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RESPONSIBILITIES OF THE COUNCIL CHAIRPERSON  

(a) Further the Purposes of this association; 

(b) Assist in communicating information regarding international and multiple district policies, 

programs and events; 

(c) Document and make available the goals and long range plans for the multiple district as 

established by the council of governors;  

(d) Convene meetings and facilitate discussion during council meetings;  

(e) Facilitate the operations of the multiple district convention;  

(f) Support efforts initiated by the International Board of Directors or the council of governors that 

are intended to create and foster harmony and unity among district governors; 

(g) Submit reports and perform such duties as may be required by the multiple district constitution 

and by‐laws; 

(h) Perform such other administrative duties as may be assigned by the multiple district council of 

governors; and 

(i) Facilitate, at the close of his/her term of office, the timely presentation of all multiple district 

accounts, funds, and records to his/her successor in office. 

Additional Responsibilities:  

• Support multiple district training of district governors‐elect 

• Coordinate larger scale service activities which may require the participation of more than one 

sub‐district 

• Submit the Multiple District Officers Report Form (DA 901) by July 1st to the English/Language 

Department and the Multiple District Chairperson Reporting Form (MC 10) via MyLCI.  

• Review monthly District Health Assessment to more adequately support district governors 

and GMT/GLT  

• Uphold ethical standards and conduct of the multiple district 
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TIPS FOR FACILITATING A MEETING 

1. Prepare in Advance: Do your homework. Put yourself in the seats of your listeners. Come up with 
questions they might ask. If you are having trouble with the topic, make sure to seek out someone 
with knowledge on the topic.  
 

2. Plan and Distribute the Agenda: The meeting agenda is the document that defines what will be 
done at any particular meeting or event, and it helps both leaders and participants know what to 
expect and how to prepare.   
 

3. Define a Meeting Structure: It is imperative that you establish a group consensus so that 
everyone knows the goal of the meeting. You have to be perfectly clear if you want to lead the 
group effectively. If necessary bring a timer with you to stay on track with time.  Also, it can help 
you as the facilitator if you get to know the group better.  Maybe ask a few questions for 
individuals to answer or arrange for a teambuilding activity. 

 
Here are a few ideas to get the meeting started: 

 The reason why we are meeting today is… 

 The purpose of the meeting is…. 

 We will begin by….. 

 Today the meeting should not go more than…. 
 

4. Ask questions that prompt discussion: When you think through some of these questions in 
advance think through some of the possible answers as well. Make sure everyone is participating. 
If someone is quiet, use their name and move the discussion towards them by asking them 
questions to get their feedback. Be sure to ask questions that draw a vivid image and have are 
conducive to follow up questions.  It is your role to keep the discussion moving. If someone has an 
issue let them know that they are heard, but that you have to move on and keep the discussion 
moving. Let them know that you can come back to them later. 
 
Here are a few questions you can ask to prompt discussion: 

 What would happen if we did?….. 

 In your experience……. 

 Tell me about…… 

 What do you think about?…….. 

 What ideas do you have?……… 

 (Insert name), you’ve been quiet. What are your thoughts?…… 
 

5. Use flipcharts and markers: Make sure that you have these on hand and you or someone is taking 
notes and capturing ideas, thoughts, and keywords. These must not be your ideas or your 
perception of what is being said, rather the person’s exact ideas, thoughts, and keywords. If you 
need to come back and ask them to clarify, you can do that later. 
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6. Summarize and state next steps: Just as you stated your goals at the beginning, make sure that 
you summarize what was accomplished and provide next steps or action steps for the group. This 
is what will produce the greatest results. If there are responsibilities for the group or individuals 
make sure to outline and communicate those as well. 
 

7. Embrace Silence: Silence during group discussion is not a bad thing. Some people process things 
out loud and some people process things internally. As a facilitator, your job is not to talk the 
whole time or tell long stories. Your job is to create the discussion by allowing others to talk. If 
silence remains for a couple minutes, ask the group “explain to me why there’s silence”, then 
allow them to talk, or silence to remain.  
 

“What Do I Do?”  Some Trouble‐Shooting Tips 
As a facilitator, you may be required to intervene to keep the meeting on track and obtain optimal 
productivity.  Listed below are some tips for intervening in particular circumstances.   
 

Staying on‐task and on‐time.   
You may have a lot to accomplish in a short amount of time.  With groups of passionate and 
knowledgeable people, it is easy to veer off onto other topics or easily get side‐tracked by minute 
details of a conversation.  In order to help the group stay focused, you may want to: 

 Remind the group of the “keep focused” expectation 

 Don’t be afraid to directly re‐focus the group on a particular agenda item 

 Try to close the item or set it aside in a “parking lot” for consideration later   

 Let the participants decide 
  
Dealing with unproductive behavior. 
Difficult behavior is often unintentional or occurs as the result of an emotionally charged situation.  
You might be dealing with inattentive members who are engaging in side‐bar conversations, taking 
calls or indiscreetly dealing with e‐mail.  You might also be dealing with personal agendas or 
disrespectful behavior.  Progressive intervention will most often assist you in dealing with behavior 
that does not help to achieve the meeting goals or objectives.   

 Use gentle and appropriate humor for redirection 

 Restate the ground rules directly 

 Direct your questions to the individual for clarification 

 Seek help from the group 

 Address the issue at a break  
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EFFECTIVE COMMUNICATION 
No matter who or what audience you must address, the art of communication can be a daunting task. 

Here are seven steps to clear and effective communication you can use in any situation. 

 

1. Stay on Message: Be clear exactly what ideas you are trying to express or the message you 

are trying to convey to the other person or group. What do you most want them to 

understand? 

2. Make It a Two‐Way Conversation: Try to really hear and understand where others are coming 

from. What are they trying to say? What messages are they trying to get across to you? Ask 

yourself, “Do I really understand them?” Pay special attention not just to what they are 

saying, but to what isn’t being said. 

3. Making Sense Of It All: Always ask yourself, “Does what I’m saying make sense? Does the 

feedback I’m receiving make sense? What is the perspective they are trying to get across? 

Does it make sense that they have this perspective?” When both parties in the conversation 

are truly able to say they understand or that “it makes 

sense,” clear and effective communication has been 

achieved. 

4. You’re Responsible for Any Failure to 

Communicate: Remember, as the primary communicator 

you are 100% responsible for the other person’s 

understanding of the communication. In other words, if you 

don’t feel that you are being understood, you have not 

completed the job of communicating. You must re‐

communicate your position to ensure that you’ve been 

properly heard. 

5. Can You Hear Them?: Do you really hear what others are saying? To really listen requires your 

full attention and being able to repeat back to them exactly what you have heard them say. 

6. Repetition, Repetition, Repetition: An equally effective way to make sure others understand 

exactly what you are communicating is to ask them to repeat back their interpretation of what 

has been said or asked of them. In order to guarantee the results or reaction you want, you 

need to make sure that your audience can give you a clear explanation of what is being 

required of them. 

7. Respect Your Audience as You Respect Yourself: To be a clear and effective communicator, 

you must first recognize that your message is not just about you or what you want. It’s about 

“what’s in it for the audience.” You must both believe in your message and sincerely care 

about the needs and the unique perspectives of those you are communicating to if you truly 

want to be heard.  
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CHARACTERISTICS OF EFFECTIVE TEAMS 
 

• Collaboration 
• Accountability 
• Commitment to goals 
• Shared planning and decision‐making 

 
Collaboration is important to the team when one role “supports” the other.  Without collaboration, 
other members might not know when they should be performing their own role. 
 
Accountability is important since team members can’t expect others to be responsible for making 
sure that tasks that they don’t perform themselves are completed.    
 
Commitment to goals is important because it ensures that individual team members are in 
agreement on desired outcomes and are not attempting to complete their roles at the expense of the 
rest of the team. 
 
Shared planning and decision‐making helps create the most logical and effective ways of achieving 
team goals, and keeps the “team spirit” alive by recognizing the skills and ideas of each team 
member. 
 
By modeling effective teamwork at the multiple district level, your district governors can learn how to 
build effective teams within their district.     
 
 

“A team is a group of people working toward a common goal.” 
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HOW WILL YOU GET MORE RESULTS FROM MEETINGS? 
 
 
 
 
 
 
 
 
 
 
 
 
 

HOW WILL YOU MOTIVATE THE DISTRICT GOVERNORS TO 
ACCOMPLISH RESULTS? 
 
 
 
 
 
 
 
 
 
 
 

HOW WILL YOU ENCOURAGE TEAMWORK IN YOUR 
MULTIPLE DISTRICT? 
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What is your communication plan for the Centennial 
Celebration? 
 
 
 
 
 
 
 
 
 
 
 

What is your communication plan for LCI Forward? 
 
 
 
 
 
 
 
 
 
 
 
 
 

What is your communication plan for the International 
Theme? 
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6 SIMPLE CONFLICT RESOLUTION TECHNIQUES 
Consider the following conflict resolution techniques to help resolve issues: 
 

1. Listen, Then Speak  
Just listening to the issue is the first and most important step in resolving conflict. You should 
simply listen to all parties involved to completely understand the nature of conflict, and then 
start troubleshooting solutions. 
 

2. Gather Everyone 
As a leader, you’ll need to arrange a meeting with all involved parties to discuss the issue. 
Give everyone a chance to speak; this is a good opportunity to hear all sides and gain a full 
understanding of the conflict. Having a group meeting may also expedite a resolution that will 
satisfy everyone. 
 

3. Be Impartial 
Don’t take sides! In a leadership position, you shouldn’t display any sort of opinion that favors 
one person over another. If you are partial towards one person, try to access the situation 
from all sides to come up with a fair and reasonable solution. 

 
4. Do Not Postpone Conflict Resolution 

Address the conflict immediately. Otherwise, the situation could escalate. Just make sure not 
to address the situation too quickly or without careful consideration, as your decision will 
directly affect the outcome.  

 
5. Promote Teamwork 

Encouragement and motivation are powerful. Provide reminders of successful projects that 
required teamwork to complete. This is one of the most effective conflict resolution 
techniques and will really make people think about the importance of working in a team. 

 
6. Broadcast Praise 

As stated above, the power of encouragement and motivation can be multiplied when it is 
spread to recognize those who are modeling the teamwork and cooperation that is desired 
within any conflict.  
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A MESSAGE FROM A CURRENT COUNCIL CHAIRPERSON* 
 

Some things I wish I would have known prior to taking on the role [of Council 
Chairperson]: 
 

1. There should have been more discussion between outgoing/incoming Council 
Chairs on best practices, issues, concerns, topics under scrutiny. There were 
times I felt I was reinventing the wheel and duplicating discussions because I just 
didn’t know. 

2. It would have been a good idea to review the prior years’ Council meeting 
minutes to understand the progression of discussions and decisions. 

3. Getting a solid understanding of the MD [Constitution and By‐Laws] really would 
have been a huge help – there’s always someone who is very good at interpreting 
the [Constitution]; make them your close friend! 

4. The importance of connecting with the Council on at least a weekly basis all year, 
keeping them apprised of what is coming out of International (particularly 
surrounding the President’s message) and encouraging them to share with their 
teams (1VDG, 2VDG, GLT, GMT, Zone Chairs).  

5. Sharing successes is very important – when a District chartered a club, all Districts 
celebrated. When a Governor received recognition, everyone was notified. 

6. It would have been nice to know that it really is OK to try something different, 
rather than relying on “it’s always been done this way” attitude. We honor and 
respect tradition and protocol, but sometimes there really is a better way to do 
things! 

7. Being innovative with ideas and practices to suit the dynamic of the new Council 
doesn’t just happen – it takes time to understand who they are and what they 
can/want to do. Starting discussions before the incoming Council takes over 
makes for an easier handoff and gets them working together sooner. 

 
It’s hard to believe our year is coming to an end – this has been a wonderful experience 
and I’ve learned many things and made some solid friendships. Best wishes to the 
incoming Council – enjoy each moment because it ends too quickly! 
 
 
 
 
 
 
(*Gathered from an email sent by the Leadership Division sent to current Council Chairpersons asking about things they 
wish they would have known before taking office.) 
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RESOURCES 
 

 www.lionsclubs.org 
- Council Chairperson Manual (LA10) 
- Multiple District Constitution & By‐Laws (LA5) 
- Standard District Constitution & By‐Laws (LA4) 
- Board Policy Manual 
- Dispute Resolution Guidelines 
- New Mandatory Election Procedures 
- Self‐study Training Materials: Leadership Resource Center 
- 2016‐2017 International Theme 

 Reporting can be completed through MyLCI 

o Multiple District Officers Reporting Form (DA‐901) 

o Multiple District Chairperson Report Form (MC‐10) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


