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Preface 107
Are you reading this because you have been appointed Area Director? If
so, congratulations for the appointment. You are going to embark on an
interesting journey.
You will have many opportunities to experience exciting and also
challenging tasks, from which you will definitely grow.
Or, perhaps you feel that you have no idea what you have signed up for,
and now you are panicking and do not know where to start? Do not worry
either. You will do just fine. First step is to relax. There is plenty of
support.
This handbook, especially written and put together for you, will help with
many of your questions, and hopefully serve as a guideline for your role
and things you would do good to look out for and have an awareness
and knowledge of.
We, Katharina Zaiser, DTM (CGD 2021/22) and Elizabeth Smith, DTM,
(IPDD 2021/22) hope you will find the information here useful, even
enlightening.
Note: adapted for District 107 by Pablo Garcia (District 107 Director
2022/2023), in October 2022.
As District Leaders your efforts are now geared to learning to deal with
all sorts of challenges, work in teams, inspire and motivate others,
support club boards, organize meaningful trainings, meet and network
with other TM members, and enjoy yourself as you learn and grow.
Before you know, the program year will be over. Like many of your
predecessors you will be thrilled with what you have accomplished. But
first you have got to start somewhere. We therefore recommend you take
this handbook to your heart and let it serve you.
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1 General Guidance for Resources
Toastmasters International and our District provide many resources for
you to use throughout your term.
Throughout this handbook we refer to many of these important
documents, which have been collected on our District Leaders Website
and which are marked with an asterix* and can easily be found. One
example is the list of Toastmasters abbreviations* you will encounter
throughout
this
handbook
and
during
your
term:
https://www.tmdistrict107.org/
Likewise, and in addition to above, you will during the course of the year
receive further links to documents located on our District Google Drive.
We are doing our best not to overload you with information, yet there is
a lot out there. Another way of finding an answer to many of your possible
questions, is just to google your question.

2 Missions
Let us remind you of the various Missions:
Toastmasters International Mission: We empower individuals to
become more effective communicators and leaders.
District Mission: We build new clubs and support all clubs in achieving
excellence.
Club Mission: We provide a supportive and positive learning experience
in which members are empowered to develop communication and
leadership skills, resulting in greater self-confidence and personal
growth.
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3 Area Director
As Area Director (AD), you serve as the direct liaison between the District
and the clubs. You would have been appointed by the District Director
Elect according to the District Administrative Bylaws (official guidelines
from Toastmasters International).
Area Directors are eligible for re-election or re-appointment for one
succeeding term only. Ideally, Area Directors have served as members
of a District Council (Club President or VP Education).

3.1 Program Year
The Toastmasters’ year in general consists of “program year” instead of
calendar year. A program year starts on July 1st of the calendar year and
ends on June 30th of the next calendar year. For example, program year
2022–2023 starts on July 1st 2022 and ends on June 30th 2023 and DCP
(Distinguished Club Program) goals are based on a program year.
Normally, as an Area Director, your term is exactly one program year.
Sometimes, an Area Director starts later than July 1st, but their term still
ends on June 30th of the following calendar year. Despite these are the
official dates, it should not prevent you from starting your role already
straight after the official appointment date in May’s elections in DCM.
In order to get credit for your assignment as Area Director, you must be
officially appointed (District Leadership Handbook) before September 1.

3.2 Area Director Responsibilities
In the following we shortly address your responsibilities, such as:
• Leading your Area by serving the needs of clubs
• Contact Club Presidents monthly to discuss their performance
and answers their questions in order to understand clubs’ needs
• Follow up on items identified during regular contact with Club
Presidents.

3.3 Area Council
Area Councils so far are not very common in District 107. However, we
recommend you, as the Area Director, to establish them.
7

The chart below displays the structure of the worldwide Toastmasters
organization incl. Area Councils. The Area Director is the Area Council
chair and holds at least two Area Council meetings each year with
Presidents, VPs Education and VPs Membership. You might want to hold
them in connection with Club Officer Trainings (COTs).
At Area Council meetings, the attendees discuss each club’s plans and
goals in the Distinguished Club Program and review attendance at
COTs.
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3.3.1 Area Director’s Club Visits
Area Directors conduct club visits twice a year within their respective
Areas to understand and support club needs. In turn, these visits help
District leaders understand how to support and meet the needs of each
club. (See below for more details)

3.3.2 Area Speech Contests
As Area Director, you are responsible for coordinating the Area speech
contests. (See chapter 11)

3.3.3 Area Progress
The Area Director participates in District Officer Training (DOT) provided
by the District. The Area Director reports regularly to the Division Director
and District leaders on Area progress.

3.3.4 Distinguished Programs
It is the Area Director’s responsibility to motivate and assist each club in
the Area to become Distinguished. (See chapter 10).

3.3.5 Distinguished Area Program
The Distinguished Area Program recognizes Areas that plan, set goals,
and achieve success. The program builds on club success and
complements the goals that Divisions and Districts set to earn
Distinguished recognition. (See chapter 10)

3.3.6 Area Director of the Year
The Area Director of the Year award is granted to the Area Director who
makes the most outstanding contributions to District 107.

4 Area Director Calendar Year 2022/23
Please find in the “Year at a glance” the important dates and events over
the course of the program year. Please make sure to block them in your
calendar at an early stage.
Likewise, we have made a timeline for Area Director’s tasks so you know
when your timeframes and deadlines are. You can find the full calendar
on the next pages.
9
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4.1 Why it is so important to attend DOTS, DECMs, and
DCMs
Part of the calendar are also the District Officer Trainings (DOTs). The
trainings are put together to support you in your role and equip you with
the necessary knowledge to ideally serve your clubs. Over the course of
the year, we will provide at least 2 briefings, and 2 additional trainings.
For DOTs, District Leaders (Trio, PRM, AM, FM, Parliamentarian, ITM,
Div D, Area D & IPDD) are invited.
The DOTs are combined with DECM (District Executive Council Meeting)
since all the relevant parties are present anyway (see Toastmasters
structure on page 8). In addition, there will be online DECMs as well as
DCMs (District Council Meetings). District Council include Club
Presidents and VP Education in addition to the District Executive
Committee. DECM and DCM are the decision-making bodies of the
District. Topics like elections, club alignments to Areas/Divisions etc.
need to be discussed and approved in these meetings.
In order to be able to make these decisions we require a certain
percentage of allowed participants (called “quorum”) to be present. If we
do not reach the necessary number, decisions will need to be postponed
and approvals collected afterwards, which adds effort and uncertainty.
Therefore, we request you to make sure to join these meetings and also
encourage your Presidents and VPEs to join the DCM. Hereby, you can
shape the future of our District, make sure that your voice is heard and
ensure effective handling of District business.

4.2 Write your Area Success Plan
All levels of leadership are requested to write a Success Plan*, which is
an important tool to put your goals and strategies in writing.
Please support and inspire the Clubs to write their Club Success Plan.
Likewise write your own ideas for goals and strategies you would like to
achieve in your Area Success Plan (ASP) and share your ASP with your
Area Director colleagues and Division Director. Your Division Director
11

also has to put a Division Success Plan together and submit it to the
District Trio, who then use this partially as input to the District Success
Plan together with the District’s own ideas for their goals and paths
leading to District Success.
It is important to have a mid-year evaluation of the Success Plan to see
if things need changing or redirecting. A Success Plan is a living working
document, which can and should be regularly revisited and re-evaluated.

5 Getting started
a) Update Contact Details at Toastmaster International
We always recommend that you double-check your profile details at
Toastmasters International. Make sure your correct email address,
postal address and telephone number are noted there.
www.toastmasters.org

b) Personal Toastmaster email address
You will be getting several toastmaster related emails. Therefore, you
might find it easier to make a separate toastmaster email address (see
below how to do).
If you do make yourself such an address, make sure to inform the District
Director and update your Toastmasters International and EasySpeak
profiles (also relevant for any changes during the year).

c) Abbreviations*
Toastmasters love terminologies. You do not have to memorize them. By
the end of your term, you will know many of them by heart anyway.

d) Handover meetings
Handover meetings with your predecessors are vital. Please ensure you
have a proper handover meeting (either in presence or virtually) and ask
all the questions you might have so you feel prepared. Suggested
questions were given to you in an email after you were appointed.
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e) Reach out to your clubs early
Despite the new club boards having to provide TM International with the
new club board members prior to 30th June, it can take time before they
pop up on the TI Dashboard (late July).
Make sure your predecessor has left you with contact details of the Club
President and VPE, so they can inform you about the newly elected team
for the upcoming year.
When connecting with the Club’s President, introduce yourself.
●
●
●

Let them know that you are their incoming Area Director.
Let them know that you are happy and excited to work with them
in the upcoming year.
Let them know that you look forward to visiting and meeting them.

Relax. You might be nervous about contacting the club, but you can be
assured the response will be friendly.

f) Club Officer List
Your first goal is to ensure your clubs have submitted the new club officer
list to TI by June 30th through Club Central. Even though it is before you
officially take office, it is one of the tasks in the Distinguished Club
Program (DCP) that clubs need to do before your term starts. Ask your
predecessor for support.

g) Form your Team
As an Area Director, you have a lot of responsibilities. At times, there will
be a lot on your plate. However, you will not be doing it alone. You will
have help — at least if you find it, preferably earlier than when you really
need it.
Division Director (DivD):
Your Division Director is your supervisor so to speak. But they will also
be your best friend. Their job is to support you when you need it, so do
not be afraid or shy to ask. Not only accept their support, but support
them, since you are on the same team and work together.
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Assistant Area Directors:
You can ask other Toastmasters members to be your Assistant Area
Directors. Having your own assistants is not required, but it is
recommended.
Your assistants can help lighten your workload. They can co-organize
events, e.g. speech contests or Area Council meetings. They can work
with you to keep the clubs engaged.

Unlike you, by being your assistants, they will not get credit for becoming
a Distinguished Toastmaster (DTM). It is important to make this clear to
them at the beginning. Even though they do not get those credits, being
an assistant is still a great learning opportunity. It is a good way to
prepare themselves if they want to be an Area Director in future years.
In return help them with their personal development, e.g. mentorship,
HPL guidance.

h) Connect with your Area Director colleagues (ADs)
Ensure that you are part of 2 groups:
1. You will be connected to the District’s WhatsApp group upon
being appointed.
2. Your own Division’s Area Directors. You and your colleagues can
also decide to use any other tool for direct communication.
3. You may want to create as well your Area Council group (you and
some/all the Club Officers in your area).
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i) Agree early on Dates (COTs, Conferences)
One of the initial actions during the first Division Director calls you will
have with your DivD, is to agree on dates: Dates for COTS and Contests.
Align possible COT dates with Club Presidents as soon as your
appointment starts (already in May/June).
Agree with your AD and Division colleagues if you will do COTs/Contests
together or alone, in order to ensure dates do not coincide. The earlier
you can agree on these dates and inform the Club Presidents the better.

j) Connect with your incoming Club Presidents
We recommend you have a monthly call with your Club Presidents and
exchange what is moving and going on in the club, how are they doing,
remind them of dates, payments, proxies etc.
Some AD’s agree either on monthly individual calls or monthly calls with
all Club Presidents together. (Agree on set dates and times for the year
i.e last Sunday of the month at 20:00). Send a reminder and possibly
also an agenda beforehand and check in with them if they have
something they would like to add to the agenda.
Discuss how you want to communicate with your Club Presidents, agree
on it and hold them accountable that they attend as they were part of the
agreement.

k) Get an understanding of your Area
Know your clubs, the difference between Community and Corporate
Clubs, the languages they speak, the times they meet. Check them out
on EasySpeak and other platforms.
Which are the strong clubs, why are they strong, what are they doing that
seems to work. The weak clubs, do they have a Club Coach/es (if 12 or
less members), do they want to have one?
Learn how to use the Dashboard/Club Central at Toastmasters
International. Use it regularly to see how the clubs are posting the
information they need to get their DCP Points. Understand DCP points
and how they work (see chapter 17.5 for more details).
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6 Interacting with Clubs
Be courteous to your clubs. You are their guest. Visiting them is a
privilege, and likely an eye-opening experience. Feel free to share
specialties and habits amongst the clubs. You cannot make clubs do
anything. They are under no obligation to listen to you or do anything that

you ask/tell them.
As an Area Director, you are enthusiastic about Toastmasters. Just keep
in mind that you are not the norm. E.g. corporate clubs, where employees
meet at workplaces during their work days, are going to cancel meetings
when work gets really busy or deadlines approach.
You can persuade them and ask nicely. Do know the limits, though. For
example, officers of corporate clubs might not attend any events outside
their office or outside office hours (e.g. training). Do not take it personally.
It is just that people have different goals and priorities.

6.1 Struggling Clubs (Understrength)
We all would like all our clubs to be strong and thriving. Unfortunately,
this is not always the case. The situation in a club might even change
unexpectedly, therefore keep a special eye on your struggling clubs.
A healthy club has approx. 30 members. Clubs with less than 20
members are considered understrength clubs. Clubs with 12 paying
16

members or less are classified as weak (to be improved) and are entitled
to Club Coaches officially.
There are many reasons for a club to struggle. The Troubleshooting
Guide for Club Coaches* and Moments of Truth* might be good
resources to identify the issues.

7 Distinguished Toastmaster
The Distinguished Toastmaster (DTM) is the highest educational award
achievable in Toastmasters.

The following requirements must be met to achieve the DTM:
To achieve your DTM, you are required to:
● Complete two learning paths.
● Serve as a club officer for 12 months, participate in the
preparation of a Club Success Plan, and participate in a COT.
● Serve a complete one-year term as a District Officer.
● Serve successfully as a Club Mentor or Coach.
● Serve successfully as a Club Sponsor or conduct a Speechcraft
or Youth Leadership program.
● Complete the DTM project.
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7.1 DTM Project
Members are required to create and implement a project of their own
design, in which they demonstrate the skills and expertise they have
gained. It becomes available in Pathways after you have completed level
3 in your second path. You need a guidance committee to support you
over the course of your DTM project.

7.2 Club Sponsor
The duties as a new club sponsor are:
● Helping charter a new club
● Set up regular club meetings
● Following leads
● Generating interest and enthusiasm for the new club
● Recruiting members
● Complete the paperwork and plan the charter presentation
The Club Growth Director (CGD) is always available to support club
chartering activities.

7.3 Club Mentor
Mentoring a new Toastmasters club is similar in many ways to mentoring
a single person. Mentors are the advisors and tutors for new clubs and
have a great effect on the degree to which a new club succeeds.
Therefore, mentors guide new clubs 6 months after chartering. Mentors
support the clubs, share knowledge, answer questions and provide
insights. All of this should lead to a sustainable setup of the new club
with quality club meetings, stable membership, knowledge of the
educational program and best practices on various topics, such as
recognitions.
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7.4 Club Coach
The District Director (DD) or Club Growth Director (CGD) may appoint
up to two coaches for each club with at least three but not more than 12
members at the time of the appointment. In District 107 Club Coach
appointments are in the responsibility of the CGD. The club needs to be
willing to accept the club coach. Coaches are Toastmasters who are not
(necessarily) members of the weak club and preferably are not currently
familiar with the club or its members. This outside perspective allows the
coaches to view the club objectively. The goal of the club coach is to lead
the club to Distinguished status in the Distinguished Club Program
(DCP).

7.5 Speechcraft and Youth Leadership Program
Speechcraft and Youth Leadership programs were created for
experienced members to help others become the best communicators
they can be! You will be given materials to help you recruit five people
and be the coordinator of a four-, six- or eight-session event series that
will boost your participants’ confidence and improve their
communication, public speaking and leadership skills—all within the safe
Toastmasters environment. In essence it is a preview on the
Toastmasters learning program and can be used for membership
building. Speechcraft and Youth Leadership Programs should be
reported to the Program Quality Director (PQD) who can support in many
ways. Speechcraft targets adults (18+) whereas the Youth Leadership
Program is designed to educate teenagers (below 18).
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8 Club Officer Trainings (COTs)
As District Officer you organize the 2 training sessions for club officers
during the year.

You align the dates with the DivD and AD colleagues as well as your
Club Presidents. Inform club officers of the dates well in advance and
encourage attendance, the earlier the better.
If they cannot attend your COT, inform them of the dates of the other
COTs in your or other Divisions (or even other districts). Officers can
attend any training worldwide in case required. If they attend Club Officer
Training outside of our District ensure that the District 107 PQD (Program
Quality Director) is informed at pqd@district107.org.
Minimum 4 Club Officers need to attend both rounds of COTs to get the
respective DCP recognition for their clubs.
Our District sometimes organizes special TLI (Toastmaster Leadership
Institute) that serve as COTs. You will be informed about these dates so
you can share them with your corporate clubs.

8.1.1 Guidelines for COTs
●

The minimum time requirement is 4 hours (without breaks).
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●
●

●

For in person COTs prepare an attendance sheet (name, officer
role and club) and ensure that each attending officer signs it.
For Online COTs ensure they have registered (name, role and
club) and attended the COT by taking screenshots of the
attendance list. It is important you document the Club Officers
who were present (with video).
Send these attendance sheets and documentation to the Division
Director, who will enter the information in District Central. Ensure
the attendance of officers is entered before the deadline (end of
August & end of February).

8.1.2 Organization of COTs
●

●
●
●
●
●

Schedule a time that works for you and most, if not all, officers. If
the COT is in presence some club officers might have to travel,
therefore do not start too early.
Ensure that COTS are in the respective languages.
Book rooms for in presence COTs and communicate early.
Invite exciting speakers or workshop holders.
Possibility to offer multiple sessions /parallel sessions.
If in presence you might want to offer food and drinks (club or
officer expense).

8.1.3 Options
●

●

If online, Areas can offer COTS over several evenings of e.g. 2
hours (excl. time for breaks), where members have to attend 2
events (total of 4 hours).
Areas can offer COTs jointly.

8.1.4 COT Content
Make sure the content is relevant, well prepared, interesting and there is
sufficient time for the individual club positions to meet, exchange best
practices and get to know one another. Align it with the District’s PQD.
Here are some suggestions for content:
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COT 1
• Club Officer Role
Breakouts
• Club Success Plan
• Building a great officer
team

COT 2
• How to recruit your
new club board
• Organization of
Speech Contests
• DCP status (vs.
Success Plan)

In general
• Moments of truth
• PR/Social Media
• Membership Building
• Pathways
• EasySpeak
• Successful Club &
Leadership
Excellence Series

The Club Officer Training Materials* also are a good resource for content
and COT topics. Here you can learn more about how to conduct and fill
the above-mentioned trainings, providing you want to hold the trainings
yourself. If you feel you are better at organizing than actually presenting,
then invite other members in to hold the various workshops for you.

8.2 Toastmaster Leadership Institute
8.2.1 What is Toastmasters Leadership Institute (TLI)?
A TLI is the presentation format in which training programs are
conducted. COTs belong basically within this format, as do all workshops
and courses the District, Divisions or Areas offer their club members.
The goal is of course, like the COTs, that the content guarantees that
each club officer has the opportunity to get the training necessary for
success in their specific role.
A TLI can replace COTs and be a full day event organized jointly between
Division and Area Directors. It contains workshops and trainings,
possibly parallel in multiple languages, and even keynote speeches,
fulfilling the obligations to train club officers and members. TLIs provide
value by ensuring club officers can choose their electives, so they can
attend sessions that are of special interest to them. It is recommended
to have social activities where attendees mix and mingle (e.g. all bring
food and share at lunch time).

8.2.2 Who can attend TLIs?
●

Current and incoming club officers
22

●

Toastmasters’ members not holding club office but interested in
learning about or improving their Toastmasters leadership and
communication skills

9 Club Visits
In order to be eligible for the Distinguished Area Program, you need to
visit at least 75% of your clubs at least twice: between July 1st and
November 30th and between January 1st and May 31st.
Club members and guests might not know what an Area Director is.
When asked to introduce yourself, mention that you are the club’s Area
Director representing District 107. Remember: as an Area Director you
are a role model.

9.1 Execute your club visits
9.1.1 Before Your Visit
Set up a visit to each club as early as possible. It works best if the clubs
know about your visits a couple of weeks or meetings in advance. Be
aware of the meeting location (online vs. in person) and plan time to
travel, if necessary. It is recommended to plan time before or after the
meeting to discuss club matters and your impressions. Download and
bring the Area Club Visit Report* to your visit to know what to look out for
throughout the meeting. Feel free to ask the VPE to assign you a role.
This can be any role, Pathways speech or even an educational speech.
If you talk about topics, such as DCP, make sure to explain the
background so members that have not heard about it before can follow.
Visits are the most beneficial when they are done in the first two months,
i.e. July/August and January/February.
•
•
•
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Club officers just took office. They tend to be the most
enthusiastic at the beginning of their terms.
You can talk about the importance of attending the COTs.
You can recruit for your Area Speech Contests while you are
there.

•

You can gather information, set goals (Club Success Plan*), and
address issues with the club early on.

9.1.2 Before your visit check:
•
•
•

The status of the club in the Toastmasters Dashboard (see
below).
Whether the club is celebrating a major anniversary. You can look
up the club’s charter date on the DCP Dashboard.
recent education awards earned by members. You can
congratulate them on those awards.

9.1.3 At Your Visit
Plan to arrive at the venue 20 minutes early (if in presence). That leaves
some buffer for unexpected delays (e.g. extra-heavy traffic) and you
have some time to talk to club officers and members. Take notes for the
Area Club Visit Report* during your visit. Wear your name badge and
Area Director pin.

9.1.4 After your Visit

Write a brief email thanking the club for the opportunity to visit them. If
they have any questions that you were not able to answer during your
visit, research the answers and get back to them.
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9.2 Club Visit Reports
In order to receive your Area Director credit, you are required to not only
visit the clubs but also submit your club visit reports in District Central on
time (see chapter 17.4).
Make sure to be informed about your club before the club visit. A lot of
information can be found on the Dashboard.
● Club number, Area, Division, District
● Number of members
● DCP goals achieved
If you want, you can pre-align the comments in your report with the club
officer to confer before officially submitting it. Your Area Director report
is very important. Your DivD, District Trio and Toastmasters International
read your reports and get an impression of the clubs and their needs. In
addition, it is a great opportunity to give feedback to the Club President
who also receives a copy.
Amongst others, it is informative for the District Trio to be made aware of
members who might be potential future leaders (your possible
successor).

10 Distinguished Programs
10.1.1 Distinguished Area Program
The Distinguished Area Program* measures the strength of your Area
and its clubs. You are in charge of your Area’s performance, and one of
your goals as an Area Director is to guide your Area towards recognition
in the program.
Areas with at least three clubs in good standing automatically participate
in the Distinguished Area Program. This club base increases if
membership dues of a weak club (less than 8 members) are paid after
July 1 and a club gets back to good standing. To be considered for
recognition, Areas must meet two further qualifying requirements:
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•
•

Areas must have no net club loss.
Areas must submit the Area Director’s Club Visit Report* for 75%
of its club base for each round of visits.

In addition, the requirements listed as achievements in the displayed
table qualify you for the respective recognition.
Achievement

Recognition Earned

Distinguished Clubs equal to at least Distinguished Area
50% of the Area’s club base
Distinguished Clubs equal to at least Select Distinguished Area
50% of the Area’s club base plus one
more Distinguished Club
Distinguished Clubs equal to 50% of President’s
the Area’s club base plus one more Area
Distinguished Club and a net club
growth of one

Distinguished

Read the Toastmasters International District Recognition Program* or
ask your Division Director for additional information.
Note: goals were temporarily modified for the program years 2022-2023
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10.2 Distinguished Club Program (DCP)
DCP is one way to measure how clubs are doing. In fact, it is the most
prominent metric that is endorsed by Toastmasters International.
There are 3 levels of recognition in DCP:
•
•
•

Distinguished — 5+ out of 10 points
Select Distinguished — 7+ out of 10 points
President’s Distinguished — 9+ out of 10 points

Your club’s performance in DCP affects your Area’s performance, your
Division’s Distinguished Division Program, and your District’s
Distinguished District Program. Since it affects all levels of the District,
we request you to keep an eye on the DCP and support your clubs in
achieving their best. Nevertheless, DCP is only a metric. It does not
necessarily define a club’s health. However, it is an indicator whether a
club is doing well or might need your support.

11 Speech Contests
As an Area Director, you oversee your Area’s speech contests. It is highly
recommended that you appoint other Toastmasters members to be
contest chairs. Even in this case, you still oversee the contests and work
closely with the contest chairs to ensure their success. Be sure to start
planning early and recruit volunteers to help you. The official District
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contest languages are discussed and decided every program year at the
DECM and DCM. Contests in other languages can be held up to Division
level, if desired.
There is only one official contest season per year in spring. Ensure your
clubs have held club contests. In District 107 the decision to allow 2
contestants per club to compete at Area level providing the Area has 4
or less clubs, is made at District level (normally moved by the PQD). The
situation is the same for Area representatives progressing to Division
levels (4 or less Areas). In addition, you as AD can still arrange other
contests amongst your clubs if you wish, and they are up to it.
Remember all speech contests must be organized well in advance:
1. Download and read the Speech Rule Contest Book, which must
be followed.
2. Book locations, if in presence.
3. Organize prizes and trophies, get certificates printed etc.
You can give the Speech Contest a topic. We recommend using
Padlet.com to send out contest information and structure the agenda.

12 Mentoring
Mentoring is an important part of our Toastmasters journey. A mentor
serves as an experienced and trusted advisor. We do see different kinds
of mentoring in our Toastmasters environment.
Because of the great impact mentoring can have on individuals but also
clubs as a whole, Mentoring has been an important topic for our District
in the past and it will remain one of our focus Areas for the upcoming
years as well. We ask for your support to bring this topic to the attention
of all clubs and members in our District.

12.1 Personal Mentoring
We highly recommend you find a mentor for your role this year. Ideally,
this person has served in your position before or is an experienced
Toastmaster. This person will be able to guide you, answer your
28

questions but also challenge you and serve as a sounding board for your
ideas.
Don’t be afraid to approach someone and ask him or her to be your
mentor. Most people feel honored and are happy to support you in your
role. It might be helpful to tell him/her why you would like them to be your
mentor.
In the beginning we recommend you set up guiding principles for your
mentoring relationship (e.g. meeting frequency, expectations, goals, ...).

12.2 Mentoring in your clubs
For clubs in the founding process you can refer to the chapters Club
Sponsor and Club Mentor. For clubs with low membership (12 or less)
you can refer to the chapter Club Coach.
We see the role as VP Mentoring as a crucial role of a successful
Toastmasters Club. This reduces the broad variety of responsibilities of
the VP Education and allows one person to spend their full attention on
the important topic of mentoring within a club.
Responsibilities of the VP Mentoring are:
● find buddies (onboarding mentors) for new members to get
familiar with the Toastmasters world (Pathways, EasySpeak,
IceBreaker)
● ensure all members have a mentor to work on their development
● guide interested members in the Mentoring path (available after
level 2 completion in Pathways)
● answer questions about mentoring
We hope to see the role of VP Mentoring in more and more clubs even
though there is currently no club officer credit for this role.

13 Communication
Communication is key in team collaboration. As an AD you are part of
the District Leadership Team, but you are also a team leader for your
Area.
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13.1 Team Work

STORMING

FORMING

Working in a team can be the best experience ever, but it can also be a
challenge. Especially when a new team is formed, there can be
challenges. A great model on different phases of team development can
be seen below.

Characteristics

Strategies

•
•
•
•
•

•
•
•
•
•
•
•

Taking the “lead”
Being highly visible
Facilitating introductions
Providing the “big picture”
Establishing clear expectations
Communicating success criteria
Ensuring response times are quick

•
•

Requesting & encouraging feedback
Identifying issues & facilitating their
resolution
Normalizing matters
Building trust by honoring
commitments

•
•
•
•
•
•
•

NORMING

•
•
•
•
•
•

Displaying eagerness
Socializing
Generally polite tone
Sticking to safe topics
Unclear about how one fits
in
Some anxiety & questioning
Some resistance
Lack of participation
Conflict based on
differences of feelings &
opinions
Competition
High emotions
Starting to move towards
group norms
Purpose goals are well
understood
More confident
Improved commitment
Members are engaged and
supportive
Relief lowered anxiety
Developing cohesion

•
•

•
•

•

Recognizing individual & team efforts
Providing learning opportunities &
feedback
Monitoring the “energy” of the team
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PERFORMING

•
•
•
•
•

ADJOURNING

•
•
•
•
•

High motivation, trust &
empathy
Individuals defer to team
needs
Effectively producing
deliverables
Consistent performance
·Demonstration of
interdependence & selfmanagement
(Also referred to as the
transitioning or mourning
phase)
Shift to process orientation
Sadness
Recognition of team &
individual efforts
Disbanding

•
•
•

•
•
•
•

Guiding from the side (minimal
intervention)
Celebrating successes
Encouraging collective decisionmaking & problem solving

Recognizing change
Providing an opportunity for
summative team evaluations (lessons
learned)
Providing an opportunity for individual
acknowledgements
Celebrating the team´s accomplishments (an after party)

We would like you to be aware of the different phases there might be and
how you might overcome them as the leader of a team.
In general, we recommend you to build a team around you to support
you in your role. This will allow you to also delegate tasks and not need
to do everything yourself. Overall, it is recommended to set clear
expectations from all sides. This will help you and your team members
to create a baseline and understanding of what you expect of others and
their expectations towards you. In addition, it allows you to come back to
these expectations and base rules when you might be facing challenges
in your teamwork.

13.2 Feedback & 360° Review
We all grow through feedback and the biggest room is - the room for
improvement. Therefore, it is important to give but also receive feedback
on a regular basis. We tend to forget about the need for feedback
especially in leadership positions. We highly recommend you to use the
360° feedback* method and collect feedback from your team and
superiors at least twice throughout your term.
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13.3 District Newsletters
The District Team might provide newsletters with important information
for you and your clubs on a regular basis. We recommend you read these
newsletters to stay up to date and share the most important information
with your club officers or at least the Club Presidents. Some newsletters
will also be dedicated to the club officers directly. We hope that this will
also allow you to answer any questions that might arise from your club
officers. In case something in the newsletters is unclear, please do not
hesitate to approach your District Trio for support.

13.4 District WhatsApp Groups
WhatsApp is one of the major tools for communication in our District. We
understand and accept that you might not be using WhatsApp and
important information is not solely shared through WhatsApp. However,
please understand that we cannot accommodate everybody's
preferences.
If you are using WhatsApp, you should already be part of a District
WhatsApp Group with all District Leaders of the year. In case you have
not been added yet, please reach out to your Program Quality Director.
In addition, we might create dedicated WhatsApp groups for special
topics throughout the year. In case you want to be a part of those, your
Program Quality Director will also be able to help you. An overview of
our District WhatsApp groups* can be found on the District Website.
In addition, feel free to create further WhatsApp groups or use other tools
for communication with your team and colleagues.

13.5 Get a dedicated Toastmasters email address
If you do not have one already, we recommend you as a District officer
to get a dedicated email address for Toastmasters purposes right at the
beginning of the year. This will help you to keep a better overview of all
Toastmasters matters including our District newsletters.
One provider to easily get a dedicated email address is Google. Of
course, any other email provider is accepted. A benefit of a Google email
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address is the access to our District Google Drive. Therefore, here is a
brief introduction on how to create a new mail account with Google:
1. Go to google.de and click on “Sign in” in the top right corner (sign
out of your existing account if signed in already).
2. Click “Create account -> for myself” at the bottom of the page.
3. Fill in the provided form incl. your preferred email address (e.g.
“name.last.tm@gmail.com” and the following pages.
4. “Confirm” your settings and your new account will be created.
After you created your new email address make sure to replace your
current email address with the new one in your profiles on
Toastmasters.org and EasySpeak (tmclub.eu). Please also send a
short information to your District Director to make sure this email address
is used for further communication.
For changing in EasySpeak: Log in to tmclub.eu with your existing
account. After selecting “Profile” in the top navigation bar you see your
registration information. Enter your newly created email address and
don’t forget to “Save” your new settings.
Sign in to toastmasters.org (login can be found at the top of the page).
After Log in your name will appear on top of the page. Click on it and you
will see your profile including “Contact Information and Privacy” on the
left side of the page. Click on “Edit Contact Information and Privacy”. In
the tab “Contact Information” you can edit your email address. Please
make sure your email address and postal address (tab Address) are up
to date since this information will be frequently used by the District.
As a final step we recommend you to add a dedicated email signature
for your role. We will provide you a template for your email signature
within the first couple of weeks once the slogan for the year etc. has been
defined. Until then you can use a signature like below.
How to change your signature:
1. Go to Google and select “Settings” in the top right corner ->
Select All settings
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2. In the section “Signature“ enter your text in the field. You can also
format the text, add a picture and change the style.
3. Save your changes at the bottom of the page.

Example Email signature you can copy:

Name Lastname
Your role (e.g. Area A4 Director D107)
Name.lastname.tm@gmail.com
Your phone number (incl. country code)
District 107
D107 – Motto (“Fun. Connect. GROW” in 2022/2023)
https://www.tmdistrict107.org

13.6 Conflict Management
Over time different opinions and conflicts might arise. We have seen that
it is an important topic and can occur even when you don’t expect it. In
case this happens to you throughout your term, we recommend you to
openly discuss the situation and not to sweep it under the carpet. In such
situations it can be helpful to seek support from unaffected or neutral
parties.
Of course, we know that it can be difficult to deal with conflicts especially
in the heat of the moment. However, remembering our core values of
INTEGRITY, RESPECT, SERVICE and EXCELLENCE might guide you
in these difficult situations.
There are considerations ongoing on how to support this topic and more
information follows as soon as the District can support this important
topic.

14 Renewal Periods
There are two renewal periods:
● April 1st to September 30th
● October 1st to March 31st (of the next calendar year)
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New members pay prorated dues that cover their memberships from the
date of joining to the end of the current renewal period. Existing members
pay dues for a whole renewal period. There is no way to pay for or extend
a membership by any smaller amount or shorter period. Some Club
Treasurers collect dues for a whole year and pay annually instead of
biannually.
It is your duty to remind clubs of final payment dates and work closely
together with the District team, in order to get the Club Treasurers to
transfer members payments in good time to Toastmasters International.
Please ensure that you, as an Area Director, have paid your dues. In
addition, please remind contestants from your Area to be in good
standing throughout the whole contest period if they wish to compete.

15 Budget/Concur
As a District Officer you will be given a budget to cover COTs and Area
Contest expenses. The sum is intended to cover: your contest venue,
trophies and certificates. If you supply beverages/food the clubs or
participants must pay a cover fee.
You will get more information of the amount etc., at one of the first District
Officer Trainings.
The travel to your club visits (based on km in Google Maps) are
reimbursed separately. If you have in-person club visits, your Division
Director needs to approve them before you can claim the expenses via
Concur. The details will be shared with you.
All of your District Training is partly paid by the District (travel and
accommodation).
CONCUR is the tool we use for reimbursing expenses. The Finance
Manager will be in contact with you to inform you how to use CONCUR.
For this you will be sent a password you will need in order to activate
your account and access Concur. If you have been a District Officer
before, your old account will be reactivated and you don’t receive a new
password. If you do not sign up with CONCUR at the beginning of
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the year, you will not get your money refunded since CONCUR is
the only way. Please always keep your receipts and attach them to your
claim reports.

16 Pathways & EasySpeak
There are two IT systems that are important and frequently used in all of
our clubs - Pathways Basecamp and EasySpeak. Nevertheless, some
clubs still struggle with these systems. In case you do not feel
comfortable with Pathways or EasySpeak, please reach out to your
Division Director.
Especially in regard to Pathways, we see a restraint in some clubs on
using it even though it is our educational system. An indication for this
restraint is the Pathways adoption rate. You will be able to download a
report in District Central on toastmasters.org on how many (new)
members and officers are registered in Pathways. Please make sure to
especially have a conversation with your clubs with low acceptance rate.
In addition, you are a role model for your clubs, so please make sure to
actively use Pathways yourself. This will also allow you to answer
questions your clubs might be having.
EasySpeak is used by many clubs to manage their meetings and role
assignments. However, EasySpeak has many more functions. Besides
the club functionality, EasySpeak also reflects your Area and allows you
to organize meetings, reach out to club officers and members through
mass mails etc. The District has an EasySpeak Lead to support in case
clubs are having questions or issues. Ideally, each Division also has a
local EasySpeak representative. Check with your Division Director who
this is. Please be aware that there are several EasySpeak systems
outside our District which are not connected with each other.

17 Resources
17.1 D107 Website
Additional resources for many topics mentioned in this handbook as well
as further topics can be found on our D107 Website: resources
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In addition, the District website itself contains main information that might
be helpful for you, such as an overview of all District Officers including
your Trio, as well as our D107 awards. Please review the awards to make
sure you can consult your clubs about the awards that might be relevant
for them.

17.2 Social Media
We are present on many different social media channels such as
Facebook, Instagram or LinkedIn. Make sure to follow us to keep up to
date and feel free to share important events in your Area and Division
with our Social Media lead to get the attention they deserve.

Facebook Page:
https://www.facebook.com/ToastmastersInternationalDistrict107
LinkedIn:https://www.linkedin.com/company/toastmasters-district107
Instagram: https://www.instagram.com/toastmasters.district107
YouTube: District 107 in Youtube

17.3 Where to get help and support externally
Of course, you will get help from your AD colleagues, your predecessor
and your DivD. Feel free to use the WhatsApp group for any questions
you might have. Beyond that we have the Trio and Extended Core Team
to support you as part of their roles.
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17.4 District Central

District Central allows you to access all information and helpful material
about your Area. Here is a short overview of some of the content you can
find there (this is District Director’s view):
•
•
•
•
•
•
•
•

Area Director Visit Reports: Schedule visits and enter your report
on the impressions during the visit
Leads and Prospective Clubs: an overview of clubs in the
chartering process
District Awards: history of District awards in past years
Reports: Download a report of members and club officers (incl.
contact details) - handle confidentially
Distinguished Performance Report: link to the dashboard
explained in the following chapter
Wire Transfer Instructions: instructions on payments per wire
transfer
Pathways Adoption Rate: Report on Pathways registration per
club for (new) members and club officers
Area Success Plan: you can download the success plan template
and upload your filled in version to plan and track your progress
throughout the year
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17.5 Toastmasters Dashboard
Dashboards and reports are valuable tools for tracking and analyzing
District, Division, Area, and Club performance and overall health. These
tools provide important detail that can help Club Officers and District
Leaders to:
•
•
•
•
•

Track progress and growth
Identify trends or any irregularities that may need further
investigation
Spark new ideas
Improve planning
Enhance decision making

It is imperative that you know how to access, use and read the
Dashboard.
You can find the District 107 dashboard under:
http://dashboards.toastmasters.org/district.aspx?id=107&hideclub=1
Please play around, open all the tabs, get to know what you can find
here. It will be very helpful, especially later on in the year as things get
updated as the year progresses.
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See below for what information you can find on the Dashboard.

Below find some screen shots regarding what to expect for the
Performance Reports.
Use the drop downs at the top of the page to select or change District,
Program Year, Month, as of snapshot date and Export which is for
downloading data.
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For each District you will find the following: (District 2 is used here as
an example):

If you click on the other tabs at the top, you will also get more detailed
information on various levels of the District, such as Club Performance
and Club Status, which is important for you to read and know. Especially,
the Club Status report will show you, as we move further into the year,
how many DCP points and the status of each of your individual clubs.
Ensure that the Club Presidents also know how to open and read these
reports, relevant to them.
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Continuing down on the “Left Hand Side Navigation” you will find under
“Other Reports”: Daily Reports and Additional Reports.
Daily Reports: Here you can check:
• Dues renewal status for October and/or April
• Club Officer List Status
• Current Year Educational Achievements (also previous years)
• Current Year New Clubs and Prospective New Clubs
• New Club Sponsors and Mentors
• Club Coaches

Additional Reports:
Choose District 107. You might want to look at this data together with
your Division Director, for you all to understand the needs of the Divisions
and Areas.
Check also the “Almost” distinguished clubs and the Area’s to-do’s.
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18 Have a good time and enjoy.
The authors of this handout, Katharina Zaiser, DTM and Elizabeth Smith,
DTM, hope this is useful information, which you again and again, when
in doubt can turn to. (Also to Pablo Garcia).
Best of luck with your year of being an Area Director. The experience of
being a District Officer has changed our lives. It will change yours too!
Contact Details:
Katharina Zaiser: Kathi.zaiser.tm@gmail.com
Elizabeth Smith: elizabeth.a.c.smith@gmail.com
Pablo García Estévez: pge.tmi@gmail.com
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