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[bookmark: _Hlk101861016]Your grant management seminar is a chance to inspire and prepare grant committee members and other Rotary members who want to take part in grant-funded projects. This leader’s guide is a base for you to use or edit as you plan your program. The sessions are written for you — the organizers and trainers — to adapt to your needs. GRANT MANAGEMENT SEMINAR LEADER’S GUIDE

The information in this guide is based on the club memorandum of understanding, the Terms and Conditions for Rotary Foundation District Grants and the Terms and Conditions for Rotary Foundation Global Grants (which are now separate documents), and The Rotary Foundation Code of Policies that took effect 1 October 2021. Please refer to those resources for specific guidelines. Changes to those documents made by the Board of Directors and the Trustees override policies referred to here. 
This guide has been condensed because of the breadth of content that’s now available in Rotary’s Learning Center. To get the most up-to-date material, review the Grant Management Seminar courses and compile the relevant information for your in-person event. We also recommend that the people who will be the primary contacts on a grant complete the Grant Management Seminar series before they apply for funding. 
Purpose
Your grant management seminar is a key step in helping clubs understand grants and develop effective, sustainable projects. If a club wants to apply for a global grant, a member of the club needs to complete the seminar as part of the qualification process. 
Planning
The grant management seminar can be an in-person event, an online course, a webinar series, or a combination of these. It can take place at any time of year and can be held as a stand-alone meeting, in conjunction with another event, or as multiple seminars. 
These district leaders are involved:
· The governor-elect, who will approve district grants and global grant applications, and manage district qualification in the coming year
· District training committee members, who plan the seminar and prepare the session facilitators
· The district Rotary Foundation chair and the district grants and stewardship subcommittee chairs, who advise on the seminar’s content and oversee club qualification
· The district international service committee chair, who supports the district Rotary Foundation committee and serves as a general resource
Use the grant information in My Rotary and in the Grant Management Seminar online courses to supplement the information in this guide. If you’re hosting an in-person event, make sure the location offers wireless internet strong enough for people to access the online materials. 
Format
To begin planning, consider whether you’ll host this event in person or virtually, or use a hybrid model (also known as a blended model) that combines in-person and virtual learning. Your decision will be based on factors such as timing, cost, or travel conditions that could be different for each meeting you convene. Before you choose a format, however, review these definitions: 
In-person events take place at one location with all the participants there and learning at the same time. 
Virtual events take place using online meeting software or an event platform, with all the participants joining at the same time from different locations. 
Synchronous hybrid events allow some participants to attend in person while others attend virtually, all at the same time. 
Asynchronous hybrid events allow you to train some participants in person and offer a virtual option at a different time. Note: If you’re planning to conduct some or all your training virtually, take the Conducting Training Online course to learn the best practices and observe demonstrations of virtual facilitated discussions. 

Take the Hybrid Meetings course to understand the technical needs of a synchronous hybrid event.



Participants and materials
Clubs need to send at least one member to this seminar in order to be eligible to apply for global grants — ideally, the person who’ll serve as the primary contact for the grant. The Foundation recommends that the club secretary, treasurer, and Rotary Foundation chair attend, as well as any members who plan to be the primary contact for future global grant applications. 
Club leaders should complete the seminar before their year of service begins, so they’ll be qualified for global grants at the start of their terms.


Make sure participants receive and review grant materials well before the event, including:
· A Guide to Global Grants 
· Club Qualification Memorandum of Understanding (MOU)
· Terms and Conditions for Rotary Foundation District Grants
· Terms and Conditions for Rotary Foundation Global Grants
Participants in blended (hybrid) events will use a combination of Learning Center courses, in-person events, and virtual meetings. All members can access the online courses in the Learning Center, which offer self-paced, interactive learning. Ask participants to complete the assigned courses before the event, so that everyone arrives with the same base level of knowledge. District leaders can access Learning Center reports to track which participants have completed the courses.
Participants can also take the Grant Management Seminar courses in the Learning Center to learn more about global grants before they meet for discussions. People who have previously completed the full series can take just the Grant Management Seminar Recertification course for that year. 
If you’re conducting this training in person, ask participants to bring laptops, tablets, or other mobile devices to use during the workshop activities and to access the online resources. 
Sessions
Most learning events include general sessions for all participants and breakout sessions on specific topics. 
A general session can motivate and inspire participants. It typically includes:
· An overview of the event and its schedule, if it’s held first
· A summary of the most important points, if it’s held last 
· Information about topics that are relevant to a large audience
· District business matters
· Motivational stories
Breakout sessions allow participants to: 
· Learn more specific or detailed information 
· Ask questions in a more interactive environment
· Engage in discussion
· Share ideas or suggestions
The breakout sessions in this guide deal with the responsibilities of clubs that take part in grants. The breakout sessions accommodate an in-person, virtual, or hybrid format.


Tips for using the leader’s guide
Review the sessions in advance so that you have time to plan, adjust the content to the needs of your participants, and rehearse. The breakout sessions include these sections:
· A relevance statement to highlight why the session is important for your audience and how it connects to Rotary’s Action Plan
· Learning objectives that state the intended outcomes of the session 
· Before the session suggestions about reviewing the content and planning your speaking points, discussion questions, and activities relevant for your audience.
· Resources to help you prepare for the session
· During the session tips with recommended information and questions that you can consider as you determine the outline of the session
· Activities that can be separate from or integrated into the discussion, depending on participants’ needs and the format of your event
Your agenda
Develop your agenda using the sessions listed below. Depending on the format of your event and how many trainers are available, you could choose to hold some sessions at the same time and repeat certain ones so that more people are able to attend. Trainers who want to create content on topics other than the sessions included here should use the Grant Management Seminar courses for the most up-to-date information.
Although some breakout sessions are designed to last 60 or 90 minutes, you can adjust the duration. Allot enough time to complete each part and include breaks so people can network after sessions.
As you prepare your program, consider these tips: 
· Survey the participants ahead of time to gauge their knowledge about the training topics and what they hope to learn.
· Give participants the materials in advance so they can be ready for discussions.
· Use regional examples to illustrate discussion points.
· Use culturally appropriate training techniques.
· Vary the format of the sessions to use the most effective approach and to maintain people’s interest.
· Change the seating or breakout session assignments so that participants can work with as many different people as possible.
· Leave time at the end to answer questions. For virtual seminars, encourage people to post their questions in the chat box and set a time to address them.


Sample in-person agenda
Here’s an example of an agenda for a one-day seminar.
	 08:00-08:30
	Registration

	 08:30-09:00
	General session: Qualification 
(This can also be held at the end of the day.)

	 09:00-10:00
	Breakout session 1: Plan Your Project 

	 10:00-10:30
	Break 

	 10:30-11:30
	Breakout session 2: Implement, Monitor, and Evaluate Your Project

	 11:00-13:00
	Break

	 13:00-14:30
	Breakout session 3: District Grants and District Requirements


Sample virtual agenda
Here’s an example of an agenda for a virtual seminar.
	Four weeks before the session
	Have people register and ask them to complete the Grant Management Seminar courses or the Grant Management Recertification course.

	Day 1: 45 min
	General session: Qualification 

	Day 2: 90 min
	Breakout session: District Grants and District Requirements, with time for questions


Refer to the Best Practices for Hybrid Events to learn more about how to conduct a synchronous hybrid event.
Slides
If you plan to use PowerPoint slides, start with the template in this guide and work with your facilitators to create the content. Keep the text brief, with no more than seven lines on a slide. Use district photos or other visual elements to help participants connect with the content. 
Preparing facilitators
After you review this guide, decide who will facilitate your breakout sessions. Schedule time with them in advance to review the logistics of the event, hold practice sessions, and give them feedback on their sessions. To prepare, facilitators can use:
· Courses in the Grant Management Seminar learning plan
· The Trainers page on My Rotary
· Courses in the Facilitator Basics learning plan
It’s important to have qualified facilitators lead your sessions. If you’re hosting a virtual event, ask people who will also be comfortable using the technology and can easily manage the session. Have experts available to answer questions in the chat or help respond to questions at the end of the presentation. Give facilitators the session guides and slides early enough so they can plan their sessions well. Encourage participants to evaluate the sessions they attended (see the sample evaluation form). And finally, have fun!
Questions?
Contact us if you have questions or comments about these topics:
· Grant qualification: qualification@rotary.org
· District or global grants: grants@rotary.org 
· Grant management seminar planning or Learning Center courses: learn@rotary.org 
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