
DISTRICT ASSEMBLY and LEADERSHIP TRAINING

For Interact Club Officers and Chairmen 

Recognizing the importance of qualified leadership in the Interact movement, the R.1. Board of. Directors encourages Rotary districts to hold one- to two- day training meetings for incoming Interact club leaders. A suggested leadership training program is outlined in this document.

Conducted under the direction of the Rotary and Interact district Interact committees, the training meeting is designed to develop the leadership skills of incoming Interact club officers and chairmen, in order to improve the effectiveness of their clubs. Interact leaders and qualified Rotarians and school advisors should serve as trainers and every incoming Interact club officer should be in invited. To encourage active participation by all in attendance, schedule training in small group sessions with general meetings before and after. Adapt the training meeting program to respond to local needs and interests.

Meeting Logistics


Participants: 
Incoming Interact club officers, directors, and committee chairmen; current and incoming Interact district representatives; Rotary district governor; Rotary district Interact committee; Rotary club Interact committee chairman or members; Interact club advisors. 


Date:
Any time in April, May, or early June after Interact clubs and districts have chosen leadership for the forthcoming year, but no later than mid-June. 


Financing:
Expenses can be underwritten by the Rotary or Interact district, a host Rotary or Interact club, or a group of Rotary or Interact clubs. A registration fee can be charged or a combination of these methods can be used to meet expenses. 


Leadership:
General sessions should be led by the Interact district representative with assistance from the Rotary district Interact chairman. Group sessions should be led by Interactors, with Rotarians and or Rotaractors assigned to each group as resource specialists to supply any necessary information and guidance. The resource specialists should be knowledgeable about the subjects to be discussed and have good rapport with young people. They are not there to lecture but to offer advice when asked or to comment if an important point is overlooked.

Organization:
The Rotarians and Interactors on the district committees should work together to plan all aspects of the meeting. In addition to conducting the meeting, the DIR should recommend Interactors to serve as discussion group leaders and also help promote attendance at the meeting.

Although the district Interact committee should plan the program for the training meeting, it may wish to ask a Interact club to host the meeting. The host club should obtain the meeting place and manage any meeting logistics.


Preparation
It  is  recommended  that  all  trainers  and  panelists attend a


Meeting:
preparation meeting to ensure that each individual under-stands his or her role and is adequately prepared for the assembly.


Training
Whenever  possible,  each  participant should receive a copy


Materials:
of the Interact Club Officers' Workbook a few weeks prior to the meeting, so that they can read it and mark any questions they may have.

OPENING SESSION

Schedules for the one-day and the two-day training meetings appear on pages 16-18. Both allow one-half hour for the opening general session. Keep opening speeches brief and to the point; their purpose is simply to set the tone and procedure for the subsequent sessions and direct participants to group session locations.

District Interact representative (5 minutes):

Welcome all those in attendance and congratulate Interactors present for being chosen as leaders of their respective clubs. Briefly introduce yourself and your committee; the Rotary district governor; the district Interact chairman and his committee; the incoming district Interact representative; and the host club representative.

Rotary district governor or district Interact chairman (5 minutes):

Extend a warm welcome, emphasizing the importance of the meeting to the district, to Rotary, and to Interact clubs and the Interact program. Point out the necessity for good leadership. Stress the fact that Rotarians and Rotary clubs stand ready to help whenever necessary, but that the Interactors are the moving force behind all projects and activities.

District Interact representative (l0 minutes):

Review the status of Interact in the district in terms of growth and achievements. Mention specific activities as examples of good club work and as part of the worldwide movement. (The Interact News, the Rotaract Program Sourcebook, and Interact reprints from The Rotarian magazine provide examples of successful Interact projects in other countries.) Touch upon some of the problems faced by Interact at the club, district, and international levels, and encourage participants to consider solutions.

Conclude by explaining the purpose and mechanics of the meeting with clear directions regarding group session schedules and locations. Emphasize that discussion sessions require all participants to contribute their ideas and opinions. Point out that each individual should consider ways to use suggestions and information from the sessions to make his or her club function more effectively.

GROUP SESSIONS

The group sessions form the heart of the leadership training program. They are working sessions - a time for discussion and exchange of ideas. Depending on their role in Interact, all Interactors present should choose one of the following four meetings to attend: presidents and vice presidents, secretaries and treasurers, directors, or committee chairmen.

Group leaders should facilitate the discussion, making sure that everyone participates. Using questions to guide the discussion, the leader can help it over rough spots and open new topics. The group leader is not a lecturer and should make that clear at the opening of the meeting. The Rotarian who serves as a resource person should clarify procedures, interpret policies, and offer examples from his or her Rotary club experience, while remaining in the background of the discussion.

Meeting rooms should be comfortable, well-ventilated, and bright. Arrange the seats so that all participants can see each other.

GROUP I - Presidents and Vice-Presidents

The group session for incoming Interact club presidents and vice-presidents is designed to help leaders improve their management and communication skills and to work together to guide their club's activities. All participants in this session should review pages 13 through 15 of the Interact Handbook so they have a clear understanding of the officers’ responsibilities.

The suggested discussion topics outlined below are accompanied by questions that can be used to generate discussion. Districts that hold two-day training sessions should spread the discussion over a full day rather than a half.


1.
Review the "Standard Interact Club Constitution" (publication no. PA2-656-EN) with special reference to officer duties. (The Rotarian who is acting as a resource specialist should be prepared to provide examples of how a president influences the club.)

Questions:
What duties does the constitution impose upon presidents? Upon vice-presidents?

What does the constitution mean when it says the president is an ex officio member of all committees?

What duties should a president assign to the vice-president?

How do the president’s communication and management styles affect the club?


2.
Review the “Interact Statement of Policy” (publication no. PA2-653-EN) with special reference to the club's role in the international Interact structure.

Questions:
How is the district Interact representative selected? How does this procedure vary  if there are only one or two Interact clubs in the district?

What type of communication should be maintained between the DIR and the club president? How frequent?

What type of communication should be maintained between the club president and Rotary International? How frequent? 


3.
Discuss how the president and vice-president can work as a team, effectively dividing responsibilities in order to carry out at least one Community Service and one International Service project, professional development activities, fund raising efforts, and continuous membership development.

Questions: How are responsibilities divided between the president and vice-president?

How do you identify the service interests of the membership? How do you identify resources (local and R.I.) for project development? How do you evaluate project progress and success?

How do you organize professional development activities of interest to the membership and effectively use sponsor club expertise? (See the “Professional Development Planner" in the Rotaract Handbook.)

What types of fund raising activities attract community support? How can they be publicized?

How does a club ensure continuous membership recruitment? What types of activities attract new members? What types of club meetings attract new members? How can the sponsoring Rotary club assist with member recruitment?

The Rotaract Program Sourcebook provides examples of successful projects in these areas that inspire new projects or the further development of past projects.


4.
Discuss how to plan and conduct a meeting, focusing specifically on techniques for preparing a meeting agenda, selecting essential discussion items, providing necessary reports, and developing an interesting meeting program. Recommended techniques should assure that all views are heard and proper procedure is followed.

Questions:
What items should be included in an agenda?

What business should be presented to the board? To the club?

What role does the sponsoring Rotary club play in the meeting?

What problems do you face in arranging programs for meetings? How do you overcome these problems?

How closely should a presiding officer stick to an agenda?

How can everyone be assured an opportunity to speak?

Where does one, find information on rules of procedure?


5.
Discuss how to organize committees so that the right people have the right jobs. You should touch upon ways to clearly define responsibilities and explain the purpose of reports. Provide examples of the effects which good and bad committees have on club operations.

Questions:
What are the responsibilities of the committee chairman?

Should a chairman have any prior training as a committee member?

What are the qualities of a good chairman?

How should committee members be chosen?

How much guidance should the president give the committees?

How often should a committee report to the board? To the club?

How detailed should a committee report be?


6.
Discuss the types of club activities that build membership morale, develop leadership abilities, and link individual interests with effective performance. Share examples of good projects and activities which achieve these objectives.

Questions:
Why does the "Standard Interact Club Constitution" require that members work on club projects?

What constitutes a good project?

What are the roles of the president and the vice-president in initiating and developing club projects?

How can you link member interests to club projects?

What projects have been particularly effective? Why? (Provide sample projects in the areas of community service, international service, professional development, fund raising, and membership development.)

GROUP II - Secretaries and Treasurers

The discussion of these two offices should focus on the need to maintain good records on club administration and finance. Point out that well-kept records make it possible for a successor to step in at any time.


1.
Review the constitutional provisions regarding duties of the secretary and treasurer, as well as pages 14 through 15 of the Interact Handbook.

Questions:
What are the specific duties of the secretary? of the treasurer? How should they be fulfilled?

Have your clubs found it necessary to add any duties to the constitutional requirements?

What is the best way to share records with the sponsoring Rotary club?


2.
Discuss efficient filing systems and list the secretarial records that should be kept permanently on file.

Questions: 
What records should be maintained by the secretary? Why?

What is the best way to file permanent records for easy retrieval?

How often should files be reviewed and obsolete material discarded?

What are standard forms used by the secretary and how are they processed?


3.
Discuss which financial records are required to track member dues, proceeds from fund raising projects, and disbursements. Basic accounting and the mechanics of a checking account should be discussed. Provide names of Rotarians who are accountants and can answer financial questions.

Questions:
What financial forms are available to track the club’s financial activity (proceeds and disbursements? (See financial record forms in the Interact Handbook.)

How do you separate the proceeds and dues from fund raising?

What is the best procedure for handling disbursements?

What is the value in requiring two signatures on a disbursement check?

How detailed should financial records be?


4.
Review procedures for monthly reporting to the club and board of directors. Discuss the items a report should include.

Questions:
What regular reports should the secretary provide and what is the purpose of each report?

What regular reports should the treasurer provide and what is the purpose of each report?

What basic items should be covered in the secretary’s and treasurer's reports?

What special reports may be expected from either a secretary or treasurer?

Which reports should be shared with the DIR, district governor, Rotary club sponsor, and Rotary International?

What procedures are necessary for information exchange between the Interact and sponsoring Rotary clubs? 


5.
Discuss when it is necessary for the secretary and treasurer to work together closely. Outline what they need to know about each other's job and how they can assist each other.

Questions:
Why is it necessary for secretaries and treasurers to work together closely?

How can they coordinate their procedures? What should secretaries and treasurers know about each other's job?

How can they best assist each other?

GROUP III - Directors

The board of directors acts as the club's executive policy-making body. Although the president leads the board, the directors are expected to voice constructive comments and concerns and advise the president on issues related in their individual areas of expertise.


1.
Review the constitution with respect to the responsibilities and duties of the board as a whole. Explain how a good board of directors functions.

Questions:
What effect does the board of directors have on the club? How can this be improved?

How is policy decided in your club?

How often should the board meet? Why?


2.
Discuss the qualifications of directors based on their various responsibilities.

Questions:
What are the qualities of a good director?

How can directors play a significant role in club development?

What past experience is required to be elected to the board?


3.
Explore what a director does to contribute to club administration. Discuss the importance of having directors who can specialize in one area of club work.

Questions:
What are the responsibilities of a director?

Would there be any value in assigning each director to a specific area of club work?

Should service on the board be considered a training ground for other club responsibilities, or should members be elected following service in other areas?


4.
Discuss examples of how a member of the board affects club operation, meeting frequency, agenda, reporting, and programs.

Questions:
What is the difference between a strong and a weak board? How can a weak board be strengthened?

Is there any value in preparing an agenda for the board meeting? Who should prepare it?

What should the board do with committee reports? Which board member(s) should report to the club?

GROUP IV- Committee Chairmen

Committee chairmen should be concerned with running their committees smoothly and encouraging committee members -- and all other club members as well -- to participate in project development.


1.
Discuss the constitutional obligations and responsibilities of committee chairmen.

Questions:
What is the source of a committee chairman’s authority? What duties does a chairman have to assist the president of the club?

Does the constitution impose any specific obligation or duties upon committee chairmen?

Has your club added to these responsibilities?

What guidance or instructions do chairmen expect from the club president?

Should the chairmen have an opportunity to suggest members for their committees? On what basis should committee members be chosen?

How can you measure good committee work?


2.
Review the steps for planning and conducting a committee meeting with respect to the importance of an agenda, relevant subcommittee reports, limits of discussion for each item, and means to clarify instructions and assignments. Provide examples of good and bad committee meetings for analysis by the group.

Questions:
What factors should be considered in scheduling committee meetings?

What items should be included in the agenda? How should they be organized?

What techniques should the chairman use to maintain an orderly meeting?

How should committee work be distributed among members?

What should be considered in making committee assignments?

What are effective means for assignment follow-up?


3.
Explain how to develop a committee report, listing the items that should be included.

Questions:
Why are committee reports necessary?

What should a good report include?

What should be done with committee reports?

How can committee reports best inform the membership?


4.
Discuss committee assignment follow-up, focusing especially on effective ways to stimulate member participation. Discuss organization techniques to ensure that deadlines are met.

Questions:
How can club officers use committee reports to stimulate club action and improve club operation?

How can a chairman ensure committee deadlines are met?


5.
Discuss club, district, and Rotary International resources that committees can use to develop successful and interesting projects.

Questions:
How can you identify Rotary resources and expertise to enhance projects?

How can you use district resources to strengthen club projects? What ,types of district resources are available?

How can you obtain a complete overview of R.I. program and funding resources that can assist club projects? What types of resources and assistance are available through R.I.?

Luncheon 

Instead of planning a luncheon program, give participants a chance to converse at their tables and become better acquainted. At the beginning of the luncheon, the DIR should encourage everyone to get to know each other and also announce the time that participants should reassemble for the afternoon general session.

Afternoon General Session

During this session, the incoming DIR provides an overview of goals, projects, and for the next year.


I.
Describe the challenges to be faced in years ahead.


A.
Outline opportunities for Interact service in the community.


B.
Describe club challenges and explain how Rotary service will help the club to grow.


C.
Explain the opportunities for Interactors to develop personally and professionally through Interact service to the community and the club.


II.
Challenge clubs to carry out new community and international service projects in the area for the aging, literacy promotion, drug abuse prevention, and environmental protection.


A.
Explain how these special areas of Interact and Rotary community service lead to a united Rotary/Interact effort to resolve major global problems.


B.
Discuss ways that clubs can develop international service projects that allow members to serve as international volunteers, collect donated goods for community service projects in other counties, or participate in a Interact travel/study exchange.


C.
Explain how to organize a series of professional development seminars and activities to help members with their professional careers.


D.
Emphasize the importance of joint projects with the sponsoring Rotary clubs to strengthen club development.


III.
Outline specific district and club goals: 


A.
Assist in the formation of more Interact clubs in the district.


B.
Increase membership in your own club.


C.
Improve member participation in club meetings.


D.
Develop new activities that strengthen Interact friendships.


E.
Increase your club's activity in district events and projects.


IV.
Describe how club and district projects can achieve these goals.

Leave time for questions after the incoming DIR's address, so that participants can ask parts of the proposed program. In closing the afternoon general session, announce the sites for the Community Service, International Service, Professional Development, and Club Service afternoon meetings. Committee chairmen will naturally attend the session that covers their area of responsibility, while the club officers and directors should attend the one that interests them the most. The time of the closing session should also be announced.

Note: Because this is a long program for one day, Interact districts may wish to plan two-day meetings and discuss the areas of Interact service during the second day. A two-day meeting also provides additional opportunities for fellowship and social activities.

GROUP SESSIONS - Afternoon

The five 90-minute group sessions scheduled for the afternoon are organized according topics rather than by officer responsibility: Community Service, International Service, Club Service, Professional Development and Finance and Fund Raising.

GROUP I - Community Service

Review the responsibilities of the community service committee found in Article VII of the “Standard Interact Club Constitution", Article V of the "Standard Interact Club By-laws" and page 10 of the Interact Club Officers’ Workbook. The constitution requires every Interact club to develop an annual project that serves its community. Discussion should focus on successful projects that clubs can easily carry out. Clearly outline the mechanics of the projects.

Questions:
What are the most successful community service projects your club has organized? Did you encounter any problems in organizing them?

What are typical problems faced in developing service projects in the community and how can these problems be overcome? Are certain problems unique to university projects? How are they overcome?

How do you identify community and/or school needs?

How can you involve all or most of the club membership in a project?

How can you involve those who are not members of Interact in your service projects? Prospective Interactors? Rotarians? Committee members?

What R.I. programs and Rotary Foundation funding are available to develop community service projects?

How do you evaluate project success?

GROUP II - International Service & Understanding

Review the responsibilities and terms of reference of the international understanding committee found in Article VII of the "Standard Interact Club Constitution", Article V of the "Standard Interact Club By-laws" and page 16 of the Interact Handbook. The constitution requires that every Interact club develop an annual project to increase international understanding. Discuss the range of projects and how they are carried out.

Questions:
What types of projects increase international understanding? (e.g., WCS projects, donations-in-kind projects, international volunteer projects, international home hospitality, international correspondence exchanges)

What types of international service projects can be developed jointly with the sponsoring Rotary club or a Interact club in another country?

What are the problems faced in developing international service projects and how can these obstacles be overcome?

How can you involve all or most of the club membership in projects?

What R.I. resources are available for project ideas and development?

How can the community or university take part in and benefit from Interact international service projects?

GROUP III - Club Service/Leadership Development

Review the terms of reference of the club service committee that appear in Article V of the "Standard Interact Club By-laws" and page 16 of the Interact Handbook. The constitution lists specific duties for the club service committee, with a special emphasis on attendance, meeting programs, membership, fellowship, career development, and public relations activities.

Questions:
How should the club service committee be organized to early out its many obligations?

What techniques can be used to increase club membership?

How can new members be quickly assimilated into the club?

Why is it important to have a balanced membership in terms of age? How can this be achieved?

How can member participation in meetings and service projects be improved?

How does the club develop meeting programs?

What are some sources for program speakers?

How do you maintain variety in the programs?

How can a club increase member interaction and fellowship?

How do you inform the general public and non-member students about Interact and its activities?

How do you encourage members to assume new leadership responsibilities?

How can the committee identify the career interests of its members?

How can the committee identify Rotarian expertise for use in career identification activities?

What career identification activities have been of interest to the majority of the members? How do you know?

How many clubs find it difficult to carry out their obligations in career identification? What problems are encountered and how can they be overcome? 

GROUP IV - Finance & Fund Raising

Review the responsibilities and terms of reference of the finance committee as found in Article VII, Article VIII and Article IX of the "Standard Interact Club Constitution", Article V of the "Standard Interact Club By- laws" and page 16 of the Interact Handbook. Under the constitution, the finance committee of a Interact club functions as both an activities committee and a funding body. In addition to developing its own projects, the finance committee must work in close cooperation with the service committees. Discuss the procedures for managing financial responsibilities and describe successful fund raising activities.

Questions:
Which of your club's fund raising projects have been successful? What factors contributed to their success?

What problems had to be overcome?

How can you involve all or most of the club membership in fund raising projects?

Should the finance committee raise funds before a specific need has been established? Why or why not?

Where can you obtain ideas for fund raising projects?

What special obligations does Section 4 of Article VII of the “Standard Interact Club Constitution" assign to the finance committee?

How do clubs handle dues collection? What expenditures are typically covered by member dues?

Closing Session

The 30-minute closing session of the training meeting should focus on evaluation and closing remarks. Distribute evaluation sheets as participants enter the room and collect them as they leave. (A sample meeting evaluation form is provided on page 37.) Closing remarks should be made by the incumbent DIR.

Closing Remarks

In the closing session, the DIR should thank all the trainers and meeting planners and recommend that club officers meet the following week to discuss ideas from the meeting and begin to outline necessary changes. Finally, the DIR should remind all participants that their sponsor club, the district Interact committees, the district Interact chairman and representative, and the R.I. Secretariat welcome any questions and are always willing to offer assistance.

Evaluation

Following the meeting, the incumbent and incoming DIRs should review the training meeting evaluation forms with the district Interact chairman and committee members. After the strengths and weaknesses of the meeting have been determined, the incoming DIR should compile suggestions for changes in future meetings.
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