
UNIVERSITY

DISTRICT LEADERSHIP EDUCATION

Lieutenant governor

A workbook for Kiwanis  
lieutenant governors



WWW.KIWANISONE.ORG LIEUTENANT GOVERNOR WORKBOOK    2

TABLE OF CONTENTS
Getting started .............................................................4

Your job description ....................................................5
Your task list ..................................................................... 5
The four roles of the district ....................................... 6
The Formula ..................................................................... 7
Your division team ......................................................... 8

Role 1: Support and strengthen existing clubs .....9
Visiting clubs .................................................................10
Providing support ........................................................11
Strengthening membership ....................................16
Facilitating division council meetings ..................24
Hosting the governor’s official visit .......................25

Role 2: Open new clubs ............................................26
Leading the new-club-opening team ..................26
Identifying potential new-club communities....27

Role 4: Deliver programming  .................................29
Service Leadership Programs ..................................29
Global Campaign for Children ................................30

Goals, metrics and accountability ..........................31

Planning and measuring success ...........................31
Setting goals for growth ...........................................33
Division action plan ....................................................35
Division growth plan ..................................................37

Other aspects of division leadership .....................39
Evaluating each club ..................................................39
Recruiting your successor .........................................40
District boards ...............................................................41

Making a difference ..................................................42

Taking the next steps ................................................43

Wrapping it up ...........................................................45
Finding more help .......................................................45
Events to remember ...................................................46



WWW.KIWANISONE.ORG LIEUTENANT GOVERNOR WORKBOOK    3

Thank you for being a leader in your district—and for participating in 
lieutenant governor education. 

The information you receive during this session will help ensure your success 
as you begin your new role. This workbook will be a crucial companion 
throughout the course. It’s your guide to information and inspiration—from 
the exercises you’ll complete to the forms and other information you’ll 
encounter.

Take a little time to become familiar with this workbook. After all, a successful 
experience with District Leadership Education is an important first step 
toward a successful experience as a Kiwanis district leader. Along with the 
Leadership Guide, you’ll want to refer to this workbook throughout your 
year of service.

Dear participant:



Getting started

As a leader in your division, you’re actively contributing to your district’s 
success. Your district needs you—just as Kiwanis International needs 
you—and more importantly, the clubs in your division need you.

During this education session, we’ll help answer questions, define your job 
description and show you why your position is such an important part of the 
leadership structure. We’ll also introduce resources to support you through your 
year of service.

In this session, we’ll cover these topics:

 • Job description specifics

 • The four roles of the district

 • Goals, metrics and accountability

 • Other aspects of division leadership
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Your job description

Your task list

As lieutenant governor, you’ll invest balanced efforts in working with existing 
clubs and opening new clubs to strengthen Kiwanis within the communities in 
your division. You’ll serve as the connection between the clubs and the global 
Kiwanis organization when it comes to communication, resources, educational 
opportunities and information. You’ll work closely with club leadership, specifically 
club presidents, to ensure they feel supported and have access to information that 
will continuously enhance their members’ experience.

In your position, you’ll be asked to accomplish these specific tasks:

 • Develop a division action plan, which includes a division growth plan

 • Serve as leader for the division growth team

 • Be accountable for meeting the membership growth goals for your division

 • Ensure a seamless transition among preceding, current and succeeding 
lieutenant governors

 • Help recruit your successor

 • Serve on the district board of trustees

 • Directly support the four roles of the district

At the 2012 Kiwanis International convention, the House of Delegates approved 
four roles for every Kiwanis International district. You’ll use these as guideposts 
during your year of service.
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The four roles of the district

As a lieutenant governor, your primary focus will be on the first two of these roles.

ROLE 1: Support and strengthen existing clubs

Role 1 is also priority No. 1. You’ll serve as the direct connection between a club 
and all things Kiwanis. Now more than ever, clubs need support and resources to 
continue to improve their connections with their members and their communities.

ROLE 2: Open new clubs

Within your district, there’s a team of people focused on opening new clubs. And 
you’re a member of this team. You’ll be a great resource because you’re familiar with 
your division. You may not necessarily know everything about each club and its 
activities—that will come over time. But it’s likely you do know about the cities and 
towns within your division that may or may not have a Kiwanis club. This insight will 
help the team identify potential new club locations. As a leader within the division, 
you’ll be an important part of the new-club-opening process.

ROLE 3: Deliver Kiwanis education to all clubs, in conjunction 
with Kiwanis International

Kiwanis certified instructors will facilitate leadership education sessions in the 
district, but you’ll be asked to support these efforts by promoting and sharing 
information about scheduled sessions with leaders in your division. You may even 
attend a few of these sessions yourself.

ROLE 4: Deliver Service Leadership Programs and Global 
Campaign for Children programming to and through clubs

Your district has leaders who are directly responsible for the different Service 
Leadership Programs and the Global Campaign for Children. You’ll hear them 
commonly referred to as administrators (SLP) and district coordinators (Global 
Campaign for Children). They each have their own network for sharing information 
with clubs about their particular programs. At times, you may be asked to help with 
a communication or to promote an upcoming event. But you, as the lieutenant 
governor, aren’t personally responsible for the day-to-day activities related to 
this role.

Your job description
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The Formula

There are math formulas that solve complex problems. There are science formulas 
that cure disease. There are formulas that fuel cars and feed people. And there’s a 
formula that makes life better. It’s a formula for Kiwanis.

The Formula is a multi-year initiative that focuses on Kiwanis members, investing 
in their Kiwanis experience and ultimately strengthening membership. It’s an 
opportunity for Kiwanians to shape the future of their clubs and the service that 
impacts their communities.

The Formula is based on the simple premise that when people love something—
when they have an exceptional experience—they want to share it with others and 
make it a bigger part of their life. The Formula: Love it. Share it. Live it.

Keep the The Formula top of mind as you work to strengthen membership and 
open new clubs. You’ll find that when you love Kiwanis, share it with others and live 
it through service, other Kiwanians will do the same.

GOALS

How does The Formula apply to you? As a lieutenant governor, you’ll tap into new 
inspiration, tools and resources. The Formula aims to achieve three specific goals 
that relate to your job as in regards to role one and two of the district:

1. Develop a leadership structure with _______ additional leaders

2. Expand Kiwanis’ impact to ______ new communities 

3. Inspire and equip clubs to be stronger by an average of ___ members 

To empower you in your role, Kiwanis is building a team of leaders who will focus 
on supporting, strengthening and opening clubs. Meet your division team.

Your job description
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Your division team

Before we go into more detail about the four roles of the district, especially 
supporting and strengthening existing clubs and building new clubs, role 1 and 2, 
let’s take a look at the team of division leaders designed to support you.

The first team member is the certified club counselor, who works with you and the 
new-club builder to provide mentoring and membership strength guidance. His or 
her primary responsibility is to ensure new clubs become independent and strong. 
The club counselor also mentors the leaders of at-risk clubs that have requested 
assistance through you. Your division should have two certified club counselors. If 
your division doesn’t have a certified club counselor, contact your district office and 
offer to help appoint someone to this important position.

The second division team member is the new-club builder who is accountable for 
opening clubs in the division. This person leads the process of opening a Kiwanis 
club and works in collaboration with you and the certified club counselor. Your 
division should have one new-club builder. If your division doesn’t have a new-
club builder, contact your district office and offer to help appoint someone to this 
important position.

Your job description



Role 1: Support and strengthen 
existing clubs

Helping club leaders feel connected to relevant resources, information, and to 
the global Kiwanis organization requires a personal relationship that only you can 
develop within your division. And if everything is appropriately balanced, that’s 
what will likely take most of your time and energy.

Your duties related to this role

 • Visiting clubs in the division

 • Evaluating, coaching, supporting and providing positive reinforcement to 
Kiwanis clubs in the division

 • Coordinating assistance to clubs by communicating with the certified 
club counselors in the division, the district growth team members and 
Kiwanis International

 • Providing tools and resources to address areas of opportunity

 • Driving membership growth in the division by assisting current clubs in 
recruitment and retention efforts

 • Facilitating the division council meetings

 • Hosting the governor’s visit
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Visiting clubs

One of the simplest and most effective ways to connect to club leaders and 
members in your division is to be visible at club activities. You could visit a club’s 
meeting, but participating in a service project or social outing is another good 
opportunity to create these relationships.

As lieutenant governor, one of your first tasks will be to visit all the clubs in your 
division. During your visit, you’ll observe if the club is functioning properly, 
following foundational Kiwanis principles.

Foundational Kiwanis principles include:

 • Complying with the Kiwanis Objects, club bylaws and policies and procedures 
of Kiwanis International

 • Providing important information about club activities through monthly reports

 • Ensuring the club is in good standing with its financial accounts both locally 
and with Kiwanis International

 • Participating in programs that support club goals, especially programs offered 
by Kiwanis International

Club meetings will vary, but it’s usually helpful to refer to a sample club meeting 
agenda and a sample club meeting evaluation form.

Your job description
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Role 1: Support and strengthen existing clubs

Providing support

Here’s how to identify which clubs may need support.

 • Consult with the current lieutenant governor. He or she may have noticed 
things that will help you get involved more quickly and may have insight to 
how sensitive the club is to discussing the topic.

 • Look at the membership trends for your division. While the number of 
members is not the sole indication of club strength or impact, taking a look at 
recent division data can reveal good news or concerns.

 • Ask the club president. He or she probably has a good sense of what’s going 
on in the club. If you develop a good relationship with the club president, the 
more likely he or she will be to accept your help.

As lieutenant governor, you’re exactly the person club leaders will feel comfortable 
talking to when looking for guidance. Once a club has indicated that it’s open to 
support either in general or in a specific area, the next step is to connect its leaders 
with resources. Resources may include:

 • Online resources. Most resources are available on the Kiwanis member website, 
www.KiwanisOne.org. If you know where a resource is, email the link to the club 
you’re helping.

 • Kiwanis International staff. If you don’t know where to start, contact the staff at 
Kiwanis International for suggestions.

 • Certified club counselor. The club counselors in your division are there to 
provide direct support to clubs who request assistance or you recommend  
for help.
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Role 1: Support and strengthen existing clubs

SAMPLE CLUB AGENDA
 PERSON  START END
 RESPONSIBLE  TIME  TIME

Opening activity _________________________  _________  _________
(This may include a patriotic song or pledge, an inspirational thought, an invocation or a simple welcome.) 

Introductions _________________________  _________  _________
(Visiting district and division officers, new members, inter-clubs, other guests) 

Communications received  _________________________  _________  _________

Announcements

• Board actions  _________________________  _________  _________

• Projects  _________________________  _________  _________

• Meetings  _________________________  _________  _________

Committee chairmen reports  _________________________  _________  _________

Recognition of members 

• Induction ceremony  _________________________  _________  _________

• Awards received  _________________________  _________  _________

• Newspaper publicity  _________________________  _________  _________

• Birthdays  _________________________  _________  _________

• Anniversaries  _________________________  _________  _________

• Club achievements  _________________________  _________  _________

• Extend greetings and thanks    ________________________  _________  _________  
to visitors for attending

Presentations 

• Certificates and other awards  _________________________  _________  _________

One-minute education spot   _________________________  _________  _________

Program

• Introduction  _________________________  _________  _________

• Program  _________________________  _________  _________

• Thanks _________________________  _________  _________

• Extend appreciation to visitors  _________________________  _________   _________  
for attending

Adjournment  _________________________  _________  _________
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Role 1: Support and strengthen existing clubs

SAMPLE CLUB MEETING EVALUATION 

CLUB MEETING DATE: ___________________________/_________/____________

Excellent Good Fair Poor Ideas for improvement

Opening ceremonies

Recognition of guests

Committee action
Reports (Make them 
concise, indicate progress.)

Service to community

Program

Advance arrangements

Introduction

Speaker

Thank-you

Membership

Involvement

Fellowship

Growth

Retention

Service Leadership 
Programs 

Inter-clubbing

Budget

Publicity

Promotion of Kiwanis 
Objects

Participation in division, 
district and Kiwanis 
International activities

SAMPLE CLUB AGENDA
 PERSON  START END
 RESPONSIBLE  TIME  TIME

Opening activity _________________________  _________  _________
(This may include a patriotic song or pledge, an inspirational thought, an invocation or a simple welcome.) 

Introductions _________________________  _________  _________
(Visiting district and division officers, new members, inter-clubs, other guests) 

Communications received  _________________________  _________  _________

Announcements

• Board actions  _________________________  _________  _________

• Projects  _________________________  _________  _________

• Meetings  _________________________  _________  _________

Committee chairmen reports  _________________________  _________  _________

Recognition of members 

• Induction ceremony  _________________________  _________  _________

• Awards received  _________________________  _________  _________

• Newspaper publicity  _________________________  _________  _________

• Birthdays  _________________________  _________  _________

• Anniversaries  _________________________  _________  _________

• Club achievements  _________________________  _________  _________

• Extend greetings and thanks    ________________________  _________  _________  
to visitors for attending

Presentations 

• Certificates and other awards  _________________________  _________  _________

One-minute education spot   _________________________  _________  _________

Program

• Introduction  _________________________  _________  _________

• Program  _________________________  _________  _________

• Thanks _________________________  _________  _________

• Extend appreciation to visitors  _________________________  _________   _________  
for attending

Adjournment  _________________________  _________  _________
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WORKING WITH A CERTIFIED CLUB COUNSELOR

First a certified club counselor will gain an understanding of the club’s situation. 
Share the information you have about the club with the certified club counselor 
and invite him or her to meet with the club. There are several scenarios that he or 
she may find, and the response to each of them may involve working with you and 
other leaders in the division.

Possible scenario Recommended action

Club members seem to 
recognize the need for 
change but are resistant 
or hesitant to make it.

or

Another Kiwanis leader 
alerts you to the need 
for change but the 
club seems resistant 
or hesitant.

Consult with a club counselor or others familiar 
with club to assess its situation. Based on that 
assessment, you might decide your next steps 
might be to have another conversation with the 
club leaders… or to walk away. A club counselor’s 
time might be better used with a club that is open 
to help.

Club members seem 
open to change but only 
if someone else puts 
forth the effort.

or

Club members don’t 
seem willing to 
do anything.

Approach the club, along with the club counselor, 
and thank the members for their time, offer your 
support and availability if they decide to make some 
changes, and hope to hear from them.

Collaborate with the certified new-club builder and 
the certified club counselor to assess opportunities 
for opening a new club in that community. 

The club is determined 
to close.

Walk the club through these steps:
 • Turn in the club charter.
 • Collaborate with the club counselor to 

determine if some members want to stay 
involved in Kiwanis and provide options:
 • Join surrounding clubs
 • Form a satellite of other clubs
 • Seek interim membership status* until they 

find another Kiwanis club
Work with certified new-club builder and certified 
club counselor to assess opportunities for opening a 
new vibrant club in the community. 
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Interim membership status

(taken from the Kiwanis International Bylaws, Article VIII, Section 5)

a.     Interim status may be granted to members in transition who have left 
membership in one (1) club without any outstanding obligations and anticipate 
joining a new club.  (6/2000)

b.     Any member in good standing who resigns from a club may apply to Kiwanis 
International for interim status, for a period not to exceed one (1) year.  (6/2012)

c.     The fee for interim status shall be the amount of annual International dues (and 
fees, if applicable), payable upon application. (6/2000)

d.     During interim status, the individual shall not have the privilege of representing 
a club at any club, district, or International functions.  (6/2000)

e.     At the time such individual joins another club or if such individual does not join 
a club within the one-year period, interim status shall be terminated.  (6/2000)

*For details on interim membership status, see the next page.
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Strengthening membership

Kiwanians love their clubs. Ultimately, that’s what inspires the service and 
fellowship that makes the experience special. In fact, that love is the driving force 
behind The Formula—the five-year initiative to strengthen existing Kiwanis clubs 
and bring new clubs to new communities.

MEMBERSHIP COMMITTEE CHAIRMEN

Connect with the membership committee chairmen in your division, talk about 
goals and membership strengthening initiatives and stay informed of each 
club’s progress.

Make sure each chairman is set up in the online reporting system. That way they’ll get 
routine communications, new information and resources to support their efforts.

Kiwanis’ resources can help you find solutions when membership chairmen bring 
you their concerns. Get familiar with all the resources available to you and to 
them. Take part in the club membership committee online education session at 
www.KiwanisOne.org/cle, and encourage all the club membership chairmen in your 
division to complete this course.

MEMBERSHIP DRIVES

Membership drives are a great way to start a club’s organized growth efforts. Here 
are 10 steps for getting a club membership drive started.

Step 1:  Order the materials. You’ll need “Join the Club” brochures, which include 
a member application. Call the member services team at the Kiwanis International 
Office or order from the Kiwanis Family Store.

Step 2:  Set up your team. Look for members with positive attitudes. Get the 
board’s approval on your team’s plans to ensure the club decision-makers are 
supportive. And there may be costs that could impact the club budget.

Step 3:  Plan your guest event. Six weeks before the event, pick a date and time.

Step 4:  Develop a prospect list. Plan to have at least 50 names of potential 
members with email addresses, addresses and phone numbers.

Step 5:  Mail out information. Two weeks before the event, mail an invitation to 
each of the prospects.

Role 1: Support and strengthen existing clubs
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Step 6:  Invite prospects personally. One week before the event, appoint teams of 
people to contact the prospects in person if possible. One to two days before the 
event, make phone calls to remind the prospective members of the meeting.

Step 7:  Hold your meeting. Focus on hospitality and save the business for another 
day. You’ll find a suggested agenda and tips for how to show extra hospitality on 
the website.

Step 8:  Follow up. Within one week after the event, contact each prospective 
member by phone, email or mail.

Step 9:  Welcome new members. Plan an orientation to build pride in membership 
and encourage retention.

Step 10: Plan your next event.

FLEXIBLE MEMBERSHIPS

In addition to membership drives, Kiwanis’ flexible memberships can help clubs 
connect with potential members in the community.

Corporate membership is an opportunity for a company to hold a spot on your 
club’s roster. If the company’s employee or representative is transferred to a 
different location, the “spot” is held for someone else in the company.

A club satellite is made up of a small group of people who become members of an 
established Kiwanis club. The club satellite holds its meetings and service activities 
at a different location than the host club’s meeting site.

RETENTION

Keeping a new member takes special care and attention. Encourage each club in 
your division to follow these best practices to welcome a group of new members.

Step 1: Orientation. New-member orientation helps new members understand 
what a great organization and club they’re committing to. Clubs can download the 
one-hour program from KiwanisOne.org’s membership drive tools and personalize 
it to reflect their activities.

Role 1: Support and strengthen existing clubs
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Step 2: Mentoring. Encourage clubs to assign mentors to new inductees. Have the 
membership committee find a member—maybe it’s the sponsoring member—who 
will take a special interest in helping the new member stay connected, especially in 
the first few months.

Step 3: Induction ceremony. Clubs can make induction into membership a special 
event. It’s a once-in-a-lifetime experience—why not treat it that way. Suggest the 
club let the new members share their reasons for joining the club and to invite the 
new members’ family and friends. And recognize the sponsoring members.

Step 4: Involvement. Getting new members involved in an area that’s meaningful 
for each of them helps them forge an emotional connection to a club and the work 
it does for the community. Encourage clubs to help new members find the right 
committee, discover each member’s talents and figure out where the club can use 
those talents.

WORKING WITH A SMALL CLUB

A club in good standing has enough members to be considered at charter 
strength—which is defined in Kiwanis bylaws as a minimum of 15 members. When 
a club has dropped below this level, work with its leaders to see what you can do 
to support the club. Would it be a good candidate for a certified club counselor’s 
assistance? Talk about why membership has decreased and work together on a plan 
of action to strengthen the membership roster.
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COACHING CLUBS TO SUCCESS

When supporting clubs, try thinking of yourself as a coach. Successful coaches 
unlock others’ potential to maximize their own performance, to bring out the best 
in themselves and those around them.

These four techniques will help you earn trust, discover information and stimulate 
self-awareness and personal responsibility in the leaders and members of a club 
you are helping to mentor.

1. Active listening

 • Let the other people do 80 percent of the talking.

 • Repeat what you heard them say in their own words.

 • Restate those statements in your own words.

 • Resist interrupting while people are thinking.

2. Clarifying questions

 • Clarifiers don’t have to be questions. “Tell me more about that” will 
often suffice.

 • Avoid using “or.” “Or” restricts the reply to one of the possibilities 
you mention.

3. Open-ended questions

4. Possibility positioning

 A few examples of questions you can use to explore options are:

 • What else could you do?

 • What if that constraint were removed? How would that change things?

 • What are the advantages and disadvantages of each option?

 • What factors or considerations will you use to weigh the options?

 • What do you need to stop doing in order to achieve this goal?

 • What obstacles stand in your way?

 LIEUTENANT GOVERNOR WORKBOOK    19

Role 1: Support and strengthen existing clubs



COACHING CONVERSATIONS: SCENARIO 1

 • What differences do you see in the lieutenant governor’s language between the 
two conversations?
 ________________________________________________________________________

 ________________________________________________________________________

 • What differences do you see in the lieutenant governor’s intentions between 
the two conversations?
 ________________________________________________________________________

 ________________________________________________________________________

 • What are some examples of clarifying questions? In what sort of situations are 
these helpful?
 ________________________________________________________________________

 ________________________________________________________________________

 • What sorts of situations make restating the other person’s sentences useful?
 ________________________________________________________________________

 ________________________________________________________________________

 • What are some examples of open-ended questions? What are the advantages 
and/or disadvantages to open-ended questions?
 ________________________________________________________________________

 ________________________________________________________________________

 • What are some examples of close-ended questions? What are the advantages 
and/or disadvantages to close-ended questions?
 ________________________________________________________________________

 ________________________________________________________________________

 • What are some examples of challenges to Beth’s thoughts?
 ________________________________________________________________________

 ________________________________________________________________________

 • What sort of data is brought into play in each conversation?
 ________________________________________________________________________

 ________________________________________________________________________
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COACHING CONVERSATIONS: SCENARIO 2

 • What differences do you see in the lieutenant governor’s language between the 
two conversations?
 ________________________________________________________________________

 ________________________________________________________________________

 • What differences do you see in the lieutenant governor’s intentions between 
the two conversations?
 ________________________________________________________________________

 ________________________________________________________________________

 • What are some examples of clarifying questions? In what sort of situations are 
these helpful?
 ________________________________________________________________________

 ________________________________________________________________________

 • What sorts of situations make restating the other person’s sentences useful?
 ________________________________________________________________________

 ________________________________________________________________________

 • What are some examples of open-ended questions? What are the advantages 
and/or disadvantages to open-ended questions?
 ________________________________________________________________________

 ________________________________________________________________________

 • What are some examples of close-ended questions? What are the advantages 
and/or disadvantages to close-ended questions?
 ________________________________________________________________________

 ________________________________________________________________________

 • What are some examples of challenges to Anne’s, Tom’s or Gayle’s thoughts?
 ________________________________________________________________________

 ________________________________________________________________________

 • What sort of data is brought into play in each conversation?
 ________________________________________________________________________

 ________________________________________________________________________
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ANALYSIS OF DIVISION DATA

Total number of clubs in division . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  _______________

Number of clubs below charter strength (14 members or less) . . . . . . . .  ______________

List clubs below charter strength

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

Number of clubs at or above charter strength (15+ members) . . . . . . . .  _______________

Of the clubs at or above charter strength how many clubs are:

Growing . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  _______________

List names of growing clubs

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

Maintaining membership . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  _______________

List names of growing clubs

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________
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Losing 1–2 members a year . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  _______________

List names of clubs losing 1–2 members a year

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

Losing 3+ members a year . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  _______________

List names of clubs losing 3+ members a year

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

NOTES
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Facilitating division council meetings

Division council meetings are a great opportunity to engage club and division 
leaders to:

 • Address common club concerns

 • Share ideas and successes

 • Evaluate progress in achieving club, division and district goals

 • Resolve minor club problems before they become serious

 • Track report filings

 • Promote division, district and Kiwanis International programs

 • Coordinate implementation of division-wide projects and events

As the lieutenant governor, it’s your responsibility to organize division council 
meetings. Ideally, you’d hold a division council meeting each month, or at least 
each quarter.

Here are some topics to consider as you plan the agendas for these meetings.

 • Progress reports on club, division and district goals

 • Reports by each club on major accomplishments, upcoming events and 
current concerns

 • Promotion of upcoming division, district and Kiwanis International events 
and projects

 • Discussion of membership efforts: Have each club report progress in 
recruitment and retention of members. Connect clubs needing assistance with 
stronger clubs in the division and devote a segment of the meeting to sharing 
ideas and strategies to enhance the quality of the club experience.

 • Promotion of upcoming Kiwanis Kids, Builders Club, Key Club, CKI, Aktion Club 
and Key Leader events and projects

 • Brief reports by division appointees (when appropriate)

 • Update of division calendar
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Hosting the governor’s official visit

When the district governor visits, it’s time to celebrate all the good things clubs in 
the division are up to. It’s also a time for the governor to connect and give support 
to club members and leaders in the division.

Governors’ official visits vary. Some are dinner events with a formal program; some 
are service projects. Ask the governor if he or she has a preference.

While you’re lieutenant governor-designate, establish a special division committee 
to plan and carry out all arrangements. Meet with this committee to determine 
specific obligations and timeframes. Follow up regularly to make certain all 
deadlines are met.

You’ll find a suggested checklist for the event committee and a suggested agenda 
for the event on pages 93–95 of the Kiwanis Leadership Guide.
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Role 2: Open new clubs

You and your new-club-opening team will extend Kiwanis’ impact in your 
division by adding new Kiwanis communities. This is one of your most important 
responsibilities as lieutenant governor.

Your duties related to this role

 • Leading the new-club-opening team in the division

 • Identifying communities as potential new-club locations

 • Connecting a sponsoring club with a new-club site

 • Ensuring new clubs receive support and counseling from a certified club 
counselor

Leading the new-club-opening team

As the team leader, you’re tasked with identifying potential club sites, connecting 
a sponsoring Kiwanis club to each new club prospect, monitoring the progress of 
the new-club-opening process, keeping the team motivated and offering hands-on 
leadership of the new-club-opening team.

Certified new-club builder. Your certified new-club builder is part of a larger team 
within your district and Kiwanis International. Certified new-club builders have 
been trained and given resources to successfully support Kiwanis’ effort to open 
new clubs.

Certified club counselor. The certified club counselor is also part of a larger team 
within your district and Kiwanis International. Certified club counselors work with 
you and the new-club builder to provide mentoring and membership strength 
guidance. The club counselor also mentors the leaders of at-risk clubs who have 
requested assistance through you.

Sponsoring Kiwanis clubs. In addition to the new-club-builder, your team will need 
to find a Kiwanis club willing to sponsor each potential new club. Members of the 
sponsoring clubs will be part of the club’s recruiting efforts when the time comes. 
Once the club is chartered and organized, they’ll continue to support the new club.

Other experienced leaders. There are times when perspective from an experience 
leader may be helpful. This could include members or leaders within your 
district with a certain specific expertise or even Kiwanis leaders from outside of 
your district.
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Identifying potential new-club 
communities

Here’s how the process works:

Before you take office, spend time with the lieutenant governor who served 
before you to learn what he or she has done before. You’ll want to know which 
communities have already been approached, as well as ideas and insights about 
potential club sites and contacts in specific communities. 

In the first month or two of your term as lieutenant governor, start a list of contacts 
and potential Kiwanis club sites.

Share your ideas with members of the division new-club-opening team, who will 
research the prospective communities and their potential for supporting new clubs.

The next step is researching where the need for a Kiwanis club is greatest. We call 
this community exploration.

The goal of community exploration is simple. Collecting information that can 
provide a snapshot of the community will help you:

 • Confirm that the site is viable

 • Begin to consider how a Kiwanis club could benefit the community

 • Prepare for appointments with community leaders

Work with your team to learn about each potential site within a community. 
Consider the following:

 • What other service organizations already exist in the community? When and 
where do they meet? What are their signature service projects?

 • What is the area’s economic situation and demographics? Is the community 
changing or growing? 

 • Who can you identify as a key influencer? These individuals can open doors 
and generate referrals, so their approval will help the club gain credibility. In 
most cases, they are the high-level elected leaders in the community. They may 
be the mayor of the town or town council president in bigger metropolitan 
areas, or leaders in the education field—the superintendent of schools or a 
school principal.

Before going any further, meet with your team to share the information you found. 
Together, the team can determine which sites to prioritize. 
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Role 3: Deliver Kiwanis education

In delivering Kiwanis education to the club leaders in your division, you’ll play a 
supporting role, sharing information about education sessions and encouraging 
leaders to attend. You won’t need to lead the education sessions yourself—you’ll 
have a master instructor or certified instructor to take that on.

Your duties related to this role

 • Working with the master or certified instructor to coordinate a classroom 
offering of club president education

 • Encouraging participation in club leadership education opportunities

 • Participating in lieutenant governor education

Club president education is traditionally offered within each division in March, 
April or May. To encourage strong participation, get the word out about each 
session well in advance. Then publicize the session in an email, or personally invite 
the incoming officers with a phone call or at a club visit. You can also spread the 
word through division newsletters, district newsletters and websites, and via the 
Kiwanis Dashboard.

Club secretary education is usually offered at district conventions. Be sure to 
confirm session dates with your district and communicate the details to incoming 
club secretaries.

If any club leaders in your division can’t attend a classroom education session, there 
are other opportunities to complete the curriculum. Tell them about the education 
sessions available online via KiwanisOne.org. Courses include:

 • Club president education

 • Club secretary education 

 • Club board member education

 • Club committee chairman education

 • Club membership committee education

 • Youth protection guidelines training

You’ll find them at www.KiwanisOne.org/cle.
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Role 4: Deliver programming 

Your duties related to this role

 • Sharing key messages with clubs

 • Providing relevant information to clubs for inclusion in club newsletters

Service Leadership Programs

Encourage existing and new clubs to sponsor a Service Leadership Program club  
in a local school. Kiwanis programs for youth are one way to involve Kiwanis 
members in local schools. This can lead to more club engagement in local 
communities. Direct clubs in your division to charter and sponsorship materials 
at KiwanisOne.org/charter and connect them with Kiwanis administrators for 
the programs they’re interested in—K-Kids, Builders Club, Key Club, Circle K 
International or Aktion Club. The administrators are trained in the new-club-
building process for Service Leadership Programs and can guide the sponsoring 
club from there.

Some clubs in your division already sponsor active Service Leadership Programs. 
Check in with them occasionally, making sure club members are meeting their 
sponsorship obligations. Share new information with them too.

Circle K International and Key Club have lieutenant governors in their leadership 
structure. Introduce yourself to your counterparts in your district and encourage 
questions and interaction.
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Global Campaign for Children

District coordinators for The Eliminate Project—our current Global Campaign for 
Children—could also use your support promoting the campaign. They need you to 
publicize district-wide events and relay information to the clubs and members in 
your division. They don’t necessarily need you to visit each club to provide training 
or collect funds—those responsibilities fall to the district coordinator. Show your 
support by sharing updates, making personal introductions and encouraging 
participation. Help people in your division understand The Eliminate Project and 
the impact it can have on Kiwanis members and clubs—as well as the world. 
Encourage the clubs in your division to consider The Eliminate Project as a way to 
share with communities what local clubs are doing for the world, both as a source 
of community pride and a reason to join.

Ask your district coordinator for The Eliminate Project how you can help.
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Goals, metrics and accountability

Planning and measuring success

ROLE 1: Support and strengthen existing clubs

Your duties related 
to this role

 • Visiting clubs in the division
 • Evaluating, coaching, supporting and providing 

positive reinforcement to Kiwanis clubs in the division
 • Coordinating assistance to clubs by communicating 

with the certified club counselors in the 
division, the district growth team members and 
Kiwanis International

 • Providing tools and resources to address areas 
of opportunity

 • Driving membership growth in the division 
by assisting current clubs in recruitment and 
retention efforts

 • Facilitating the division council meetings
 • Hosting the governor’s visit

Your 
measurements of 
success

 • Number of clubs at or above charter strength
 • Number of clubs with a positive net gain of at least 

one member

Who your report to  • Governor of the district

Your team  • Certified club counselors
 • District growth team members
 • Kiwanis International

ROLE 2: Open new clubs

Your duties related 
to this role

 • Leading the new-club-opening team in the division 
 • Identifying communities as potential new-

club locations
 • Connecting a sponsoring club with a new-club site
 • Mentoring new clubs

Your 
measurements of 
success

 • One new Kiwanis club in your division opened 
and mentored

Who you report to  • Governor of the district

Your team  • New-club-opening team
 • Sponsoring Kiwanis club(s)
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ROLE 3: Deliver Kiwanis education to all clubs, in conjunction 
with Kiwanis International
Your duties related 
to this role

 • Working with the master or certified instructor to 
coordinate club president education

 • Encouraging participation in club leadership 

Your 
measurements of 
success

 • Completion of lieutenant governor education
 • Number of clubs in your division that complete 

club leadership education either online or in 
the classroom

Who you report to  • Governor of the district

Your team  • Master instructor
 • Certified instructor(s)

ROLE 4: Deliver Service Leadership Programs and Global 
Campaign for Children programming to and through clubs
Your duties related 
to this role

 • Sharing key messages with clubs
 • Providing relevant information to clubs for inclusion 

in club newsletters

Who your report to  • Governor of the district

Your team  • District administrators (Service Leadership Programs)
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Setting goals for growth

For clubs that are below charter strength, what resources will I use to help the clubs 
grow to be at or above charter strength?

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

Realistically, how many clubs can I get to charter strength during my year of service?

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

For clubs that are losing members (one to two each year), what resources will I use 
to help them to recruit members?

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

Realistically, how many clubs can I help grow by one or more?

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

For clubs that are experiencing significant declines (three or more members a year), 
what resources will I use to help these clubs maintain or add members?

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

Realistically, how many of these clubs can I help maintain membership or 
add members?

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

 LIEUTENANT GOVERNOR WORKBOOK    33

Goals, metrics and accountability



For clubs that are maintaining membership, what resources will I use to help these 
clubs grow?

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

Realistically, how many of these clubs can I help add members?

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

How can I leverage the clubs that are growing to assist struggling clubs?

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

What are some potential sites for new clubs in the division?

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________
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Division action plan

Effective leaders have a clear understanding of the responsibilities and expectations 
of their office as it relates to Kiwanis International at the global, district and 
club levels. The lieutenant governor establishes a clear vision for the year ahead 
through development of division goals. Choose division goals that are specific and 
attainable. Outline specific steps and a timeframe for completing each step. Define 
who is responsible for each step, and communicate steps and responsibilities to 
everyone who has a role in achieving each goal.

Distribute a draft of a division action plan, including goals, steps and timeframes 
at the preliminary division council meeting. Following discussion, develop and 
distribute a final action plan to all club and division leaders. Your action plan can 
serve as the basis for the lieutenant governor’s regular progress checks with the 
people responsible.

Clubs are asked to identify annual goals by October 1. This includes membership 
growth goals, committee goals and goals specific to board activity. Request a copy 
of these goals from each club, and consider how club goals impact the collective 
division goals. Having club goals in hand will also give the lieutenant governor an 
immediate opportunity to discuss areas that are important to the club and to better 
identify the kind of support the clubs in your division may appreciate.
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SAMPLE FORMAT FOR DIVISION ACTION PLAN

Goal: (A specific statement of desired result and completion date).

ACTION  
STEPS 

PERSON  
RESPONSIBLE 

COMPLETION  
DATE 

PROGRESS  
DATES
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Division growth plan

The lieutenant governor is responsible for accomplishing membership growth 
goals within the division during the year. This effort is in collaboration with your 
division team.

Before the year begins

1. Attend lieutenant governor education and familiarize yourself with the 
resources provided by Kiwanis International at www.kiwanis.org/theformula.

2. Get membership information from the current lieutenant governor for each 
club. As you meet the incoming officers of each club, discuss membership 
growth goals and support for new clubs within your division. Take special note 
of clubs that have been recently organized.

3. Identify potential sites for new clubs and initiate the new-club-opening steps.

4. Consider how you’ll communicate the division’s growth priorities and progress 
throughout the year to club leaders and members. Make use of:

 • Education sessions

 • Division newsletters

 • Official club and board visits

During the administrative year

1. Make progress on opening a new Kiwanis club during the first half of the 
year (October–March).

2. Strengthen an existing Kiwanis club. Ensure the clubs have an active 
membership committee, work with committee chairmen and club presidents to 
form a membership strengthening plan and monitor the plan’s progress. Based 
on your evaluation, provide any resources a club may benefit from, or assign a 
certified club counselor if needed.

3. Ensure that clubs that were organized within the past 12 months continue to 
receive support and mentoring from a certified club counselor.

4. Lead by example: Fulfill your commitments to participate personally in specific 
membership activities.

5. Continue to communicate the division’s growth priorities and progress.

6. Recognize the clubs and individuals who achieve their growth goals.

7. Sponsor a member into your own club early in the year.

8. Offer advice to your successor for the next administrative year.
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Potential areas of goal setting
 • Net membership growth for the division, _______ percent ( _______ members)
 • New-club opening and development
 • Inclusion of CKI and Key Club alumni and Service Leadership Program parents 

as prospective members
 • Orientation of all new members
 • Retention of current members
 • Regular recognition of members for achievements
 • Positive publicity in the community
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Other aspects of division leadership

Your other duties, not related to any of the four roles of the district

 • Ensuring a seamless transition among preceding, current and succeeding 
lieutenant governors

 • Helping recruit your successor

 • Serving on the district board of trustees

Evaluating each club

Evaluate each club in June, before your term begins, and talk with each club’s 
current and incoming president, as well as the current lieutenant governor. This will 
give you multiple perspectives on each club.

STEPS

1. Meet with the current lieutenant governor and discuss each club. Note the 
lieutenant governor’s impression of noteworthy strengths and possible 
improvements. (June)

2. Obtain copies of each club’s monthly reports (October–April) from the 
lieutenant governor. Note positive and negative trends within each club. 
These reports will be available to you electronically once your term has 
officially begun.

3. Contact the incoming club presidents in every club. Give them your mailing 
address, phone number(s) and email address. Encourage them to contact you 
whenever they need help. Ask for their impressions of current club status, 
including club strengths and potential challenges for the upcoming year. 
Record these comments. Discuss their clubs’ goals and how those goals will 
address the potential challenges they may face during their term.

Be prepared to follow the same protocol with the incoming lieutenant governor at 
the end of your term of service. This ensures a seamless transition from one leader 
to another and provides continuity for the clubs in your division.
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Recruiting your successor

During your year of service, as you work with clubs in your division, you’ll encounter 
many leaders. As you work with these leaders, look for individuals who show 
exemplary leadership skills. If you believe you’ve found an exceptional leader to be 
your successor, take time to discuss the position of lieutenant governor with him or 
her, and prepare the candidate for the position. By preparing your successor, you’ll 
set up your division for success.
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District boards

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________
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Making a difference

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________
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Taking the next steps

MARCH–MAY

FF Become familiar with your district website. Look for the most current district 
policies and bylaws. Verify dates, times and locations of significant events and 
finalize plans to attend.

FF Request names and contact information of incoming club presidents and 
secretaries in the division.

FF Appoint members of the division leadership team and create a team roster. 
Include each incoming club president and secretary, appointments, your 
predecessor and successor (if known). Forward a copy of the roster to the 
district office and each team member.

FF Contact the certified instructor in your division to coordinate the site, date(s) 
and time for club president education. Classroom education sessions are 
encouraged in April, May or June.

FF Introduce yourself to your Circle K International and Key Club counterparts who 
were elected in February, March or April.

FF Make plans to attend Kiwanis International and district conventions.

JUNE

FF Contact each incoming club president in the division. Encourage them—as 
well as other members of club leadership teams—to attend education sessions 
available for their positions either through a classroom or online course before 
October 1. This is especially important for club presidents and club secretaries. 
Courses are also offered for board members, committee chairmen and 
other leaders.

FF Join the current lieutenant governor as he or she visits clubs to begin your 
preliminary evaluation. (See page 87 of the Leadership Guide for more details.)

FF Meet with your division growth team to discuss plans for the coming year. This 
team includes the certified new-club builder and the certified club counselors.

FF Identify a new-club site and key dates for recruiting.

FF Attend the Kiwanis International convention. Encourage attendance from 
incoming club presidents, secretaries and the division leadership team.

FF Plan your division council meetings, to be held monthly or at least once 
per quarter.
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JULY

FF Make an effort to get to know each incoming club president in your division. 
Perhaps invite them to a dinner to get to know you and each other.

AUGUST

FF Ask each president-designate to make a commitment to sponsor a new 
member during the month of October.

FF Complete your site survey for a new club and submit the case for a new club to 
the governor at your district convention.

SEPTEMBER

FF Recruit a new member for induction into your club. Schedule an induction 
ceremony in October to demonstrate your emphasis on growth.

FF Review your notes from district convention and devise an implementation plan 
for programs that will benefit your clubs.

FF Start working on your division action plan, including the division growth plan.

A complete list is in your Leadership Guide, pages 97–100.
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Wrapping it up

Finding more help

There are many places to find the information and resources you may need for 
support throughout the year. Many are online at KiwanisOne.org/leadertools. The 
team at Kiwanis International is available to help as well—they’re just a phone call 
or email away.

memberservices@kiwanis.org
U.S. & Canada: 1-800-KIWANIS, ext. 411
Worldwide: +1-317-875-8755

TUTORIALS AND VIDEOS

Watch, learn and enhance your knowledge of Kiwanis and your ability to serve with 
Kiwanis tutorials. Check them out at kiwanis.org/tutorials.

For more information on The Formula, visit kiwanis.org/lovemyclub.

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________
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Events to remember

Kiwanis district conventions

 • Member education opportunities

 • Fellowship

 • House of delegates

 • Awards and recognition

 • District elections

Kiwanis International convention

 • Member education opportunities

 • Fellowship

 • House of Delegates

 • Awards and recognition

 • International elections

Kiwanis International convention schedule

 2014: July 16–19  Tokyo-Chiba, Japan

 2015:  June 25–28  Indianapolis, Indiana 
Come celebrate the 100th anniversary of Kiwanis!

 2016:  June 22–25  Toronto, Ontario, Canada

 2017:  June 13–17  Paris, France
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____________________________________________________________________

____________________________________________________________________

____________________________________________________________________

____________________________________________________________________

____________________________________________________________________

____________________________________________________________________

____________________________________________________________________

____________________________________________________________________

____________________________________________________________________

____________________________________________________________________

____________________________________________________________________

____________________________________________________________________

____________________________________________________________________
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____________________________________________________________________
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____________________________________________________________________

____________________________________________________________________
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NOTES
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