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So, You’re A Department Chair…
Now What??

Presenter Notes
Presentation Notes
Katie  - Thanks for joining us today! We’ll begin at the top of the hour. As a reminder, all participants are muted, and your video is turned off.At any time, you can type a question or comment into the Question Box.
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Robin Dorf, 
Northwestern Division Chair

Presenter Notes
Presentation Notes
Katie to introduce
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So, You’re A Department Chair…Now What??

Presenter Notes
Presentation Notes
Barb: It is a great honor to serve as a Department Chair, but it can also be overwhelming, especially if it’s your first chairmanship. Have you ever had second thoughts? We hope our webinar today will help you become more comfortable and show you where to find resources to get you through this year. One of the most important tools in your toolbox is your MyAuxiliary account. If you don’t have an account, you can contact Leadership@ALAforVeterans.org for a short training clip on how to set up your account. 
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How and where do I start? 

Presenter Notes
Presentation Notes
Barb: Let’s start by going to the National ALA website, ALAforVeterans.org, and choosing the Member Log In option. Enter your login information, then let’s navigate to our starting point.
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Presenter Notes
Presentation Notes
Barb: A great place to start is by going to the Committees tab on the National website, which lists all the committees.Select your committee to display the main page with links to program awards, reporting guidelines, and other valuable resources. You will see the dates for year-end reporting and awards, a summary of the program purpose, and key program statements. Let’s have a look. 
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Presenter Notes
Presentation Notes
Barb:  For this webinar, we will choose the Leadership committee, but every committee page has a similar layout.  On the main committee page, there are tabs for Get Involved and Join Facebook group. Along the left side are links to the program awards, reporting guidelines, and leadership key resources.  You also notice the Important Dates are listed on the main page, along with the Purpose and Key Program Statements.Let’s look at the Get Involved tab, which will get us to the heart of the program. 
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Presenter Notes
Presentation Notes
Barb: The Get Involved tab contains the Program Engagement Plan (PEP for short), which is similar to the former Program Action Plans but will be maintained as a living, breathing document. Links to the program key resources are displayed on the left side of the page. By reviewing the information on this page, chairmen can become familiar with their program's purpose and understand ways to promote their program within their Department, District, or Unit. Think of the Program Engagement Plan as your roadmap to success during your year as chairman. Just remember to “Get Involved” to get started.
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END OF YEAR REPORTING

Presenter Notes
Presentation Notes
Barb: I would now like to welcome Leadership Committee Vice-Chair, Kathy Daudistel to bring us information about end of year reporting and program awards. And again, remember all programs have similar information available. We are using the Leadership Program as it is our favorite.
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Presenter Notes
Presentation Notes
Kathy: Have you ever wondered how to get more reporting information from your Units? Last year, committees added helpful hints for end-of-year narrative reports, so we’ll go back to the main program page. 
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Presenter Notes
Presentation Notes
Kathy: By clicking on the program's annual reporting guidelines link, you will be directed to a page with helpful information for chairmen to use when contacting their units for end-of-year reports. The guidelines are just that … guidelines. If you have other information that you want to gather, please feel free to create your own end-of-year report. The most important thing is to remember your divisional and national chairmen want to see your end-of-year report by May 15th, so they have time to review, and help you apply for awards that your may qualify for.Which brings to my favorite topic: AWARDS!
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AWARDS

Presenter Notes
Presentation Notes
Click through
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AWARDS

Unit Member of the Year
June 1st 

Best Department Program
June 1st

Most Outstanding Unit Program,
June 1st 

Presenter Notes
Presentation Notes
Kathy: On to the good stuff!!   AWARDS.    We have three awards with UNIT MEMBER OF THE YEAR being the ‘easiest one’ to attain.  First – let me show you how to get to the award criteria and how to submit the information.
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Presenter Notes
Presentation Notes
Kathy: Barb showed you previously how to get to the Leadership committee page.     We are going to start with the most important award – the Unit Member of the Year – Click on the link
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Presenter Notes
Presentation Notes
Kathy:     And you are taken directly to this page .  Everything you need to know about the Unit Member of the Year award can be found.   Remember, each department can only submit one unit member of the year but every unit can submit a worthy member to the department.  Some departments celebrate all of the submissions at the department level.   
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Presenter Notes
Presentation Notes
Kathy:    This form is the one used by the Department Leadership or Past President Parley chairman to submit their Department’s winning member. Some Departments honor their Unit Member of the Year through their Past Presidents Parley program, which is certainly OK. The most important thing is that we recognize our deserving unit members. 
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Presenter Notes
Presentation Notes
Kathy:    Back to the Leadership Committee main page – you can also click on the Leadership Program Awards link.  
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Presenter Notes
Presentation Notes
Kathy: This page for each program contains everything you need to know about program awards. The Units can submit directly for the National competition using this link, or if you, as Department Chairman, have a great unit report, you can submit it. Or encourage the Unit to submit for an award themselves. Each division will have one winner, for a total of five winners.
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Presenter Notes
Presentation Notes
Kathy:  We need the real page here!!! 
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Presenter Notes
Presentation Notes
Kathy:  We will now move into an essential part of being a chairman, and that is establishing communication channels within our organization. I’d like to welcome Northwestern Division Chair, Robin Dorf, to present our next segment 
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Communication Pipeline

Presenter Notes
Presentation Notes
Robin:  We have probably all heard about a communication pipeline, but what does it mean in our ALA world? In the perfect world, communication flows up and down a “pipeline”. In our ALA world, this translates to committee information shared by the National Chair →Division Chairs →Department Chairs → District/County Leaders→, Unit Chairs/Presidents → Unit Members. This information should also flow upward from Units → Districts → Department Chairs → Division Chairs → National Chair. The National Chairs love to hear what our grassroots members are doing so that we can share it with other departments and unit members.
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Monthly Bulletins

Presenter Notes
Presentation Notes
Robin: ALA program committees work diligently every month to create a newsletter chock full of information about your program. We encourage you to review and share information when you receive bulletins from your Division Chair. You can post their bulletins on your Department’s Facebook page or send them via “blast” email to your District leadership. They can be a great help in getting the word out to Unit members. Above all, please be receptive to communication from your Division Chairs when they reach out to see how you’re doing.
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Quarterly Committee Zooms

Presenter Notes
Presentation Notes
Robin: National Committees hold three quarterly Zooms to share information about the program and offer Division breakout sessions that allow Department Chairs to share what their Departments are doing. If you can’t attend, please ensure your Division Chair knows and asks your Department President or another representative to attend. These video conferences are a great way to learn about your program and, more importantly, establish networking with other chairmen in your division. 
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Committee Facebook Groups

Presenter Notes
Presentation Notes
Robin: Committee Facebook Groups: As mentioned earlier, participation in your committee’s Facebook group allows you to interact with like-minded members, share ideas, and ask questions. Every program page has a ”join link” for its Facebook group for you to select and get active. You’ll need to answer several questions before being admitted, but once you are a member of the group, you will find many new ideas and contacts to share and learn. Just remember, due to the group's privacy settings, members can’t share posts, but they can copy and paste the content to another Facebook group. 
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Presenter Notes
Presentation Notes
Barb:  Thank you for joining us today as we shared some ideas to help you succeed as a department chairman or as a chairman at any level in our organization. Remember to reach out to past chairmen who have held your position, as they may have some great ideas to pass along – what worked, what didn’t, what they didn’t have time to try, etc. We must build bridges with those who have gone before us and ensure we are equipping those who follow in our footsteps. By working and learning together, we can make our programs stronger using the resources that are available to us. I'll ask our program coordinator, Katie, to share a PDF in the chat box that contains information about location of the Program Engagement Plans, National website resources, and committee contact emails for those who have more questions after today. [Katie:  share the PDF that Stephanie sent yesterday]
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Leadership@ALAforVeterans.org

Presenter Notes
Presentation Notes
Barb:  As we begin our Q&A session, several questions submitted with registration were about how to find the information to help them succeed. I hope we answered some of those questions today, but we want to share the questions in case others have similar questions. We'll walk through as many of those as have time for. If we run out of time, we'll respond directly back to the submitter.  [Katie: keep the Q&A slide up as we walk through the questions that we received with registration..if we have time for questions in the Q&A box, we'll address those; otherwise, I'll ask you to capture them so we can respond directly] 



26

A Community 
of Volunteers 

Serving Veterans, 
Military, 

and their Families

Presenter Notes
Presentation Notes
Barb: Thank you again for attending our webinar today. We hope you learned something about the resources available to you to help you have success this year and in the future. The webinar will be available in the ALA Academy soon. Have a great day!
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