PRESIDENTS-ELECT TRAINING SEMINAR LEADER’S GUIDE

Breakout sessions
Session 1:	Planning the Year Ahead
Session 2:	Conducting Meetings
Session 3:	Preparing to Lead
Session 4:	Engaging Club Members
Session 5:	Attracting New Members
Session 6: 	Managing Your Club
Additional training topics
Fundraising for The Rotary Foundation
Rotary Programs for Young Leaders
Service and Your Community
Telling Your Rotary or Rotaract Story
Using Social Media
Your Public Image Campaign
General sessions
Opening Session
District Business
Closing Session
PETS PowerPoint template
Evaluation form 
Planning hybrid learning events
The presidents-elect training seminar (PETS) is a chance to inspire and prepare incoming club presidents. The session guides are written for you — the organizers and trainers — and can be tailored to the needs of your participants.
Purpose
The purpose of this seminar is to:
· Prepare incoming club presidents for their role
· Give district governors-elect and incoming assistant governors the opportunity to motivate incoming presidents and build relationships with them
All presidents-elect are required to attend PETS unless their governor-elect excuses them. Presidents-elect who are excused need to send a club representative in their place. 
Timing
Your PETS should be held in February or March, after the International Assembly and the district team training seminar, and should preferably run for a day and a half. This allows the governor-elect to introduce district initiatives and goals discussed at the International Assembly and the district team training seminar. 
This PETS curriculum assumes that presidents-elect have access to role-specific information on My Rotary before and during the training. To ensure that they do, remind current officers to use My Rotary to report their clubs’ incoming officers by 1 February. Incoming officers will then be able to see role-specific information when they sign in to My Rotary.
Multidistrict PETS
Some districts have found that working together results in a more effective PETS. A multidistrict PETS allows presidents-elect to interact with members from outside their district and to discuss club matters with presidents-elect from clubs of similar size.
A multidistrict PETS should allot time for district business, including explaining district-specific requirements for Rotary Foundation district grants. 
Format
As you begin planning, consider whether this training event should be in person, virtual, hybrid, or blended. Before you choose a format, we’ll review some definitions: 
Synchronous means that everyone participates at the same time.
Asynchronous means that participants may learn at various times.
In-person training takes place with all participants in a single location, learning synchronously. 
Virtual training is held online, using meeting software or an online event platform, with participants in various locations learning synchronously. 
Hybrid training allows some participants to attend in person and others to learn virtually. It can be synchronous, with in-person and virtual participants all taking part at the same time, or asynchronous, with those who attend virtually doing so at different times.
Blended training combines online and in-person learning for all participants. It might include Learning Center courses, in-person events, and virtual meetings.
Participants
All presidents-elect are required to attend PETS. Other participants include:
· The district governor-elect, who has overall responsibility for the seminar
· The district governor, who assists the governor-elect with the seminar
· District training committee members, who plan and conduct the seminar under the supervision of the governor-elect
· Assistant governors, who help the governor-elect with team building and goal setting 
Participant materials
All members can take the online courses in the Learning Center on My Rotary. These courses are designed for self-paced, interactive learning. District leaders can get Learning Center reports to see which courses participants have completed. You should assign any courses early enough to allow participants to complete them before your in-person or virtual meetings. This will ensure that all participants arrive with a similar knowledge base. 
For PETS, we recommend these learning plans:
· Club President Basics
· Club President Intermediate
Sessions
Most learning events have general sessions for all participants and breakout sessions on specific topics Consider selecting speakers and topics for general sessions that relate to the breakout sessions that follow. 
· General sessions can be used to motivate and inspire participants. They typically include:
· An overview of the event and its schedule
· New information or updates on topics that are relevant to the entire audience
· District business matters
· Rotary theme for the year ahead
· Motivational stories 


· Breakout sessions allow participants to: 
· Learn specific information in an interactive environment where they can ask questions
· Engage in discussion
· Share ideas or tips
The breakout sessions in this leader’s guide cover skills and responsibilities specific to the role of club president. The breakout sessions have been written to accommodate an in-person, virtual, or hybrid event. 
Tips for using the leader’s guide
You should review the sessions in advance to allow time to plan and rehearse. They’re written to allow you to adjust them to your participants’ needs. The breakout sessions include these sections:
· Relevance statement. This clarifies why the session is important for your audience and how it connects to Rotary’s Action Plan.
· Learning objectives. These are the intended outcomes of the session. 
· Before the session. This section offers suggestions on preparation for the session. You should review all content and make a plan for the speaking points, discussion questions, and activities that you find relevant for your audience.
· Resources. These will help you prepare for the session.
· During the session. This section describes recommended information to include. The facilitator will determine the flow of the session.
· Activities. These can be done separately or integrated into the discussion. You can adjust them based on participants’ needs and the format of your event.
Additional training topics 
In addition to the role-based sessions, you’ll find the following session guides available for PETS training. You can use them to explore topics in depth, based on your participants’ needs and interests. If you have time in your schedule, you can build them into your learning event, or you can suggest that club trainers offer them as continuing education courses:
· Fundraising for The Rotary Foundation
· Rotary Programs for Young Leaders 
· Service and Your Community 
· Telling Your Rotary or Rotaract Story 
· Using Social Media 
· Your Public Image Campaign 

Your agenda
Build your agenda using the sessions listed below. Depending on space and the number of trainers available, you can hold sessions at the same time and repeat certain sessions to maximize attendance. If your time is limited, choose the sessions that are most useful to your participants.
Though many sessions are designed to last 45-60 minutes, you can adjust their duration. Allot enough time to complete each part, and include breaks so participants can network after sessions.
Adapt the program to suit the needs of your participants. Think about these tips when creating your program: 
· Survey your participants to gauge their knowledge about the training topics and what they hope to learn.
· Give participants any written materials in advance. Use regional examples to illustrate points.
· Apply culturally appropriate training techniques.
· Vary the format of the sessions to take the most effective approach to training and to maintain participants’ interest.
· Change breakout rooms to encourage opportunities for diverse conversations.
· Leave time at the end of sessions to address questions or discuss additional topics. For virtual seminars, encourage participants to post their questions in the chat box, and set a time to address these questions.
Sample in-person agenda
Here’s an example of an agenda for a one-and-a-half-day training seminar.
	Day 1 START
	FINISH
	DURATION
	SESSION AND FORMAT

	
	
	30 minutes
	Opening General Session 

	
	
	60 minutes
	Planning the Year Ahead

	
	
	15 minutes
	Break

	
	
	45 minutes
	Conducting Meetings 

	
	
	45 minutes
	Preparing to Lead 

	
	
	60 minutes
	Lunch

	
	
	60 minutes
	Managing Your Club

	
	
	15 minutes
	Break

	
	
	45 minutes
	Concurrent sessions:
· Additional training topic
· Attracting New Members

	
	
	30 minutes
	General Session: District Business



	Day 2 START
	FINISH
	DURATION
	SESSION AND FORMAT

	
	
	45 minutes
	Engaging Club Members

	
	
	15 minutes
	Break

	
	
	45 minutes
	Concurrent sessions:
· Attracting New Members
· Additional training topic

	
	
	30 minutes
	Closing General Session


Sample virtual agenda
Here is an example of an agenda for a one-and-a-half-day training seminar that has been moved to a virtual format. Virtual events can be spread over several days and should not exceed two hours per session.
	Day 1
	30 min.
	Opening General Session

	Day 1
	60 min.
	Breakout Session 1: Planning the Year Ahead

	Day 2
	45 min.
	Breakout Session 2: Conducting Meetings

	Day 3
	45 min.
	Breakout Session 3: Preparing to Lead

	Day 4
	45 min.
	Breakout Session 4: Engaging Club Members

	Day 5
	30 min.
	General Session: District Business

	Day 6
	45 min.
	Breakout Session 5: Attracting New Members

	Day 7
	60 min.
	Breakout Session 6: Managing Your Club

	Day 7
	30 min.
	Closing General Session



Refer to the Hybrid Meetings course to determine if a hybrid event is right for your meeting.
Slides
If you plan to use PowerPoint slides, use the template in this guide and work with your trainers to build the content. Keep the text brief, with no more than seven lines on a slide. Use district photos or other visual elements to help participants connect with the content. 


Preparing facilitators
After reviewing this guide, decide who your breakout facilitators will be. Schedule time with them in advance to review the logistics of the event. Ask them to practice together and give each other feedback. Here are some resources facilitators can use to prepare:
· Learning Center plans and courses:
· Club President Basics 
· Club President Intermediate 
· Facilitator Basics
· Trainers page on My Rotary
Find experts to lead your panels or technical sessions and give them the session guides and slides in advance to allow sufficient time for planning. Encourage participants to evaluate the sessions they attend. (See the sample evaluation form.)
Questions?
If you have questions or comments about this guide, contact Rotary’s Learning and Development staff at learn@rotary.org or +1-847-866-3000.
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