Divisional Club Officer Training Guidelines
Mike Raffety, DTM, Candidate for Second Vice President
The training must be authorized by the district leadership.  During each three-month training period, each division generally has one standard training opportunity, plus optionally one make-up.  There should be no training of individual clubs or individual officers.  Much of the value is in the discussion and networking with other club officers.
The location ideally does not have special security requirements (no pre-registration).  Location cost should be free, though the district may be able to provide some support if there are no other options (like $100-200).  At this time, the district will not charge participants.
Notify the LGET and district webmaster as soon as the date, time and location are settled, and publicize this within the home division (e.g., district Yahoo group, e-mail and phone calls from AGs, direct e-mail to club officers, etc.).
One large room is needed for an opening general session, capable of holding 60-100 people.  Allow time for district leadership to make short presentations of broad interest, like DCP, membership, and changes in the Toastmasters program.  At least three additional rooms are needed for breakout sessions, and as many as six additional.  They should be capable of holding 10-20 people each.
Provide participants with a program showing the overall schedule, room numbers, and trainer names.  Attach to it any other general handouts (like conference information, contests, new club opportunities, district leadership opportunities, etc.).
Refreshments are a good idea, depending on the time of day, but the district cannot cover those costs (local clubs or host locations may be able to do so).

Each office gets separate training for a minimum of 50 minutes (president and VPE for 100 minutes, plus a break in the middle).  Allow for 5 or 10 minutes between sessions for people to move.
If some officer training sessions will start later (i.e., there’s a total of less than seven rooms), then you must have an extra non-officer training session to keep those people busy during the first part.  Ideas are to do Success/Communications or Success/Leadership modules.  Use the Toastmasters program materials.
Training must be based on the TI-provided presentations; mid-year advanced officer training can use that as an outline for a more in-depth discussion of actual club challenges.  Trainers are encouraged to supplement that with their own experiences.  Here’s the link:  http://www.toastmasters.org/artisan/member.asp?CategoryID=1&SubCategoryID=52
(scroll down to the bottom half for club officer materials)

Handouts should be provided using the TI PowerPoint slides, printed in black and white in the “notes” format (color is too expensive and adds no value), three slides to a page, with room for notes along the right side.  Preferably, get this printing donated, but the district can cover reasonable printing costs.
The top three officers (president, VPE, and VPM) will be trained by the top three district officers (DG, LGET, and LGM) if they are available (ask them).  Otherwise, trainers should have served a full term in the office they are teaching, and should be selected for their presentation quality.
Please use the official sign-in sheets provided by the district, as they provide space for the necessary information with plenty of room to write legibly.  Preferably, print them on green paper so they don’t get lost.  Turn the sign-in sheets over to the LGET or highest-ranking district officer present.
Individual training sessions (not the general sessions) should be evaluated by participants using the official session evaluation sheets provided by the district, as they guide the participant towards focusing on how they’ll use the information presented, as well as providing constructive feedback to the trainer.  Preferably, print them on yellow paper.  Turn the session evaluations over to the speaker.
