Taking Care of Brand New Bluejacket Club Members

[ the responsible club officer or member is given in brackets after each item ]
   
1. Paying the new member’s dues online  [Treasurer and/or VP Membership]

2. Giving a CC and CL manual to the new member and tell them to return the ones they receive in the mail from International  [VP Membership]

3. Schedule new member Ice Breaker speech ASAP    [VP Education]

4. Assign them a mentor and give the mentor and mentee the checklist of expectations for the CL and ACG credit  [VP Education]

5. Add new member to the club email distribution list (GoDaddy.com) and explain how it works to the new member  [Larry W]

6. Assure new member has access to update their biography on the website at bluejackettm.org   [Linda W]

7. Assure new member can access the Google Drive to make schedule updates etc.   [Rajeev V]

8. Order new member a name badge (after their Ice Breaker is given)  [Treasurer]

9. Ask the new member to joins the club’s for Facebook and Meetup    [Treasurer]
     
Checklist for New Member
   
___________________________
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	Date Done
	Who Did It?
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[bookmark: _GoBack]NEW MEMBER MENTORING
A Checklist for the Mentor to Help the Mentee


	#
	Task to be Done by Mentor and Mentee
	Date(s) Completed

	1. 
	The mentor should use CL project #9 for Mentoring a New Member. When this checklist is completed, the mentee can respond to CC #9.
	


	2. 
	Assure that the new member gets the manuals for CC and CL (extras are in the club storage). Review their content and purpose. Assure that the new member gets scheduled for the Ice Breaker.
	

	3. 
	Explain how the meeting roles are to be performed, during the meeting sit next to the mentee to advise.
	

	4. 
	Discuss and advise the CC project #1 speech (Ice Breaker), let the new member lead the discussion using his/her goals and needs.
	

	5. 
	Using feedback and lessons learned from CC #1, discuss CC #2. The new member should use CL project #4 for the Speaker role to get extra feedback.
	


	6. 
	Using feedback and lessons learned from CC #2, discuss CC #3. The new member should use CL project #5 for the Speaker role to get extra feedback.
	


	7. 
	When the new member is performing the Evaluator role for the first time, discuss it before and after the meeting. The new member should use any of CL projects #2, #2, #3, #8 for the Evaluator role.
	

	8. 
	When the new member gives the second evaluation, discuss lessons learned from the prior evaluations. The new member should use any of CL projects #2, #2, #3, #8 for the Evaluator role.
	

	9. 
	When the new member is General Evaluator for the first time, discuss the role before and after the meeting. The new member should use any of CL projects #2, #3, #5, #7, #8, #10 for the General Evaluator role.
	

	10.
	When the new member is the Toastmaster for the first time, discuss the role before and after the meeting. The new member should use any of CL projects #4, #5, #7, #8, #10 for the Toastmaster role.
	



Note to the Mentor:  Save the record of CL project #9 for mentoring a new member because it also is credit for the Advanced Communicator Gold (ACG) award.



EXISTING MEMBER MENTORING
A Checklist for the Mentor to Help the Mentee


	#
	Task to be Done by Mentor and Mentee
	Date(s) Completed

	1. 
	The mentor should use CL project #9 for Mentoring an Existing Member. When this checklist is completed, the mentee can respond to CC #9.
	


	2. 
	The mentor must find out from the mentee what goals s/he wants to learn or improve at doing
	

	3. 
	Work out a calendar/schedule of steps to accomplish the goal(s)
	

	4. 
	Determine how the mentor can assist the mentee and when it occurs
	

	5. 
	Set up a regular schedule of when the mentor should check in with the mentee to see that s/he is making progress or needs assistance – this is the Accountability Buddy part 
	






An Agreement Template between Mentee and Mentor

I, ______________________________, the mentee,
 want to learn or improve these Toastmasters knowledge/skills:
 
 The mentor will be:
 Specifics to be provided by the mentor are:
1.
2.
3.
 Schedule to assess growth and improvement:
 
  
Mentoring is completed when:

