report 

Attend region/zone meeting


	OCTOBER

Submit September MMR report 

Candy Day fundraiser

	NOVEMBER

Submit October MMR report

Attend region meeting

Nursing home service project


	DECEMBER

Submit November MMR report 

Fundraising event

	JANUARY

Submit December MMR report 

Attend zone meeting

Attend region meeting


	FEBRUARY

Submit January MMR report

Foundation sweepstakes ticket sales

New member orientation 



	MARCH

Submit February MMR report 

Attend zone meeting

Election of officers

Pay any unpaid club balances


	APRIL

Submit March MMR report 

Attend district convention

10K Run fundraiser



	MAY

Submit April MMR report 

Submit PU101 officers report

Review records and order attendance awards & years of service awards

Select MJF recipient

Attend multiple district convention


	JUNE

Submit May MMR report 

Submit Annual Activities report

Club retreat for planning

Prepare financial records for audit

Installation of new officers

Recognition of outgoing officers

Transition planning meeting w/outgoing officers




SETTING GOALS

Club goals may focus on member attendance, member recruitment or retention, service projects, or fundraising.  When writing goals you should include the following aspects in your statement of each goal.

Specific –

Clear, action is specified and is understandable to all

Measurable – 
Will know when and if goal is achieved


Achievable – 
Be realistic, save lofty ideals for a vision statement


Reach – 

Challenge yourself to greater achievement

Time bound – 
Include specific time frame or deadline

Example:

Our club will conduct a member recruitment Open House by December 1.

Strategies for Meeting Goals

· Establish goals with the entire officer team/board.
· Gain commitment and enthusiasm for meeting the goals.
· Address concerns/potential obstacles up front.
Ask the group what concerns or potential obstacles could prevent achievement of the goals. The leader(s) should also share any concerns such as lack of commitment or enthusiasm or resources. Once any issues are identified, they should be resolved before moving forward.


· Assign a person to take responsibility for overseeing achievement of each goal. 
To oversee a goal does not mean that person is the only one working on the goal. Also, the person overseeing a goal should not be assigned to more than one goal. 


· Use an action plan to define the specific steps to accomplishing each goal
Six Steps to Managing Conflict

Use these steps to develop a collaborative solution that will satisfy both parties.  Both parties must listen to the other, and compromise to create a solution that is acceptable to both.

Step 1: Shift your paradigm (your mindset).

· Reframe the situation (look at the bright side)

· Practice empathy/objectivity about the other party

· Use affirmations (positive mental messages) about your own competencies

Step 2: Emphasize what you have in common.

· “We both want…”

· “We have a problem to work out…”

· Identify the problem

Step 3: State your win/win intent.

· “I’d like to find a solution that will work for both of us.”

· “Are you willing to work with me on finding a solution we can both feel good about?”

· “Perhaps we can agree on how we can work toward agreement?”

Step 4: Generate alternatives together.

· “What if we…?”

· “Suppose we were to try…?”

Step 5:  Decide on the best solution(s).

· “Any ideas acceptable to both of us?”

· “Any ideas we could modify to make acceptable?”

· “Then it looks like we should try…”

Step 6:  Plan the implementation.

· Decide on the best solution

· Plan a time to check progress

Reference: Teams at Work, 7 Keys to Success, Suzanne Willis Zogolio, Tower Hill Press, Doylestown, PA.

TEAM PROBLEM SOLVING 

1. Recognizing the problem 

(seeing that a situation needs resolution)

2. Describing the problem 

(Get all the facts and feelings from stakeholders involved)

3. Analyzing the cause of the problem (Don’t confuse cause with effect/result)

4. Exploring optional solutions to the problem 

(List as many as possible, each person in the group presents a possible solution idea)

5. Making a decision to solve the problem 

(Review pro’s and con’s of each, compare with goals or purpose of the organization, consider cost/time/risk.  Team members each select top five solutions; then the team discusses and selects the best alternative.) 

6. Creating and following an action plan to implement the solution (Define specific action steps, time deadlines, & who will be responsible for each step)

Training Content Priorities 

	MUST KNOW – High Priority

	

	NEED TO KNOW – Medium Priority

	

	WOULD BE NICE TO KNOW – Low Priority

	


Training Planning Form
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Page # ____
	Time
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	Content (topics)
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