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LION’S HEART

Chapter President

MANUAL

Effective January 15, 2016
The primary responsibilities of the Chapter President (CP) are:

· Assign new Members to groups within the Chapter, create new groups, and recruit, assign and archive CC

· Supervise the awards event (if chapter has 150+ Members)

· Supervise the CC to make sure they are fulfilling their responsibilities

· Be familiar with the CC manual.  

The CP reports to the Director of Operations (DO).

The CP must complete and pass the CC eLearning Class prior to completing and passing the CP eLearning Class.  This manual assumes CP has full knowledge and understanding of CC manual.

Note:  Some directions differ for chapters with fewer than 150 Members from chapters with 150+ Members.  The number of Members in a chapter is determined in October after all of the Pending Members are assigned.  Each CP can determine how many Active Members in their chapter, simply by going to the Home/Search page upon login.  Show:  Members > Status: Only Active > Group:  All Groups > Hit SEARCH.  It will state how many records are located, which is the number of Active Members in your chapter.  

· For Chapters under 150 Members, there is no awards event.  The AD will send awards directly to the CC in these chapters.  

· For Chapters with 150+ Members, there must be an awards ceremony on the first or second Sunday in June.  The CP recruits, assigns and works with the Event Chairman (EC) for an annual Awards Event. Their job description can be found on EC Documents.
Emails:  Most email correspondence will go through the group email tab upon login.  However, when sending emails from your home computer, Lion’s Heart requests you make changes to the font and style of your emails.  

Upon login > Documents > Chapter President Documents > LH Logo Email Footer > Click on this to save to Downloads for use in later steps below.

To do so on an Mac:

Mail > Preferences > Fonts & Colors:  

Message list font:  Avenir Book 18

Message font:  Avenir Book 18

Fixed-width font:  Avenir Book 14

Then go to Fonts & Colors > Signatures >  +  >

Type the following information as follows:

<your Name>

Lion’s Heart, <your position>

<your Lion’s Heart email address>

<your cell>

www.LionsHeartService.org

 Add the LH Logo Email footer
Here is an example of what your emails sent from your home computer will look like:

Sally Smith

Lion’s Heart, Chapter President for CA-Laguna Hills

Sally.Smith@LionsHeartService.org
949.123.4567

www.LionsHeartService.org
<LH footer inserted here>
On a Mac, you can choose to include a “signature” or not when sending an email.  Please always use this signature when conducting LH business.  Thank you!
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Appendix – sample email transmission for each transaction

Chapter 1

Topics in Alphabetical Order

Access: CP has access to Chapter Administration and can also perform the same functions as each CC can. 

Archiving:  It is extremely important the CC uses the correct archive code as this determines the date they can re-enroll if they choose to do so.  Please select code carefully. Whenever a Member is archived, either by the CC/CP or by the system, it will be effective at MIDNIGHT of the same day.  Refer to CC manual for first 6 codes and remaining Archive Codes definitions are listed below. See “Re-enrollment” in Chapter 3 of this manual and “Archive Members” in CC manual for procedures. 

Archiving Codes:
· Refunded- NO Group: There was no CC or no group in the chapter the Pending Member enrolled in or another local chapter. (refer to Chapter 3>Enrollment problems>Year end for details on another local chapter with an opening). 
· Refunded-Ineligible: Member enrolled using incorrect information, i.e. enrolled in wrong grade/age group, or inappropriately enrolled as a new Member, because were an archived Member and used incorrect information to re-enroll.

· Refunded- Enrollment Error: This is more of an accidental enrollment code, i.e. enrolled twice, or thought weren’t enrolled first time so enrolled again.  

· Refunded Unassigned- Moved 30+ miles: Moved before were assigned.

· Special Circumstance-No Refund: i.e. after December 1st, if the CP has to archive an entire group because a CC cannot be replaced. This is a code MUST be discussed with Lion’s Heart management Team.
*Always add a comment under Notes for each Member that is archived. Include your name incase you are no longer the CP. Only CP or LH Management Team sees this information* 
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Archiving – Do Not Archive due to Extenuating Circumstances:  In a very unusual circumstance, a Member might have all of their requirements waived because of a dire situation (a parents or sibling has passed away or the Member might be extremely ill).  This will keep the Member Active, but they will not be automatically archived for missing too many meetings, missed the deadline to pay dues or log in sufficient hours.  The Member will be “flagged” as a “do not archive” with an explanation in Notes.  Only the ED can “flag” a Member in this situation.  There are two ways to see if a Member has been “flagged.”  Next to Membership Status, it will be noted: “This Member will not auto archive.”  A CP can also search for Members under Show on the Search page.  Contact the ED with any questions or a request to have a Member flagged.
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Archive Notification/Refund:  Once a Member is archive they will receive notification from the system why they were archived and says: We are very sorry to inform you we could not place you in a Lion’s Heart group by the October 1st deadline.  Unless you had a hardship discount, your dues will be refunded immediately.  If you paid in February, March, April or May, a Lion’s Heart check will need to be processed and mailed, as your transaction is too old to process a credit on your credit card.  If you enrolled in June or after, the credit card you used during enrollment will be credited within 10 business days. Your emails have been added to our interest list so you will receive important announcements and information about enrollment, which begins February 1st.  We hope you will enroll again so we can get you in a group!

If were an archived Pending Member they receive refund confirmation after ED refunds their money. Depending on date of refund and their billing cycle the refund might take longer to show on their bill.  Those that were on Pending list, longer then 3 months will need to be issued a check as we cannot refund credit cards after 3 months.  A check will be mailed to archived Pending Member within the week of being archived.
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REFUND CONFIRMATION

Description:  Refund-No Group.
Invoice Number: Refund-No Group.

‘Shipping Information

Hiinch85@aol.com

Total

: 130.00 (USD)

DateMme: 2:0ct-2015 16:19:01 PDT

Transaction ID: 7580539734
Payment Method: Visa x000x3944
Transaction Type: Refund

Auth Code:

[Merchant Contact Information

LIONS HEART
Mission Viejo, CA 92692
us

NoReply@LionsHeartService.org
Lion's Heart is a registered tax-exempt organization under section 501(c)(3) o the federal tax code.
Lion's Heart Federal Tax ID number is 26-2781977. wyww. LionsHearService.org (800) 894-8877 ext.
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Archiving/Un-archiving: In rare circumstance, a DO might have to un-archive a Member. Neither a CC nor a CP can do this. 

Archived/Graduated Groups:  The system will automatically archive graduated groups on September 1st of each year.

Awards Event and Event Script:  Any chapter that has a 150+ Members on October 1st is entitled to have an awards event the following June.  If chapter does not qualify for an event, the AD will send awards directly to the CC in these chapters.  (See Chapter 4, 5) Template for Event Script is available in “EC Documents.”
Awards Package:  Prior to the event, each CP in chapters having an awards event will receive from the AD: Torchbearer trophies for groups formed the prior year (in boxes with label of group name), Torchbearer certificates with names and presentation folders, nameplates with current winners, gifts (for CC, CP, EC, both MC and National Anthem singer) and Golden Lion Awards (if your chapter has eligible Members).  If your chapter is large enough to have an awards event, blank nametag labels will also be included.  The AD will send awards directly to the CC in chapters not having an awards event.

Background Check:  All prospective CC and CP must authorize (at no cost to them), a background check for LH to process.  See directions under Class Coordinators in this manual.  The DO will email the CP when background check is approved.  CP will not receive a copy of the report, as it remains confidential.

Banners with LH Logo: If a new CP is taking over for a retiring CP, then the new CP should make arrangements to get these. 

When the chapter reaches 150+ Members, the AD will send the CP:

· Two (2) retractable vertical banners
· One (1) photo backdrop with stand, 
· One (1) 2’ x 3’ Podium Banner, and 
· One (1) ”Welcome” feather flag.
Business cards:  Personalized business cards are not automatically sent to each new CP.  If you would like business cards, please request them directly with the MC.

Calendar: Upon login, Members, CC and CP see the calendar events specific for them. LH management adds deadlines that apply to all Members in all chapters.  The LH Volunteer Outreach Chairman posts volunteer opportunities for specific chapters.   Entries stay 15 days after expiration in case a Member needs to refer to it.  Upon login and clicking on Calendar, the CP views three tabs:

Calendar/Master:  Listed here are all entries made by the LH Management Team for all Members in all chapters.  No editing can be made to these entries.

Calendar/Chapter:  Listed here are all entries made by the VO, specifically for your chapter.  The CP can add events to the calendar for their chapter but would probably be limited to the awards event in June. The directions for the calendar are as follows: Go to Calendar > Master Calendar > Add New Event > and now fill in the following information only:

· Event Name: (for example, Pride of the Lions Awards Event)

· Active: check the box 

· Event Time: (for example 5:00 P.M. – 6:30 P.M.)

· Start Date: date that event takes place.  

· Expiration Date: select the same day if it is only 1 day. If event takes place for multiple, consecutive days, chose an expiration date.  If it is none, consecutive days, you need to create new event for each day of event.

· Event Description (short): type in the What, Why, Where, When, and Who to contact. If you include a website address, highlight the website address, click on the icon (green globe with links underneath) that is on the top right row of formatting palette. 

· Format your content

· Click Preview (at bottom of event description short) 

· If necessary make changes

· Click Save when complete

Calendar/Groups:  Listed here are all entries made by the CC in your chapter.  The CC can add meetings or group-specific events that will be seen only by the CC, their group Members, and the CP. This is a great tool to make sure CC are adding meetings for their group.

Chapter President-Retiring:  As a courtesy to the organization, we ask that the current CP should try to find a replacement before retiring the position.  The current CP knows the best CC and other parent volunteers in the chapter.  After the new CP is identified, forward his or her name and contact information to the DO so the DO can start the process with the new CP.

Chapter Status Report:  Under Groups, a CP can view the status of each group’s class page.  See Class Coordinators/supervising in Chapter Two.
Class Coordinators: It is the responsibility of the CP to recruit, choose, assign, archive, and if necessary, change CC for each group, although the CCL will supervise once assigned.  (See Chapter 2) 

Class Coordinator Roster:  By clicking on Rosters > All Coordinators, you will see the list of CC for the chapter.  

Class Coordinator and Member eLearning Course:  After each new CC successfully completes the online course, the CC will receive an email with instructions to forward the email to the CP.  (See Chapter 2).  If a CP needs to know the progress of a CC or Member taking the course, he or she may contact the DO to find out.  The DO can see if a parent or a Member has enrolled and the progress or completion of the course.

Chapter Founder: The Member who enrolls first in a new chapter will have this distinction on the chapter page, their class page, and on their volunteer log. If there is no Chapter Founder for a chapter, the chapter was created prior to 2015. Please encourage the Member who first contacted you to enroll immediately.  The CP still must honor first come first served policy of assigning regardless of being the first to request chapter to be open. Frequently, the person requesting a new chapter does not enroll.  See CC manual under Chapter Founder for more detailed information.  Email new Member receives upon enrollment (not assignment):
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Dear Don Gibson,

Congratulations and thank you for enrolling as the first Member in this new chapter! *You are and always will be the “Chapter
Founder”! For the group to move forward, we need at least three more Members in the same grade and gender to enroll in this
chapter, plus one parent who will volunteer to be the Class Coordinator. Once your group is assigned, your name will be
designated as Chapter Founder. This will be indicated on the public class page and on your volunteer log which you can email or
print for your own use. We encourage you to recruit more Members as soon as possible, so we can get your group moving
forward! If you need membership brochures to give to your friends, you can order them free on the Lion’s Heart SHOP page.

Again, thank you for enrolling and congratulations!
The Lion'’s Heart Management Team

* If you are assigned to a different chapter (by your agreement), or if you transfer to another chapter at any time during your
membership, you will lose the Chapter Founder title. No Member will replace you as Chapter Founder; there will just be no
designation for that chapter.




Consistency:   To be consistent, please try to use the following words in your communications:  Enrollment or Enrolling (not ‘registering’ or ‘applying’), Pending Member (not ‘wait list’), Assign Members (not ‘place’), and Dues (not ‘fees’).  Always capitalize Member.

Contact Page: All CP can be contacted through their @lionsheartservice.org email address when click on their name on the Contact page.

Discussion Boards: By clicking on the Talk icon on the Search page, CP can view discussions with other CP and post new topics.  CP have their own message boards, but also have access to CC discussion board.  LH Management is notified of any new posts and will monitor both discussion boards for inappropriate topics. The discussion boards were created to help the CC and CP become more productive by communicating issues and problems with each other.

Icon to click on Search Page
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Documents:  Members, CC, CP and EC have documents specific for them created by the LH Management Team.  Upon login, Members only see Member documents, CC see Member and CC documents, EC only see EC Documents, and CP see all documents.

The EC MUST save the event script under My Documents.  The EC can simply go to Documents > Show > select My Documents > Add A New Document.  In the Description, you should include what the document is used for.  If it’s the awards script, be sure to mention in the title “Event Script <year>.”  Choose File from your computer and then > Add Document. The date you upload the document is automatically noted.

Dues (see Refund Policy in Chapter 1):  Upon login as a CC or CP, a CC, CP or any administrator can search to find any Active Member who has not paid their dues -- especially important after the deadline on April 15th.  Simply select Unpaid Members under Show, and Active under Status.  See Payment Inquiry if Member archived however believe paid.
If a new Member has a financial hardship, they may apply for a discount of their new Member dues.  As described on the first page of the Enrollment information on the website, an email must be sent to the founders@lionsheartservice.org with reasons they are seeking a discount.  If approved, the prospective Member will be given a code to be used during the Enrollment process.  This process will delay their enrollment.  LH Management Team makes the judgment on what is a financial hardship, but acceptable reasons for hardship include: spouse lost job, financial troubles, injury or illness.  Unacceptable reasons for hardship:  requests for multiple or delayed payments, bad time of year, college tuition for older child, etc.  There is a space for a discount code on renewing dues.  If an existing Member has a financial hardship, they may also request a discount of their returning dues by sending an email to the founders@lionsheartservice.org prior to April 1st.  If approved, the founders@lionsheartservice.org will provide a code with an expiration date to the family requesting the discount.

If a member cannot pay by credit card, you may suggest they pay with a debit card with a VISA/MasterCard logo or use a friend’s card and repay the friend.  LH does not accept checks or cash.  
Email Abuse response- If receive an abuse response after an email is sent, it is usually because a parent does not realize their work email is listed on their child’s LH contact page and reported our emails as abuse. Please use similar steps as Email Bounce Backs to notify the family of the reason they are receiving the emails.  One email address must be included in their contact info. All emails sent from the system have this at the bottom to help alleviate the problem.  
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Emails - Bounce Backs:  After sending a group email from the system, you might receive bounced emails.  The CC needs to be notified if a Member’s email(s) has bounced back because that means they are not getting LH information.  Search for the email by going to Search > type in email address in box > Search and you will see which Member is associated with that email.  Find the group that Member is in, and forward the bounce back email to the CC for them to rectify.  No further action is required from the CP.  For emails sent from the CC or a Member, the bounce back will only be sent to the CC. The CC should seek to correct these bounce backs and any they receive. 

Emails Not being Received: A CC or Member may forward the FROM and TO email addresses to a CP if an email is discovered to have not been received when sent from the website.  If appropriate, forward to the DO.  The DO will follow through with the investigation.

 

Email Notification of Enrollment:  Each CP will receive an email from the system each time a new Member enrolls in their chapter starting on May 1st through the end of the enrollment period on October 1st.  This is so that the CP does not have to login and review Pending Members on a daily basis.  Prior to May 1st, the CP should be reviewing the Pending Members list daily.
Emails to all Active Members: CP have a @lionsheartservice.org address and their email sent from the website will be sent directly to the recipients using that address. The CP will get a copy of the email to their personal email that is linked to their @lionsheartservice.org one. When a Member or a CC emails from the website it will come from noreply@lionsheartservice.org.   The body of the letter will state the senders email address.  See CC manual Emails and Group Emails for details
· IMPORTANT REMINDER: Do not cut and paste or insert anything into the body or signature of the email.  If you do, it will not go through.

· Volunteer Opportunities: The Volunteer Outreach Chairman will send out all opportunities.  If a CP, CC, or a Member receives a request for volunteers, forward to the VO.

· CP will not be sending out volunteer opportunities, but will send out emails with information about awards event.  All emails are sent from the website. Keep in mind when composing the email that goes to hundreds of people (parents and Members).  See CP Documents for “CP Emails for Awards Event.”

· Be conscious and cautious of sending too many emails too close in date proximity.  People do not want a lot of emails, be respectful and mindful of that.  Two in one week is probably the maximum.

· Please note the LH management team already sends out reminder emails/reminder pop up message upon login to Members about deadlines that apply to all Members, and to CC about deadlines that apply to them, and CP about deadlines that apply to them.

· All emails sent from the CP will have a header in the body of the email that read the name of the chapter:  For example:  Trabuco Canyon (TC) Chapter Only.  This is to avoid confusion if received by a parent of children in other chapters.
· Safety: CP will send out an entire chapter email notification and inform the LH Management Team if the weather in their chapter is deemed too severe for Members to safely attend any LH event/scheduled meeting. 

Emails to Pending Members:  CP have the ability to send emails to Pending Members.  Login and go to Group Email > All Groups> Pending > if desired Grad Year: (select) > Gender: (select).  This is a great way to notify Pending Members if you don’t have enough Members to start a group, or if you need a parent to volunteer to become the CC. Verify that when you preview you see the number of recipients is listed.
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Event Chairman: CP recruits, assigns and works with the Event Chairman (EC) for chapters with 150+ Member. These are volunteer positions and you are welcome to ask people you feel would manage these positions well first. CC or parents of Members can fill these positions. Job descriptions for each position can be found on the EC Secured Documents. (See Chapter 4)

The following username and passwords will allow event chairman access to the website:

Username:  event<chapter initials>

Password:  lionsheart2004

Event Script:  Forward to AD for approval prior to event.  After event must be uploaded to CP “My documents” by July 1st.  CP brings final script to AE to be read.
Food Drive:  It is a LH custom to hold a food drive at the Pride of the Lions awards event in June.  CP requests one group take responsibility for this in April. (See Chapter 5)
Golden Lion Award: Presented only to Members who have been a LH Member in good standing for all six years.  (See Chapter 4, 5)

Group Count:  The current group count is always noted in (  ) next to the group name on the Group drop down (see below from Search/Home page).  After noon (PST) on April 15th, the group count will only reflect Members who have paid their dues.  If and when a CC archives a Member “Quit April 30” the group count in (  ) will not count that Member.  In some cases a group count my fall below 3, see Group Problems in Chapter 3.
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Contact Information

First Name Clay

Last Name Coleman

Address 16 Pegasus Drive

city Coto De Caza

State Calfornia 2

zp 92679

Home Phone (949) 216-9491

cel

School Attending Tesoro High School

Year Grad 2013

Gender Male 2
shirt size Select Size 2

Mother's Name (First, last) Adrianne Coleman

Mother's email donpgibson@gmail com

Mother's Phone (949) 338-0043 200XH00K

Mother is interested [EIMother is interested in becoming a lass coordinator

Father's Name (Firs, last) Jon Coleman

Father's email

Father's Phone (949) 338-0063 200XH00K

Father is interested [EFather is interested in becoming a class coordinator

Chapter Trabuco Canyon (1C) 2

Class Request 20138R(0) [~

Class Assigned

Reenroll Member | [ Decline Reenroliment

Close

(© Copyright 2013 Lion's Hea

®100%





Insurance Certificates:  Venues for awards events will almost always require an insurance certificate naming the owner and operator as “additional insured” and/or “Certificate Holder.”  Occasionally, a CC might request an insurance certificate for a meeting venue.  Contact the AD with the following information: 

· Venue Name

· Venue Address

· Event Date (date range)

· Certificate Holder Name(s)

· Certificate Holder Address(es)

· Where the certificate needs to be mailed or email with Contact Name

The AD will most likely receive it via email and then forwards it via email to the requestor.  The AD will usually get the certificate within two or three business days, but occasionally, the same day.

Login:  Upon Member log, the CC name, email and phone number will be listed on their volunteer log.  Upon CC login, the CP name, email and phone number will be listed on the Search page.
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Mailing List:  If anyone is interested in LH and wants to be notified when enrollment opens, click on Join Us > Add me to your emailing list, or click on Like Me on FB or Instagram.  There is an opt out/unsubscribe if no longer want to receive emails.  Pending Members that are archived due to NO Group are automatically added to mailing list.
Notes:  A CP can make a note or comment for any Member or any CC in their chapter.  Click on the person’s name and there is a box to make any kind of notation.  The only person that can view these notes are CP who take over or anyone within the LH Management Team with access to all accounts.
Officer Training Course: After each Member successfully completes the online course, an email will be sent with instructions to forward the email to the CC.  If the Member does not receive an email, the CC or the CP may contact the DO to receive current progress or completion status. If Member is having difficulties logging in, please have them clear their cache and restart their computer.
Organization Chart:
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Payment Inquiry: If someone says they paid their dues but were archived for ‘unpaid dues’, Member clicks on Payment Inquiry link on Home Page of website under Information to start the process of an investigation. There is a fee associated for inquiry but will be reimbursed if dues were paid and LH made an error.   For duplicate or enrollment error, CC or CP should inform the DO, not to through a Payment Inquiry. 
CP will be notified if Member filed a Payment Inquiry.  CP is not to assign any Pending Member to this Member’s group until inquiry is resolved.  DO will notify CP and Member when resolved. CP should notify CC when resolved.
Photo Management: All photo picture boxes on each group page automatically have standard LH logo, TB trophy picture or PVSA logo. When proper picture is uploaded it will replace the standard one.  Pictures from previous years cannot be altered.  

Awards Event chapters: The awards event photographer must upload the photos of officers, PVSA and Torchbearer winners on to each Class page by July 1st. The following username and passwords will allow photographer access to the website for that specific use only:

Username:  specialuser<chapter initials>

Password:  special2004

Chapter that does NOT have an Awards Event: If your chapter has fewer than 150 Members, it is the responsibility of the CC to upload the PVSA, TB and Officer pictures and add Officer names. CP monitors Chapter Status report to determine what pictures are posted. CP makes sure CC posts award pictures by September 1.

President’s Volunteer Service Awards (PVSA): The AD applies for these awards for the Members in all chapters and will send to CP (if having an awards event) or to the CC (if not in a chapter having an awards event) prior to the event.  If a Member transfers, the award will be listed on the Class page of the group the Member transferred FROM.  The award will be sent to the CC from the former group if the chapter has fewer than 150 Members and not having an awards event.  In larger chapters, the awards are sent to the CP but will be presented as if the Member was still in the former group. Remember, awards for any Member who transferred will be sent and posted to the chapter/group the Member was in on April 30th.  (See Chapter 4)
Re-enrollment: The following is Lion's Heart policy when a Member re-enrolls after being archived.  Members who re-enroll pay the new Member dues, which are much higher than returning dues.
Unpaid dues:  Member may re-enroll as soon as May 15th of the same year (if all other requirements have been met).  If the Member re-enrolls by October 1st of the same year, the Member is still eligible for the Golden Lion award at the end of their senior year.  
Insufficient Hours, Quit, Missed Meetings, Discipline: June 1st at 10:00 A.M. (PST).  The Member will not be eligible for the Golden Lion award.

Refund Policy for new and returning dues:  
New Members:

Refunds are given: 

· To new Members who could not be assigned to a group by October 1st. 
Refunds are NOT given: 

· To new Members (*unless the new Member moves 30+ miles away before noon (PST) on April 30th and notifies the Class Coordinator or Chapter President. See below.)

· For donations added to dues.

Current/Returning Members:

Refunds are given:

· Returning/current Members who paid their dues but

· do not qualify to continue after April 30th.

· quit and notify their Class Coordinator before noon (PST) April 30th that they will not be continuing beyond April 30th.
· Refunds are given:

· For transfer fees when the transfer that cannot be granted by October 1st.

Refunds are NOT given:

· To returning/current Members who paid their dues but elect to resign at any time after noon (PST) on April 30th.

· To returning/current Members who are archived due to missed meetings or discipline issues.

· For donations added to dues.
*Members who are moving 30+ miles away

Transfer at any time at no cost:

· If a current Member moves 30+ miles away where there is a local Lion’s Heart chapter and group for them to join.   
· If the transfer is between May 1st and October 1st, the Member can do this by logging into their account and requesting the transfer at no charge. If the move is between October 2nd and April 30th, the Member should contact the Director of Operations to make transfer arrangements.

Reminders:  Upon login, all Members, CC and CP will see reminders messages from time to time.  CP will see all reminders, and CC will see CC reminders and Member reminders.  Members only see Member reminders.  Schedule emails also go out to Members, CC and CP with important deadlines and reminders.  There are no reminders for EC.
Search/Show:  A CP can search for Active and Archived Members and Class Coordinators and Pending Members by group, graduation year and by gender on the “Home” tab.  A CP can also Search for a specific school by graduation year and/or gender.  This is helpful when a potential Member is interested in joining a group who attend a specific school.

Scholarships:  If there is an organization, such a local Rotary Club, with an opportunity for LH Members (usually seniors) to apply for a college scholarship, the following guidelines must be met:  It must be open and communicated to all Members in the chapter (specific grades are ok) in a timely manner, and must be for community service only.  It may be presented at the awards event, but the presentation/remarks must be limited to the Member’s community service involvement only.  The presentation must be kept very short in length. Insert into script if applicable. 
Slide Show/YouTube:  For chapters having an awards event, CP should upload finished slide show to LH YouTube channel.  Go to: www.Youtube.com > Sign In > Email: founders@lionsheartservice.org> password: Givingback2004 >  Click on UPLOAD and select a video from your computer.  Name the video:  chapter name and year, so:  Trabuco Canyon 2014.  Remember to set Channel Settings (left column) > Default > Privacy: Public > Category: Nonprofits & Activism > License:  Standard You Tube License.  Hit Save.

Facebook and Social Media:  LH has a Facebook page.  Only the ED and Social Media Manager post status updates applicable to all Members in all Chapters.  Some CC have found it helpful to have a Facebook page for their own group.  This is acceptable, however you must name it as follows:  Lion’s Heart – (Chapter Name) (Group Name).  For example, the Mission Viejo Chapter of the Girls 2014 Blue group would be named:  Lion’s Heart - Mission Viejo Girls 2014 Blue.  Use the official lion logo found on the CC Documents online.  Post status updates on anything related to Lion’s Heart following the same guidelines and principals in this manual.  Please make sure you set the Privacy Settings for Friends Only on your page.

Please like, follow, share and tag Lion’s Heart on our social media sites:

https://www.facebook.com/lionsheartservice
https://twitter.com/LionsHeartOrg
https://instagram.com/lionsheartservice/
https://plus.google.com/114869385767286229057/
https://www.pinterest.com/lionsheartorg/
https://www.youtube.com/user/lionsheartservice
Tee shirts and folders:  As the groups are formed and the CP assigns new Members and CC, the Membership Coordinator (MC) mails them directly to the Member and CC. 

Thank you notes:  It is a LH tradition to send a handwritten thank-you note to each CC and Chairman within the chapter in November, personally thanking the CC and Chairmen for their hard work, dedication, time, and for all of their efforts.  The MC will provide and mail cards and postage to the CP in mid October annually.

Torchbearer Award: Between May 1 and May 10th, each returning Member votes on the Member in their group that went “above and beyond” for the community during the prior year of service. The CC will be able to view the winner on the Officer & Awards>Torchbearer Award Tab starting on May 11th.  The CC has a comments box where he/she must write about the winner for the awards presentation if having an awards event.  Directions are in the Torchbearer’s Award in CC manual (see have/not have event). The winner and the CC comments about the winner will be shown on the Torchbearer Report for the CC. (See Chapter 4, 5)
Transfer Requests.  (See Chapter 3)


Chapter 2

Class Coordinators

It is the responsibility of the CP to recruit, choose, assign, change, and archive all CC for each group.  The CP also reviews the Chapter Status Report to be sure the CC are updating their class pages on a regular and timely basis. The CCL will answer questions once the CC is assigned.   

There is a helpful tool in the CP Documents you can use as a checklist as each new CC goes through the assignment process with you.  It is called the Prospective CC Checklist for CP.  Utilize this to keep track of all of your new CC.

Recruiting, Choosing and Assigning
On the LH website there is a link, Prospective Class Coordinator Information.  This is where prospective CC can review information and fill out a contact form that will be automatically be sent to the CP of the chapter they choose.  

When new Members enroll, the parent is given the option to check a box that they are interested in becoming a CC and/or want more information.  The form will be emailed to the CP with their name, chapter name and the year of graduation for the Member.  The following is an example of the email the CP will receive if a parent checks the box:

To: donpgibson@gmail.com
Subject: Interested in becoming Class Coordinator

The following new member's parent(s) has expressed interest in becoming a Class Coordinator.

Mother Name: Mom Doe

Mother Email: momdoe@gmail.com
Mother Phone: 951-555-1212

Member Name: John Doe

Member Email: johndoe@gmail.com
Member Gender: Male

Member Grad Year: 2017

Chapter: Norco (NOR)

Requested Class: No request

Immediately email the interested parent the document called “New Class Coordinator FAQ – STEP 1,” which can be found on the CP Secured Documents, and request they answer the questions and return the form to you if they want to be considered. If there is a minimum of three in the group, and no one checks the box that they are interested, email everyone in the group and explain that the group cannot be formed without a CC and attach the FAQ document and the Lion’s Heart Summary (found in CP Documents).  Only a parent of a Member can be a CC (unless a member of the LH Management Team steps in during an unusual situation).

As a guideline only, below are suggestions on how to choose a CC.  In the history of LH, the qualities below have proven to be a good match as a CC:

· Like working with teens and/or have some experience 

· Have some volunteer experience 

· Have a passion for volunteerism

· Are organized

· Are computer literate and can navigate our website 

· Have the time - minimum of 15 hours per year (mostly during the school year)

· Respond promptly to emails

· Have good communication skills - both written and oral

· Can follow instructions and deadlines

Consider:

· The speed in which they responded to your emails

· The completeness of the response

· The level of "busy" - this does not mean assume the less busy person is the right choice - it is how they handle their level of "busy". It is all relative…

Extra things to look for:

· Someone who has a child in another group - they are already familiar with Lion's Heart and how it works

· Someone who has a friend who is already a CC - again same as above

· Someone who has thoroughly reviewed our website

· Someone who has contacts in the volunteer world - this could help new groups and new members as they could give members volunteer contacts to set up and/or research potential events
· Someone who is/was a teacher
· Please contact all parents who volunteered to be a CC but did not get chosen.  There is text you can copy and paste into an email in the CP documents called Not Chosen CC.  Here is the text:

· Thank you for your interest in volunteering to become the Class Coordinator for your child's Lion's Heart group. We were fortunate to have had a very good response!  I wanted to let you know that another parent was chosen for the position and is in the process of becoming the Class Coordinator for the group. Again, thank you! 
· At the end of the enrollment period, if you are still trying to find a Class Coordinator, please give them the deadline of October 5th to respond if they want to commit.  Give the parent until October 15th to complete the course and the background check.  No Members may stay on the Pending List after October 15th.

· Once a parent has been identified to become the CC, the group must have a minimum of three Members before the prospective CC can be sent instructions on proceeding (see New Class Coordinator Instructions – STEP 2) on CP Secured Documents, which includes the following information:

· Approve a background check (at no cost to them): 

a. Log on to https://LionsHeart.volunteerportal.net    
b. Review text on the Welcome Page, enter the password: lionsheart2004 and click “I Agree”.
c. Enter Personal Information.
d. All fields marked with an “*” are required.
e. Click “Next.”
f. Review all information to insure its accuracy before proceeding.  
g. Click “Complete” to process your search.
h. The DO or ED will send CP an email with approval or denial of CC upon reviewing report.  CP does not receive the report.
· Complete an online class to learn how to become a CC:

a. Log on to: http://lionsheart.knowledgedirectweb.com/kd/10.cfm
b. Click on “If you are a new student, click HERE to register”

c. Access Code: volunteering
d. Complete Registration Form

e. Student Type:  Class Coordinator

f. SMS Email:  leave blank

g. Click “Done”
h. Read Welcome Message and click “Continue”
i. Click on “Lion’s Heart Class Coordinator Training Course”
j. Upon successful completion of the course, an email will be sent to the CC with instructions to forward to CP.  

   * If having difficultly logging in please have them clear their cache and restart their computer.
Assigning  - Start April 1st (not before unless this CC is replacing a retiring CC – see Changing and Archiving a CC below) 

After the above two items are received/verified, CP may assign them to be a CC starting April 1st.  CP completes the assigning process (Chapter 3) and then sends final instructions to the new CC (New Class Coordinator Instructions – STEP 3 on CP Secured Documents). Once the new CC logins for the first time and adds their tee shirt size and address, the MC will send them a CC welcome package, which will include a tee shirt, and a welcome letter.

***Do not assign a CC until there are at least 3 in a group***

Create a group:  (See Chapter 3)

Once these two items are completed, the CP may assign the CC, as follows:

Assigning a CC to a newly created group
Search > Click on Add a Coordinator box:

General Information:

· Email: type in CC personal email (if already a CC for another group, they can use the same email)
· Username: Type in their email address (if already a CC for another group, need a different username then one used for other group)

· Password: Is their group name (for example, tc2013br – for Trabuco Canyon 2013 Boys Red)

Contact Information:

· First Name

· Last Name

· Cell phone number

· Home number

Group:

· Class Assigned: choose the correct group

· Hit SAVE

· Then start assigning Members

Changing and Archiving

When a current CC resigns, a new CC must be identified, trained and assigned.  An email should be sent from the CP to the group explaining the need for a new CC with a deadline to respond - about one week to 10 days.  A template of that letter can be found under CP Documents online. The email should explain that if no parent volunteers, the group will either be dissolved (with refunds of dues to all) or the Members will be placed in another group or other groups (if there is room for ALL Members to be transferred).  See detailed instructions below. 

To Archive a CC

Go to Search > type in last name of current Class Coordinator for the group in the Search box.

· Click on CC name

General Information:

· Active: uncheck box

· Archived on: select last date they are the CC

· Why archived: choose Quit or Graduate (for CC of senior groups) 

· Hit SAVE

Changing a CC: In order to change a CC you need to Archive the former CC first, and then create a new CC (see above)

· If a CC wants to finish the year out, the new CC cannot have access to their group until the existing one is archived.  

· The CC might want to forward info to the new CC if there is overlap or share login info for the new CC to have access to the group information.

· Once a new CC and group are assigned on/after April 1st, only the new CC of the new group can send emails.

Always confirm the information was entered correctly, but performing the following:

· Go to Search >All Class Coordinators: make sure new CC is listed correctly.  

· Go to Roster > select group >click on download file > make sure CC is listed at bottom of roster.

No Volunteers for CC for a NEWLY formed group:  After the CP sends several emails to parents of the group (see email template in CP Documents online), and no parent volunteers by October 10th, announce to the group that the group will be dissolved in three business days.  After three business days, if no parent still does not come forward, the CP should immediately Archive each Member with the Archive Code “Refunded-No Group.”  

If there is room in ONE group for ALL Members to be transferred (and all Pending Members for the same gender/grade have been assigned thus far), then simply transfer them (at no cost) to the group with room.  Contact the CC of that group beforehand as a courtesy.  Contact the dissolved group and notify them of the change.  

If there is room for ALL Members of the dissolved group to be transferred to more than one group in the Chapter, then use the enrollment date and time as to which Members go to which group.   The Members who enrolled together/first go into the group with the most openings first, then the Members who enrolled later should be transferred to the smaller group.  If the space available is the same in both groups, the Members who enrolled first should be transferred to the next group originally created (Blue, then Red, then Yellow, then Green).  Please discuss this situation with the DO before any announcements are made to the Members.  If a Member or a Member’s parent is unhappy with the transfer and wants to quit, there are no refunds.  Archive the Member with the Archive Code “Quit.”

*An email will automatically be sent from the system after they are transferred to a new group, but communication with parents and Members prior to that is essential and a courtesy.

No Volunteers for CC for an ACTIVE group:  IF a CC quits, email the group that a replacement needs to be found.  Give a reasonable deadline depending on the retiring CC ability to continue is.  

If no parent volunteers by the deadline given, announce to the group that all Members will be transferred to other group(s) (if the criteria is met below).

If there is room in ONE group for ALL Members to be transferred (and all Pending Members for the same gender/grade have been assigned thus far), then simply transfer them (at no cost) to the group with room.  Contact the CC of that group beforehand as a courtesy.  Contact the dissolved group and notify them of the change.  Archive the dissolved group’s CC.

If there is room for ALL Members of the dissolved group to be transferred to more than one group in the Chapter, then use the enrollment date and time as to which Members go to which group.   The Members who enrolled together/first go into the group with the most openings first, then the Members who enrolled later should be transferred to the smaller group.  If the space available is the same in both groups, the Members who enrolled first should be transferred to the next group originally created (Blue, then Red, then Yellow, then Green).  

 
Once all Members are transferred, archive the CC “Quit.”

Please discuss this situation with the DO before any announcements are made to the Members.  If a Member or a Member’s parent is unhappy with the transfer and wants to quit, there are no refunds.  Archive the Member with the Archive Code “Quit.”

*An email will automatically be sent from the system after they are transferred to a new group, but communication with parents and Members prior to that is essential.

If there is no room for all Members to be transferred to other group or groups, then the group will be archived.  Use the archive code “Refunded-No Group” prior to December 1st.  If this is taking place after December 1st, then use the code “Special Circumstances-No Refunds.”  Be sure to make a comment under Notes for each Member and the archived CC. Contact the DO to discuss this unusual circumstance.

Class Coordinator Roster:  By clicking on Rosters > All Coordinators, you will see the list of CC for the chapter, along with the current group count, pending count, current Torchbearer, and the date the groups were created.  

Class Coordinator eLearning Course:  After each prospective CC successfully completes the online course, an email will be sent with instructions to forward the email to the CP.  If neither the prospective CC nor the CP receives an email, the CP may contact the DO to understand the progress or completion status. 

Year End: After Event, or by July 1, all retiring CC and graduating seniors need to be archived.  

· Have all CC of senior groups archive their Members with date of awards event.  

· See directions above, under Class Coordinators: Archiving a CC to archive the senior CC.

Supervising

It is the responsibility of the CP to track the activities of each CC in their chapter.  

Meetings on calendar:  

It is the responsibility of the CC to add their meeting schedule to their group calendar.  The CP can view meetings and events added by the CC by clicking on Calendar > Groups Calendar.  The groups are listed oldest to youngest, along with the CC name.  Follow up with each CC so that all of their up-coming meetings are listed for the year.

Chapter Status Report (Under Groups):

Each CP can easily view the status of each CC and group on the Chapter Status Report.  After login, go to: Groups and see a status report for each group.  Here you will see the group names separated by gender, CC name, date the group was created (any group created prior to 2013 will have a 01-01-0001 date. 

Where applicable, “No” will be in red text and highlighted in yellow to alert you to an item that needs the CC attention.  Under Scroll Photos, if there is a 0 after three months of the group’s creation, the 0 will be in red text and highlighted in yellow.

· Each class page should be kept up to date with officer names, officer photos, award winners and meeting minutes, along with photos that scroll across the top of their page.  

· If a CC does not keep up with these items, the Members in that group are not getting the full benefit of being a Member of LH.  

· It is extremely important to communicate with each CC who does not keep up with these tasks. 

· The CCL will be available for any and all questions or problems that arise, especially questions about what is considered community service.  
· After May 1st, the CC will be unable to add a photo from the prior year because a new year has started.
· Groups with seniors who have graduated will be dropped automatically from the report on July 1st.
· September 1st contact CC of all groups that started prior to July 1, that are missing items on your chapter status report.  Explain that for the Members' experience and the integrity of Lion's Heart, it is essential to have these tasks completed in a timely manner.  Give the September 7th as the deadline.

· September 8th, call/follow up with all CC that did not respond to you or follow through with completing their items as discussed on September 1st.

· September 15th, contact the CCL with the names of all CC that you are not fulfilling their obligations. The CCL will take over the process. The CCL is experienced in dealing with these situations so it is best to contact the CCL for help.  She will, however, keep you in the loop.  LH has guidelines on replacing CC who are not keeping up with their responsibilities, and to keep our policies consistent, it is best for the CCL to take over.
· October 1st and 8th, repeat above process for groups that began after July 1. On October 15th, contact CCL with CC that need to be addressed. 
Officer Names and Officer Photos:  All groups should have YES in their column by the end of June unless a group was just created (and then it should be Yes within 60 days).  For chapters with 150+ Members that has an awards event, the photographer will upload the photos by July 1st for all groups who took a photo at the event but CC needs to add names. Note:  The column under Officer Names will stay at No until all four officers are listed. 

TB Comments:  Starting on May 11, 2014, the CC for returning group will be able to see the results of the online voting by its Members.  Then, this space will accommodate 650 characters so that the CC can write in a brief description of the winner for the awards presentation.  Will be N/A for newly created groups.

TB Photo:  If the chapter has 150+ Members and has an awards event, the photographer will upload the photos for returning groups by July 1st.  All others chapters’ returning groups, the CC should add their photos by July 1st.  Will be N/A for newly created groups.

PVSA Photo:  If the chapter has 150+ Members and has an awards event, the photographer will upload the photos for returning groups by July 1st.  All other chapter’s returning groups, the CC should add their photos by July 1st.  Will be N/A for returning groups with no winners, and all newly created groups.

Meeting Minutes Uploaded:  This is where a CP can review how many meeting minutes the CC is uploading.  This is very important to track to be sure CC are holding the correct amount of meetings.  All returning groups must hold exactly 8 meetings, and newly created groups starting in June, July or October, must have exactly 6.

Meeting Attendance:  This is the attendance taken at each meeting.  Keep in mind that a CC needs to record attendance before uploading of the minutes is allowed.  By the end of the year, Meeting Attendance and Meeting Minutes Uploaded should be the same number – 8 for all returning groups, and 6 for groups that started in June, July or October.

Scroll Photos:  This is the horizontal scroll of photos across the class page of each group.  The CC manual recommends 4-5 photos of their group in their LH tee shirts be added each year.

Temporary Suspension: Indicated next to an active group that has fallen below three before the close of enrollment.  While waiting for the third, they don't have meetings because they don't know if they are moving forward.  We allow them to have fewer meetings if they go forward. Contact DO with questions.

* If a CC has not completed the required tasks by September 1st, please contact CC (see timeline above). 

** Please contact the CCL on September 15th to take over if CC is not responding. The goal is for all Chapter Status Report information be completed by October 1st, although earlier is preferable. See Replacing a CC below.
***Each groups meeting schedule is on the chapter calendar. The CP can utilize it to know if the CC are accurately recording attendance and uploading their minutes. 
Chapter Status Report (sample from Ladera Ranch chapter):

[image: image13.png]Chapter - Ladera Ranch - Kristin Cinco

Boy Groups

Officer |Officer |TB N A e
Group Name)CC Name reated | Names | Photos_|Comment Tt [Pheo jploaded | Attendance [Xe
2014-15[2014-1520: 013-14[2013-14[2014-15 014-15

1 201588 Monica Hernandez 01-01-0001 Yes  Yes 0 1
2 201688 Monica Hernandez 01-01-0001 Yes  Yes . Yes 0 1 4
3 201788 JudyDinsmore  01-01-0001 Yes  Yes Yes  Yes 1 219
4 2017BR  Kim Tjepkema  01-01-0001 Yes  Yes Yes  Yes 1 1 6
5 201888 Kristin Cinco 01-01-0001 Yes  Yes Yes  Yes 1 1 4
6 20188R  CarrieSmaker  01-01-0001 Yes  Yes Yes  Yes 2 2 25
201988 Jennifer Kuppinger 03-31-2013 Yes  Yes Yes  Yes 1 2 3
8 20198R  Sandee Bandettini 04032013 Yes  Yes Yes  Yes 0 27
9 202088 Ellen Pope 04-01-2014 Yes  Yes N/A  N/A 1 1 1
20208R  Nina Berry 04-01-2014 Yes  No N/A  N/A 2 29
1120208Y  Carrie Smaker 04012014 Yes  Yes N/A  N/A 1 114

Girl Groups

Officer [Officer tg. Minutes|Meeting ¢
roup Name |CC Name reated |Names_[Photos jploaded | Attendance [Xe
2014-15[2014-1 013-14[2013-14[2014-15 014-15

201568 Melissa Phillips  01-01-0001 No  No Yes 0 0
2 201668 LindaDickman  01-01-0001 Yes  Yes Yes 0 0o 13
3 201768 EvieWoollard  01-01-0001 Yes  Yes Yes 1 2 14
4 2017GR  Kimberly Parham  06-11-2014 No  No N/A 0 o 0
5 201868 LeilaThomas  01-01-0001 Yes  Yes Yes 0 0o 2
6 2018GR  Heather Redd 04202013 Yes  Yes Yes 0 113
7 201968 Julie Cohen 03312013 Yes  Yes Yes 0 1%
8 2019GR  JordenSegraves 04242013 Yes  Yes Yes 0 o 7
9 202068 TemaraRiley 04012014 Yes  Yes N/A 1 12
10 2020GR  LindseyReese  04-152014 Yes  Yes N/A 0 10





Replacing a CC

CP will contact CCL on or about September 15th if and when they have been unable to motivate the CC to complete the required tasks (adding officer names, office photo, missing meeting schedule, meeting attendance, award photos, etc.).
1. CCL will place a phone call to the CC and work with them to get the items completed.
2. CCL will use their discretion regarding the missing information and how to proceed.
3. If the CCL, at the sole discretion of the CCL, feels the CC needs to be replaced, CCL should take the following steps immediately:
· CCL will then place a phone call (some topics are best discussed and not emailed) the CC and let them know that the process will start to replace him or her.
· CCL will change login and password to something temporary so the former CC does not have access, although the name of the former CC will still appear on Class Page and roster until a replacement is formally made.
· CCL will be in communication with CP and the CP will send an email to group requesting a new CC.
Process from this point will be same as a new CC  (background check and training). CP should have the new CC immediately set/propose meeting dates for the upcoming months so that the Members have an opportunity to make the required meetings for the remainder of the year. 

Chapter 3

Members and Groups

New Members (Prospective):  A CP will be contacted from time to time from prospective new Members and/or their parents.  Please respond to calls and emails within 24 hours.  Most answers about LH can be found on the website, but it’s always nice if you can respond by answering their question(s) personally.  

Location:  Most of the time, they will want to know about specific groups.  It is important to know that their home address is not essential in placing them in chapter.  LH Management Team feels it is best if the Member does not live any farther than a 20-30 minute drive to a meeting.  Use your best judgment on advising them on a group or chapter, if they ask.  Simply living in a nearby city not in the chapter’s named city does not disqualify them from enrolling in that chapter.  That person, in fact, might even live closer to other Members.  The DO makes the judgment on what to name a chapter when it’s created.  If the city is small enough to drive the longest length of the city within 30 minutes, then the city is the chapter name.  If the city is too large, another name to identify a specific part of a city will be the chapter name (Irvine-North and Irvine-South, for example).

If anyone wants to invite friends to join, there is a “LH Summary” document found on Member Documents.  We encourage the CP to email this summary to anyone wanting something easy to email around to his or her friends. 

New Member Enrollment

New enrollment starts at 10:00 A.M.  (PST) on February 1st and ends at midnight October 1st (PST). You will often receive inquires from parents with questions about openings in groups.  As noted below, there are no requests for newly created 6th grade groups.  

It is allowable to email the roster(s) so potential Member’s parents may review Members in established groups. A CP can also Search for Active Members by gender, graduation year and school.  This is helpful when a parent of a Member going in an established group (not new 6th grader) is unsure which group to request and wishes their son or daughter to be placed with Members from a specific school.  This is found on the Home page under Search options.  School names are often spelled differently and occasionally only school initials are used, so you may need to search using different school names and initials.

This is the last step in the new Member enrollment before they finalize the process.  As you can see, it clearly states that there are NO REFUNDS and the system asks to verify the items in RED are their desired chapter and group request (if any):  
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Please review the information below for accuracy. If you need to change anything, press the “Go Back" button. If everything is
correct, click the "Submit" button to enroll and make your payment.

Member Name: Test Test

Chapter: California-Trabuco Canyon-Coto (TC)
Class Requested: Girls - Class of 2018 Red

Father Name: Dad Test

Mother Name: Mo Test

Fee: $0.00
Credit Card:

After you hit “Submit” below, you will see a tax receipt to print. If you do not see this receipt, your payment did not get
processed! We strongly urge you to print this receipt as proof of your timely payment.

Thank you!
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If there is an error in the enrollment process (declined credit, for example), there is a bold message stating they are not enrolled yet.
Assigning Members and Creating New Groups

Important information about creating Groups and assigning Members:  

· LH policy is to assign new Members on a first-come, first-serve basis – with absolutely NO exceptions.  Requests for specific groups do not override this policy. If CP ever varies from this policy, the CP will be asked to immediately resign from LH. 

· No fewer than 3 and no more than 20 in each group.  For example, if one group has 20 and one has 5, you may not take the larger group and re-assign some to the smaller group to even them out. Also, for example, if one group has 17 and six enroll, the first three must go in the existing group and the rest remain on the Pending list.  You cannot create a new group until the existing groups are full. No group can be split up to accommodate new Members.

· As soon as a new Member is assigned to a group, all email addresses provided by that Member in their contact information will receive emails that are sent from LH Administration, the CC and/or from another Member in that group.  Emails sent to the entire chapter or entire membership from an administrator, will not be received by the new Member until May 1st (this is to avoid new Members receiving emails about end of year deadlines and such that would not apply to them). New Members are not assigned until early April to avoid new Members receiving emails that are not applicable to them.  (Immediately after a new Member enrolls, a credit card confirmation will be sent to the Member’s email only.  If they enrolled with a hardship code, they will not receive a credit card confirmation email.)  All email addresses provided by the Member will receive an email the day the Member is assigned to a group.
· NO Requests: 
1. Those that enroll on February 1 (spring of 6th grade year) through October 1 (fall of 7th grade year) cannot request a specific group. They are assigned in time date order to Blue, Red, yellow, etc.  
2. New Members cannot request transfer to another group or other chapter their first year of Membership. 

a. They can request to transfer after first year of Membership, on/after May 1st.
b. If Member moves 30+ miles away at any time of year, they can transfer (see Dues/Refunds in CC manual for details).

· DO NOT ASSIGN A MEMBER(S) TO A GROUP UNTIL ALL BELOW APPLIES: 

· A QUALIFIED CLASS COORDINATOR IS ASSIGNED and

· THERE ARE AT LEAST 3 MEMBERS FOR THIS GROUP and 

· IT IS APRIL 1ST OR LATER

Assigning Process: 

Step 1: Create New Group: You must create a group before you assign Members or a CC.


Search> Click on Groups Tab:

· Click on Add New Group box

· Year: choose Year of new group from drop down list

· Gender: choose Boys or Girls from drop down list

· Click on Add box

· Group color will automatically be assigned to next available color

Step 2: Assign Class Coordinator to a newly created group

Search > Click on Add a Coordinator box:

General Information:

· Email: type in CC personal email (if already a CC for another group, can use same email)
· Username: Type in their email address (if already a CC for another group, need different username)
· Password: Their chapter initials in front of the group’s grad year, followed by the initials to the gender and group color is their password (for example, mv2013br – for Mission Viejo 2013 Boys Red)

Contact Information:

· First Name

· Last Name

· Cell phone number

· Home number (if the CP only has one, the CC can fill this in when they login)  

Group:

· Class Assigned: choose the correct group

· Hit SAVE

***Do not assign a CC until you know there are at least 3 in a group***

Step 3: Assign Pending Members: Pending Members are Members who have enrolled (or requested a transfer) but not yet assigned to a group. A CP will be unable to assign Members to a group that does not have a CC assigned to the group. The system will also not allow a CP to assign new Members to any group that already has 20 Members assigned to it (the system knows who has not paid after noon on April 15th and does not count those Members.) 

Assigning August 1-October 1: It is suggested that if there is more than 1 group for their gender and grade level and they did not request a group, let the Pending Member know the meeting dates and times of different groups prior to assigning. This lessens the chance the group will have to CHANGE Meetings if approved schedule doesn’t work for new Member.  
If a Pending Member requests an established group that is full prior to April 15th or April 30th, the CP must ask the Pending Member if:

1) they would rather wait for a possible opening after April 15th (if a current Member fails to pay their dues or after noon on April 30th if someone does not complete the year in good standing).

2) or they want to be assigned to a group that has a opening currently.  

The Member needs to understand there is a possible risk of not being assigned at all, if others on the Pending list fill the available openings and/or no other groups are established.  If they desire to wait, please make a note on their Contact page under Comments.  

CP can Search for Pending Members further by selecting or deselecting the box under the Show option.  To view all information about a Pending Member, click on the name. 


Search> Home Tab

· Show> Choose Pending Members from drop down

· Sort by > Gender, Year of Graduation

· Click on Search box

· Click on Pending Member name to open their information page

· Make sure all information is capitalized correctly

· Click on CLASS ASSIGNED box and choose correct group (bottom of info page)

· Number ( ) next to grad year, shows how many Members have ALREADY been assigned to the group, i.e. 2018 (14)

· Click SAVE box 
· *If a Pending Member did not pick a unique username or password (someone already has what they picked when enrolled), the system will give the CP an error. CP needs to change username (choose their email address).  Email them why you made the change and inform them they can always go in and change it after log in. Their Welcome Packet will state their username and password. 
· Edit/Send ‘New CC Instructions-Step 3’ found in CP Documents.
When it is time to assign the new Member to a group, select the group under ‘Class Assigned’ and select a group. One email will be automatically generated by the system to the CC at midnight with all of the names assigned to their group that day.  An email will be automatically generated by the system to the new Member (all emails provided during enrollment) at midnight with their group name, chapter, CC, and a reminder of their chosen username and password.  The MC will also get one email at midnight with all of the new Members assigned that day from all chapters so he/she can process the Welcome Packages.

Note about same gender twins:  If there is only room for one twin in a group and the twins would prefer to be together, please contact the CC to see if they are willing to have 21 in the group.  If so, please contact the DO to have the programmer add the second twin. 

Notes about assigning large number of new Members in the same grade (for example, new 6th graders):  All groups are assigned in order of date and time of enrollment – there are absolutely no exceptions. The first 20 of the gender are assigned to the Blue group, 21-41 are assigned to the Red group, 42-62 are assigned to the Yellow group, next 20 are in the Green group, and so forth.  LH does not take requests for friends to be together.  This would be impossible to manage and this policy keeps the process fair for all. Simply recommend that friends sign up at about the same time and as soon as the enrollment opens (or wait several weeks and check with CP) for the best chance of friends to be together.  Use the process above for new Members that need to be placed in Existing Groups.  Remember that as soon as they are assigned to an existing group, they will receive emails.  

In the event a 6th grader (or anyone in newly formed groups) drops from a group before October 1st, CP must assign any new Members in the same order and NOT assign them to the group where someone just dropped.  For example, if a Member from the Blue group drops out in June and a new Member enrolls in July, you must assign the new Member to the group last formed or forming.  The only exception to this is if all groups have 20 Members.  In this case, if someone drops out the CP can then assign the new Member to the group where someone just dropped but wait until October 1st, as you might have enough Pending Members to start another group.  

Emails to Pending Members: CP have the ability to send emails to Pending Members.  Login and go to Group Email > Status:  Pending > Grad Year:  (select) > Gender:  (select).  This is a great way to notify a specific group of Member if you don’t have enough Members to start a group, or if you need a parent to volunteer to become the CC.
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When you send an email to the Pending Members, the email will go to all emails provided during enrollment.

Finding Pending Member who enrolled in nearby chapters:  If more Pending Members are needed to start a group, or there are Pending Members who could find a group in another chapter, click on Groups tab.  Under the Groups in your chapter, click on “View All Regional Enrollments” to view groups in other chapters, Pending Members, and Chapter President name and contact information.  The “Pending” Column is only populated by Pending Members who request a specific group when they enroll.  Pending Members who did not request a group can be found by gender and year of graduation at the bottom of each chapter on same page. (See screen shot below). A CP will only be able to view chapters in their own state.  If there is a need to find space for a Member in a chapter outside of the state, please contact the DO for assistance.  See “Chapter 3, Enrollment Problems, Room in other chapter”.
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Re-enrolled Members

Assigning Former Members (Re-enrollment):  During the enrollment process, a former Member has the option of checking a box “Re-Enroll.”  If the former Member types their former username and password, the system will be able to find the Archived Member so that when the former Member is assigned, their former volunteer log will be reinstated.  Former Members may contact CP to get their username and/or password.  A CP can go to Home/Search page > Show: Members > Status:  Only Archived > and then type in Member’s name in Search box > click on Search.  This will show their username and password.

When CP reviews Pending Members list, the former/re-enrolled Member will be listed as Archived in red text (versus new Members who are listed as Active).  This is to alert the CP that special attention is required to be sure they are qualified to be assigned at this time.  The CP will need to look at their Contact page and review when and why they were originally Archived.  The following are the qualifications to be re-enrolled and when:

Members who left LH may re-enroll, but it depends on the Archive Code as to when the Member would be eligible to re-enroll (May 15th for not paying dues, but June 1st for all other reasons).  Re-enrolled Members, once assigned, will be sent a welcome package.  

The following are dates/timeframes, along with the message the Member would see if they attempted to re-enroll without being eligible.  This is built into the programming of the website. 

Unpaid Dues (this is automatic on May 1st):

Members can re-enroll starting:  12:00 A.M. on May 15th – Aug 1st of the same year and still eligible for the Golden Lion.
Message: Thank you for your attempt to re-enroll.  Unfortunately, you are not eligible to re-enroll until May 15th.  Please try again then. 

Missed Meeting, Insufficient Hours, Quit or Discipline:

Members can re-enroll starting on or after 10:00 A.M. (PST) on June 1st, but not be eligible to receive the Golden Lion award. Message: Thank you for your attempt to re-enroll.  Unfortunately, you are not eligible to re-enroll until June 1st at 10:00 A.M. (PST). Please contact the Chapter President if you have any questions.

Graduated, Graduated-Golden Lion (A CC will be unable to use this archive code until June 1st):

Members cannot re-enroll.

Message: Thank you for your attempt to re-enroll.  Our records indicated you have graduated from high school and are ineligible to re-enroll.  Please contact the Chapter President if you have any questions.

Refunded – No Group:

Members can re-enroll 10:00 A.M. February 1st of the following year.

Message: Thank you for your attempt to re-enroll.  Our records indicate we could not place you in a group and your dues were refunded.  Please try again starting on February 1st.  Please contact the Chapter President if you have any questions.

Refunded – Ineligible, Refunded – Enrollment Error:

Members cannot re-enroll.

Message: Thank you for your attempt to re-enroll.  Our records indicate there was a problem when you last attempted to re-enroll.  Please contact the Chapter President to resolve this issue.  We apologize for any inconvenience.

Moved 30+ Miles:

Member can be transferred or re-enroll at any time.

Even though the system should prevent former Members from re-enrolling without being eligible, the CP must still confirm the date and reason to be sure they can re-enroll.  Most re-enrolled Members wish to return to their former group.  However, if they have requested another group or if their former group is full, place them in another group.  If their former group is full, assign them to another group.  If there is no room in any group, wait until October 1st, then archive them and let the Member and the DO know so a refund can be processed.

Re-enrolled Members are still Archived until the CP assigns them.  So, when a CP selects: Show: Pending members, Status:  will be forced to “Show Any” (this is forced so that Re-enrolled Members are not hidden from Search results.).  CP will not be able to select “Only Archived” or “Only Active.”

· If the re-enrolled Member is eligible to become a Member, simply click on the Member and scroll down to the bottom of page under Group (see figure 2 below), select their group and click Re-enroll Member.  This new, re-enrolled Member will be treated like any other new Member in that they will receive an email about their new group, and be sent a welcome package with a new tee shirt.  The CC will also receive an email.  The new “date” for the Member is RESET to the new enrolled date.

· If the re-enrolled Member is not eligible to become a Member, click on Member and scroll down to the bottom under Group and select Decline Re-enrollment.  This will prompt an answer as to why the re-enrollment has been declined.  Choose an answer and hit save.  An email will automatically be sent to all emails for the Member that there was a problem with the re-enrollment and that a refund is in process.  An email will automatically be sent to the LH Management Team with data to a refund can be processed.

Figure 1
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Figure 2
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Figure 3

Transfer Requests

Transferring a Pending Member to another chapter:  If a Pending Member has not been assigned to a group yet, they can request to transfer to a different chapter at no cost.  The CP needs to tell the DO the date and time of the request. The DO will change the chapter, and the enrollment date/time but the new enrollment date will be not be prior to the enrollment date/time of the Chapter Founder. If no one has enrolled in the new chapter, the Member that transfers will be the chapter founder.
Transferring an existing Member to another group or chapter:  Neither the CP nor the CC is responsible for keeping track of Members who want to transfer.  If a Member transfers, the PVSA award (and the Torchbearer Award if they win it) will be listed on the Class page of the group the Member transferred FROM.  The award will be sent to the CC from the former group if the chapter has fewer than 150 Members and not having an awards event.  In larger chapters, the awards are sent to the CP but will be presented as if the Member was still in the former group.  

Transfer requests are only available to returning Members between May 1 and October 1 online through the Member login, and clicking Membership > Transfer.  

The message for the Member on the screen reads:

Lion’s Heart does not encourage transferring from your group.  If you find it absolutely necessary to transfer, requests are accepted from qualified Members only between 12:00 A.M. (PST) on May 1st and midnight (PST) on October 1st. Requests are only accepted from returning Members in good standing.  If you are a new Member this year, you must wait until the following May.  Requests are not granted if leaving your current group would drop the count below three Members.  The fee to transfer is $50 and no hardship discounts are provided.  Upon successful completion of this process, you will receive a confirmation email if and when the transfer takes place.  If you have any questions, contact the Chapter President.

It is programmed so that only *qualified Members can request a transfer:

· Must have paid their renewal dues.

· Must have at least 30 hours of community service by the April 30th deadline.

· Must be a returning Member.  New Members (assigned since February) do not qualify.

· Must not be requesting to leave a group that will lower the group count below three Members if he/she transfers.

· Must be able to choose a group to transfer into.

A Member will see on their screen if they are eligible or not, and the reason:


If the Member does not qualify, the screen will show the reason.  If the Member qualifies, the process will allow them to continue to request a different group but the drop down choices will be limited to the same gender and graduation year.  They will also be able to select a different chapter or the same chapter with the same gender/graduation year.  Groups that are full will not be a choice on the drop down list or it will list the group but say it’s full.
Once the qualified Member requests a group, they will be prompted to pay the $50 transfer fee with a credit or debit card.  There is no hardship discounts available for this fee.  The Member will see a message: “Fee is refunded if your request cannot be granted by October 1st.”  There is an option for a Member to check a box “Fee Waived:  Moving 30+ Miles Away” which will waive the fee (See Refund Policy).  
After the payment process is completed, an email will automatically be sent to all emails in the Member’s account that the request as been received.  A sample email to the Member:

We have received your request for a transfer.  The Chapter President or Director of Operations will contact you as soon as possible.  Your fee will be refunded if your request cannot be granted by October 1st”  (and it will list the CP name and contact information)    

One email will be automatically sent to the CP.  If the request is for a transfer to a different chapter, the email will be sent to both the current CP and requesting CP.  Sample emails are in Appendix A.

This Member’s request will now show on your chapter’s Pending List the same as a regular pending Member who has enrolled and waiting to be assigned in a group, except Xfer REQ (for Transfer Requested) will be in red.  


When you click on their name, the screen will look like this:
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1. If they are qualified to transfer (which they should be since the program “pre-qualifies” them, click ‘Accept Transfer’. This will automatically transfer the Member to the requested group.  The former and current CC (and former CP if changing chapters) will receive an email and so will the Member.  Please type in the chapter and group the Member is transferred from in the Notes for the Member so if an issue comes up, we know where they came from. No other action is required from the CP.  

2. If this Member is not qualified to continue, click ‘Reject Transfer’ and make a notation in Notes as to why it was rejected.  The LH Management Team will receive an email that a refund should be processed.  The system will email the Member and let them know their request cannot be granted and a refund is in progress.  

· The CP should transfer the Member in the same time/date order as any other Pending Member.  That is, if a pending Member enrolled before a current Member requested the same group, the pending Member goes in the group first.  THIS IS VERY IMPORANT!

· Members who transfer to another group or another chapter do not get a welcome package.

· If a Member is requesting to transfer to another chapter and checks the box “Moving 30+ Miles”, the Director of Operations will process the transfer and notify the Member, and all CC and CP.

Transferring a current Member: If a Member repeats a grade or skips a grade (thus having a new graduating year):  The CP can transfer them to another group without a transfer fee but must requested between May 1st and November 1st.

Transfer Request for group not yet created.  In a very rare circumstance, a Member from another chapter or even another group within a chapter may want to transfer to a group that has not yet been created (because there are too few Members or no CC assigned yet).  During the transfer request procedure, the Member must be able to select a group to transfer to.  If a CP is extremely confident that the group will go through (perhaps because this transferring Member is the third Member to join), then the CP can create or add the group.  However, the CP should not assign the CC or the other Members until this third Member does request the transfer.  Then all other procedures are the same (three in a group and a CC who has be approved).

Transfer Pending Member if not assigned because NO room in enrolled chapter after October 1st. CP needs to:

1. Investigate room in nearby chapters, “Assigning Members and Creating Groups”, “Finding Pending Member who enrolled in nearby chapters”
2. Contact new chapter CP to inform them of the possibility of transfer
3. Use document in CP Documents called “Pending Member No Group Dif Chapter” if there is an opening to send to Pending Member.

4. Pending Member does NOT have to accept nearby chapter with opening in a group. 

5. Confirm with Pending Member /new CP that the Pending Member wants to change chapters (if not, archive).

6. Click on Pending Member and in Notes state what chapter Pending Member enrolled in and being transferred to.

7. Click SAVE

8. Contact DO to make change in chapter request with Member name, current chapter, and gender/grad year of Pending Member.

9. DO will inform both CP when transfer is complete.

10. Once Member has been transferred to new chapter, new CP clicks on Pending Member.

11. Assign new Pending Member and make sure Notes gives the information where the Member was transferred from.

12. Hit Save

13. Once assigned to a different chapter there is no refund and they will have to pay a transfer fee the following year if they want to transfer back to original chapter they enrolled in.

Enrollment History

When you click on a Member’s name, it will show all information about the Member, including Enrollment History.  Accuracy is incomplete prior to April 2015.
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20132014 9/15/2013 6:30:00 PM TC2015G8 Yes
20132014 6/2/2013 4:30:00 PM TC2015G8 Yes
20132014 5/5/2013 5:30:00 PM TC:201568 Yes

Member History * Note - Member history prior to April 2015 Is incomplete »





Enrollment Problems

Duplicate enrollment: If a Member enrolled twice, the CP IMMEDIATELY archives the later of the 2. Chose the correct archive date and uses the code “Refunded-Enrollment Error”. The Member and ED will get notified. The ED will refund and the Member will get notified of the credit. There might be a few days for funding to take place.
Enrollment Error: A Pending Member who chose the incorrect chapter in the enrollment process, may transfer to another chapter if the CP of the original chapter has not assigned that Pending Member. The CP needs to:

· Inform the Pending Member requesting the transfer that the date of the transfer will be their new enrollment date (thus losing their original enrollment date).

· The DO (not the CP) makes the transfer as only the DO can change the enrollment date.

· Follow steps 6-13 in “Transfer Request” “Transfer Pending Member if not assigned because NO room in enrolled chapter after October 1”

Room in Other Chapter: If they can’t be assigned by October 1st, there might be room in a nearby chapter! See “Chapter 3, Assigning Members and Creating New Groups, Finding Pending Member who enrolled in nearby chapters” for local chapter CP/groups/Pending Member list for details.

· If there is no room in chapter they enrolled in, then communicate this to the Pending Member with a choice being assigned to a nearby chapter instead or get refunded. Use the document “Pending Member No Group Dif Chapter”.

· This is usually done on October 1st.  Require a response by October 5th. If no response, archive Pending Member.

· This process can take place at any time of enrollment period although we encourage CP or Member to not be too hasty and work at finding other Members to enroll first or be patient as others usually do enroll.

· There is no transfer fee because they haven’t been assigned

· If chose to transfer and are assigned, they cannot be refunded their enrollment fee if not happy with transfer. 

· Make sure they are aware, if space available the following year in a group, in the chapter they initially enrolled in, they will have to pay a transfer fee. 

Transferring a Pending or Assigned Member to another group BECAUSE OF AN ENROLLMENT ERROR:  The CP can change a Pending Member who chose the incorrect graduation year or incorrect gender.  Simply click on the Pending or Assigned Member’s name and change the graduation year or gender.  If the Member is already assigned, the CP should select the correct group. If there is no group available, choose “No Request” as the “Group Assigned,” and the Member will become a Pending Member.  Be sure to contact the MC if a Welcome Package has or has not gone to this Member already so that a duplicate package does not get sent. The CP should then logout and then log back in to see the change.  (No transfer fee applies to this situation.)  

Transferring an ACTIVE group due to no CC:  See Chapter 2:  Class Coordinators; Changing and Archiving a CC.

Year End (October 2nd): All Pending Members who did not get in a group because there was no room, not enough to start a new group, no CC, no nearby chapter has room or choose not to go to different chapter that has room, must be archive immediately with archive code:  Refund:  No Groups. (When a Pending Member is archived with this code, all emails provided during enrollment will automatically go into the LH mailing list for non-Members.  Enrollment reminders are sent to this list, along with any important organizational news.)

No Pending Member can stay on the Pending List beyond October 15th.  If the Member does not respond or responds in the negative to the possibility of being assigned to another chapter, please archive the Pending Member with archive code:  Refund: No Groups.  An email will automatically be sent to the ED with refund information to process.  An email will automatically be sent to the Member, as well.

· At the end of the enrollment period, if you are still trying to find a Class Coordinator, please give them the deadline of October 5th to respond if they want to commit.  Give the parent until October 15th to complete the course and the background check.  

Group Problems

Active Groups that need a CC or fall below three Members

If and when a group count falls below 3 Members, an auto notification will go out to the CC, CP, DO and Awards Director (because this may affect a TB trophy).  This notification will repeat every two weeks until the group count is resolved.  The notification will state the following:

Chapter:

Group Name:

CC:

CC Email:

CC Cell:

CP Name:

“This group now has fewer than the required three Members and is in danger of not continuing.  Lion’s Heart policy is to wait until October 1st for new Members to enroll and be assigned to the group. Notify the DO if the  required number of meetings for past Members needs to be changed (group count is not 3 or more until after June 1st).  If the group doesn’t have at least three Members by October 1st, the group will be discontinued.  However, if there is room in one or more groups, the Members will be re-assigned on October 2nd.”
If a group falls below three Members and the CC is willing to continue, the group can continue until October 1st of the following year, giving time to find additional Members.  Contact DO and inform that this “past active” group needs to have required number of meetings for the next year be 6 rather than 8 due to lack of 3 Members prior to June 1st . An * Temporary Suspension will show next to their group on the Chapter status report. If no other Members can be found to have the minimum three Members by October 1st, see 1-4 below.

If the CC does not wish to continue (perhaps because it was their child not continuing), then the CP should ask another parent to become the CC.  If so, the group may continue until October 1st of the follow year, giving time to find additional Members.  If no CC can be found and/or if the minimum Members cannot be found by October 1st, the group must be dissolved, and the CP should immediately perform the following:
1. If there is room in ONE group in the chapter for ALL Members to be transferred then simply transfer them (at no cost) to the group with room.  Email or phone the CC of the new group beforehand as a courtesy.  Email the dissolved group Members and notify them of the change.  Archive the CC.  Notify the DO so that the group name can be archived.

2. If there is room for ALL Members of the dissolved group to be transferred to more than one group in the Chapter, then use the enrollment date and time as to which Members go to which group.   The Members who enrolled together/first go into the group with the most openings first, then the Members who enrolled later should be transferred to the smaller group.  If the space available is the same in both groups, the Members who enrolled first should be transferred to the group in this order: Blue, then Red, then Yellow, then Green.  Please discuss this situation with the DO before any announcements are made to the Members.  If a Member or a Member’s parent is unhappy with the transfer and wants to quit, there are no refunds.  Archive the Member with the Archive Code “Resigned.”  Notify the DO so that the group name can be archived.

3. If there is no group within the chapter to transfer the Members into, look to nearby chapters.  If there is room in a group or groups in another chapter, email the parents to see if they would like to transfer (at no charge) to a group there.  This is strictly optional for the parents.  If they do not wish to transfer to another chapter, see #4 below.  If they all are transferred, be sure to notify the DO so that the group name can be archived.

4. If none of these options work, archive the Member “No-Group” and the dues will be refunded, although if the Members were successfully transferred to other groups within the chapter, no refunds are given.  Notify the DO so that the group name can be archived.

Groups who graduate: Each CC should archive all of their Members after the awards are presented but by July 1st.  The CP is required to archive the CC.  The senior groups will automatically be moved to Archived Groups on September 1st.  In all cases, an archived group that once had Members, will always stay on the public side of the website by clicking on +Archived Groups.
Groups where no Members are continuing the following year:  Each CC should archive all of their Members after the awards are presented in June but definitely by July 1st.  The CP is required to archive the CC.  The group will automatically be moved to Archived Groups on September 1st.  In all cases, an archived group that once had Members, will always stay on the public side of the website by clicking on +Archived Groups.
Groups that never had any Members: Notify the DO to delete the group name if accidentally added and never had Members or CC assigned.
Notes:  If any unusual situation arises (i.e., discipline issues, transfers, difficult people, CC quits, group dissolves), it is best to always make a notation in the box labeled “Notes” for Members and/or for a CC.  These notes are confidential and only seen by the CP who follow you and for the LH Management Team who have access to the Member Accounts (the ED, DO, CCL, and the MC).  Neither the CC nor the Member will see these notes.

Quick Reference 

Steps for Assigning Members and Groups 

Steps to find/assign a new Class Coordinator (CC)

1. Use Prospective CC Spreadsheet to keep track of new CC for possible new group

2. Email the parent Step 1 - FAQ
3. Receive answers

4. Once 3 Members have enrolled: Email the chosen CC, Step 2 - Instructions on how to take the CC course and approve background check
5. Receive approval of background check from DO

6. Receive forwarded email that course is completed successfully

Steps if new CC is replacing CC of an existing group

1. Follow steps 1-6 above

2. Talk to both existing and new CC when best to archive/add new CC to group

3. Would need to share CC login info if both want to be able to email the group if there is over lap.

4. New CC should be assigned by May 1st 

5. Email the new CC Step 3 – Directions to Start 
6. Welcome package will be automatically be sent by the MC once the new CC logs in and updates information.

Steps to create/assign Members to a new Group

1. Wait until there are three in a group of the same grade/gender

2. Choose one parent as a CC (Steps 1-6 to find/assign a new CC above)

3. Create Group on or after April 1st
4. Assign the CC to the group

5. Assign pending Members

6. Email the parent Step 3 – Directions to Start
7. Welcome package will be automatically be sent by the MC once the new CC logs in and updates information.

8. Assign more pending Members as they enroll

Steps to assign new pending Members in existing groups

1. Make sure there is room

2. On or after April 1st, assign the pending Member

3. If requesting a group, contact to see if want wait to be assigned after April 15th or April 30th for possible openings.

4. A transfer request becomes a pending Member after May 1st, not before. 

Steps to assign a Re-enrolled Member (they show in red in Pending)

1. Verify the re-enrolled Member is eligible to return

2. Make sure there is room

3. Assign the re-enrolled Member in the same manner as assign a pending Member.

CHAPTER 4

Awards and Awards Event 

for Chapters with 150+ Members

For chapters with fewer than 150 Members, all awards and a gift will be sent directly to each CC by June 1st by the AD.  These CC (in returning groups) are required to have a June meeting to present these awards, and utilize a CC document “June Meeting for Returning Groups.” 
 The CP is not required to be involved.

The CP must book a venue by November 1st and let the AD know.  The CP should identify an Event Chairman (EC) by January. The EC has a job description, but the CP is responsible for supervising them.  See job description for the EC position with further details. Job description, and templates can be found on EC Documents.  Also refer to timeline in chapter 5B.  

Event Chairman:  has access to your chapter’s awards information, Member and CC rosters, documents related to the EC position, and the ability to add a document for future use by the chapter. The CP provides EC with specific username and password.  The username is event<chapter initials> and the password is:  lionsheart2004.  For example, the username for Long Beach is:  eventlb and the password is lionsheart2004.  The chapter initials to use can be found on the home page of the website in (   ) next to the chapter name.
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The photographer: has access to your chapter’s Officer & Awards information so he or she can upload photos, which will be posted on the Class Pages.  The username is specialuser<chapter initials> and the password is: special2004. For example, the username for Long Beach is: specialuserlb and the password is special2004.
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Event Duties and Checklist for CP

8 months – 1 year prior to Event:

· Choose Date:  Must be the first or second Sunday of June.  Review graduation dates of local high schools.  Avoid the first Sunday if it happens to fall very early (June 1 – 4) because awards need to be processed.  

· Reserve Venue:  Choose a public place, like a high school theater or gym or community center that will accommodate your estimated attendees to the event. (Remember to include parents in your estimate).   Only ED is authorized to sign contract.  The event start time should be 5:00 P.M. but reserve the venue for two hours prior for set up and one hour after to clean up.  Reserve venue from 3:00 P.M. – 7:00 P.M.  You should request the following items with the venue or know if you need to rent:  podium with microphone, chairs, banquet tables, DVD player and screen for slide show.  Make sure there will be open restroom facilities.  Inform the EC of items that are not included with venue and the cost.  If the venue needs Lion’s Heart 501(c)(3) non-profit determination letter from the IRS, it can be found under Member > Documents, as well as under Event Chairman Documents.

· Contact the AD with your venue and date!!!

· If insurance certificate or deposit is required, request from AD.

· Post date of event on chapter calendar.  Send “Save the Date” email to Members.

· No food or drink is to be offered, served or sold at the event.  (The only exception is bottled water, and only if it is donated and there is enough for all attendees.) No other event can co-inside with the event. 

6 months prior to Event (December/January):


· Choose a very responsible Event Chairman.  Finding a responsible volunteer will make your job easier. Their job description can be found on the EC Secured Documents. Make sure they are clear on their responsibilities.  Follow their job description to be sure everything is being completed as directed.
· Send another “Save the Date” email to Members.

· Get your budget approved by the AD.  This ensures the Finance Director will pay your invoices.  Budget guidelines:

Photographer:


Not to exceed $500

Venue:



Not to exceed $600
Balloon decorations:

Not to exceed $325

Audio/Visual/stage:

Not to exceed $400
Table rentals:


 $10.00 for full length blue cloth and $9.00 for each table

  



(one (1) 7’-8’ table plus one (1) tablecloth for every 4 returning groups)


Chairs:



$1.00 per chair – one for each returning, including senior CC and any VIP
 

· Expenses can be paid by CP or EC and reimbursed through FD or a check request can be made through the FD.  Please do not take from one category and give to another.

2-3 months prior to Event (March/April): 

· Ask a Member to create a slide show. Slide show should not exceed eight minutes and must use the Lion’s Heart theme song and/or Danielle Prou’s found on LH website under Sing our Songs .  No volunteer means no slide show.   

· Announce the Senior Speech contest by sending an email only to the senior groups.  Request speeches to be no longer than 5 minutes in length, and send to you by a certain date (it is recommended this be done one month prior in case you do not have submissions.  If you do not, you can request a senior of your choosing to make a speech.)
· Send email to all Members requesting photos be sent to the Member or person creating slide show.  Photos must be actual size, high-resolution photos.  If photo does not have Members wearing LH tee shirts, it might not be used.

· Remind returning CC to have their prior Torchbearer recipient bring the trophy to the May meeting.  CC to put trophy in box and deliver to CP.  Send CC an email with your address.

1 month prior to Event (May) to immediately prior to event: 

· EC should order all rentals (see EC job description for details), but confirm all is within approved budget.

· Prior to event: AD will ship to CP supply of gifts, new Torchbearer Trophies, certificates and folders, nameplates for all TB, Golden Lion awards (if applicable), and blank nametag labels for CC, CP, EC, and any VIP in attendance.  Give blank nametag labels to the EC. Remember, awards for any Member who transferred this year will be sent and posted to the chapter/group the Member was in on April 30th.
· Have CC fill in TB Comments between May 11 and May 20 (see CC Manual).

· Choose a senior boy and a senior girl to be the Masters of Ceremonies for event.  Speak to Senior CC to find out which Members they recommend.  Let EC know the names and contact information.

· Choose a former winner of the Torchbearer Award to speak about the award.  Insert name into script.

· Verify EC has edited the photography Job Description and it is sent to the Photographer.  Photography Job Description can be found on EC Secured Documents. 

· Follow up with Member or person creating the slide show.  Preview before event!

· Finalize event script with EC (Script Template can be found on EC Secured Documents).  Email final script to AD for approval prior to event.  Be sure to upload final version by logging into the website and adding to My Documents under EC login.

· If the local Rotary Club or any other organization wants to present one or more seniors with a community scholarship, insert into script.  It must be a scholarship open to ALL seniors in chapter.  See Scholarship in Chapter 1.

· Ask a Lion’s Heart Member to sing the national anthem without music at event (insert name into the script).
· Are there any non-GL winners that have notified CP with military plans?  Automatic email is sent out by LH management to senior Members on 5/15 asking for this information to be sent to CP by 5/20.  Insert information in script where indicated (delete in script if not needed).
· Work with EC to cut and paste Golden Lion report into script (if you have winners).  Follow up with Member or CC of Member if no future plans are indicated (deadline given is May 20th). Edit as needed and insert into script.  See instructions under Golden Lion Award in this manual.

· Send an email to entire chapter congratulating all of the GL recipients, naming them in alphabetical order by last name. This is also done so that if a Member is missing from the list, you will be notified prior to the event to investigate.

· The CP will send emails to Members, Parents, and CC – 30 days, two weeks and three days prior to event.  See CP Documents for email templates for each “CP Emails to Members and CC About Awards Event.”

· Prior to the event:  Receive awards package from AD.  Arrange PVSA envelopes in “present awards” report order. Give blank nametag labels to EC to make nametags for all CC, EC, CP, and any VIP in attendance.  Affix nameplates to new TB trophies and plaques.

After event – by July 1st, photographer should upload all of the photos to the correct group pages.  Confirm that this was completed properly.  EC should upload event script (see CP Documents for details). CP should get a CD with all of the photos and keep them for next year’s slide show, in case there are errors, and/or for future use.  Upload slide show video to.  www.Youtube.com > Sign In > Email: founders@lionsheartservice.org> password: Givingback2004.  Click on UPLOAD and select file from your computer.  Name your video: Chapter Name and year, so it would look like:  Trabuco Canyon 2014 (not other description).  Remember to set Channel Settings (left column) > Default > Privacy: Public > Category: Nonprofits & Activism > License:  Standard You Tube License.  Hit Save.
If CC did not archive the Seniors, the CP should do so.  Refer to script to which seniors received the Golden Lion Award so the archive code is correct.  If not, use the Graduated archive code.  Then archive the CC as graduated.

PVSA: 

Receive the awards prior to event from the AD. Remember, awards for any Member who transferred this year will be sent and posted to the chapter/group the Member was in on April 30th.
EC responsible for cutting and pasting awards information into script but below are the details. 
· Go to:  Officers & Awards > PVSA >  Present Awards > PDF > print this list or TXT > download and then cut and paste into event script.

· Arrange the awards in the same order as the Present Awards report.

· Bring to these awards to the awards event.  Hand CC all envelops for their group.  
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Torchbearer Award:

Torchbearer Trophies: Between May 1 and May 10th, each returning Members votes online on the Member in their group that went “above and beyond” for the community during the prior year of service.  The winner is visible to the CC and the CP on May 11th.  Remember, awards for any Member who transferred this year will be sent and posted to the chapter/group the Member was in on April 30th.
The trophies for groups created in the last year:  These new trophies will automatically be order by the AD and will be shipped directly to the CP in chapters having an awards event.  CP checks that each new group trophy is received and engraved properly.  The trophies do not list the Chapter name or gender on the actual trophy – just group name and color. 

The trophies from returning groups:  The CC is responsible for getting the trophy in the box safely to the CP prior to May 15th.  The CC is also responsible for filling the awards comments about the winner between May 11 and May 20.  

New nameplates:  The AD will order all of the nameplates and send to CP (in chapters having an awards event; otherwise the nameplates are sent directly to the CC) prior to the event.  The CP is responsible for placing the nameplates on the trophies and presenting the awards at each group’s June meeting.

Place on trophy in the following order:

1st nameplate is to be placed on the left side on top (leaving room for two under)

2nd nameplate is to be placed on the left side under the first nameplate (leave a bit of space between the two)

3rd nameplate is to be placed on the left side under the second nameplate (leave a bit of space between the two)

4th nameplate is to be placed on the right side on top (leaving room for two under)
5th nameplate is to be placed on the right side under the 4th nameplate (leave a bit of space between the two)

6th nameplate is to be placed on the right side under the 5th nameplate (leave a bit of space between the two)

Torchbearer Certificates.  The AD will print and send all of the TB Certificates, along with this presentation folder to the CP prior to event.  Place in slots in blue torch folders.  

Torchbearer Plaques: When a new group does not continue after first year, or a group is created in 11th or 12th grade (will only have one or two recipients), the group will receive one Torchbearer plaque instead of a trophy.  

For plaque:  Affix the nameplate as follows:

· If there is only one recipient because the group is graduating this year, center the nameplate

· If this recipient is the first of two nameplates, place the nameplate to the left, leaving room for a second nameplate next year

CP is responsible for delivering Torchbearer trophies, Torchbearer certificates, and folders to the event.

Trophy Boxes for Torchbearer Trophies: A trophy box will be placed on the reserved seat for each CC at the awards event for them to keep until the following year.  When the Member with the trophy returns it at the April or May meeting, the CC will use the box and wrap to safely transport it to the CP.  

Golden Lion Award:
Only Members who have been in LH in good standing for all six years receive this award.  In smaller chapters (under 150 Members) it is unlikely to have a Member who has been in your chapter all six year, but CP should go to Officers & Awards > Golden Lion > Run Report.  This function is available May 1 – September 1 each year.  Here you will see all of the Members in your chapter who qualify.  Seniors will be requested to type in their “plans after high school” onto their contact page so it can be included in the script.  The CP must follow up with all GL recipients who do not complete this step (deadline given is May 20th).

To cut and paste this information into the event script, select TXT and you will be able to select, cut and then paste into a Word document in the exact order prescribed by the LH Management Team.  Do not vary from this order.  Golden Lion awards (special key fobs) will be sent to all CP with Golden Lion recipients in their chapter.  No other information should be included, no matter how important it may seem, like class ranking, other awards, etc.

If a Member skips a grade and does not complete six years in LH, they do not qualify.  If a Member stays back a year, the Member must have six continuous years including their Senior year to be eligible for the award. 
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Chapter 5A

Timeline for Chapters with fewer than 150 Members 

(Chapter not having an awards event)

February

· Members can now renew membership and pay returning.

· Start receiving inquires from prospective CC.  Send Step 1 - FAQ form. 
March

· Review Chapter Status Report and follow up with any CC who is not up to date with adding officer names, photos, etc. – especially any CC who does not have enough meetings recorded.

· Confirm CC for new groups and send Step 2 if three Members are on pending list for that group.

April

· On or After April 1: Assign new Members to groups if new CC has completed Step 2.

· Noon (PST) on April 15th deadline to renew dues. 

· Add pending Members if dues aren’t paid by 15th and there is room in existing groups. 

May

· 1st:  Receive requests for returning Members to transfer groups (ends on October 1st).

· 1st: LH year starts. 
· 1st: If an entire NEW group is not going to continue after their first year, notify the DO.
· 15th:  Re-enrollment starts for Members who missed paying their dues.

· Continue to assign pending Members.

June

· 1st:  Re-enrollment starts for Members who were archived for anything except unpaid dues.

· 1st: Contact DO if “past active” group’s count is still below 3 Members. Request to change required meetings from 8 to 6.

· Continue to assign pending Members.

July

· Archive Seniors after award photos are uploaded if CC did not, and archive retiring CC after June meetings.

· Continue to assigned pending Members, and notify pending Members of groups that have not reached at least three Members warning them that the group needs more Members and/or CC to be formed.

October
· 1st - last day for new Member Enrollment or Member transfers requests.

· Archive all Pending Members who did not get a group or see if room in nearby chapters.

· 15th – There must not be any Pending Members.

· Search on Active Members in your chapter.  If you have 150+ Members, start following directions outlines for larger chapters because your chapter will hold an awards event next June.
· Review Chapter Status Report and follow up with any CC who is not up to date with adding officer names, photos, etc. Remind them of the September 1st deadline. 
September

· 1st- graduated groups will automatically be archived the system.

· 1st- Review Chapter Status Report (Chapter 2> Class Coordinator>Supervising). Follow up with any CC whose group began before July 1st and is not up to date with adding officer names, photos, etc. 
· 8th- Repeat follow-up with CC that did not respond to request to complete Chapter Status info.
· 15th- Report to CCL if need assistance with CC following through with responsibilities.
October
· CP will receive thank you cards from MC to write thank you notes to all CC by Thanksgiving.
· 1st- Review Chapter Status Report (Chapter 2> Class Coordinator>Supervising). Follow up with any CC whose group began after July 1st and is not up to date with adding officer names, photos, etc. 

· 8th- Repeat follow-up with CC that did not respond to request to complete Chapter Status info.
· 15th- Report to CCL if need assistance with CC following through with responsibilities.
November

· Write thank you notes to all CC.
· Make sure process is started/complete to replace CC that are not fulfilling their jobs.

December

· Review Chapter Status Report and follow up with any CC who is not up to date with adding officer names, photos, recording meeting attendance and meeting minutes, etc.
Chapter 5B

Timeline for Chapters 150+ Members

(Chapter having an awards event)

January

· Touch base with Event Chairman about status of event.

February

· Members can now renew membership and pay dues.

· Start receiving inquires from prospective CC.  Send Step 1 - FAQ form. 
March

· Review Chapter Status Report and follow up with any CC who is not up to date with adding meetings, minutes, officer names, photos, etc. – especially any CC who has not recorded enough meetings.

· Confirm CC for new groups and send Step 2 if 3 Members are on pending list for that group.

· Ask CC/group to supervise food drive at Awards event.

· Email Members to see who would like to handle creating slide show. 

· Announce Senior Speech contest, found on CP documents.

April

· On or After April 1: Assign new Members to groups if new CC has completed Step 2.

· Noon (PST) on April 15th deadline to renew dues. 

· Touch base with EC about event status.

· 15th - Add pending Members if dues aren’t paid and there is room in existing groups.

· Email Members to have them email Member in charge of slide show all full size, high-resolution photos. 

May

· 1st:  Accept requests for returning Members to transfer groups (ends on October 1st).

· 1st: LH year starts. 
· 1st: If an entire NEW group is not going to continue after their first year, notify the DO.
· 15th:  Re-enrollment starts for Members who missed paying their dues.

· Find a Senior boy and girl to be the emcee for Event.

· Finalize budget for event.

· Continue to assign pending Members.

· Finalize event script with EC.  Send to ED for approval.

· Ask a LH Member to sing the National Anthem at Event.

· End of May:  Receive from AD:  Torchbearer (TB) trophies, certificates/folders/new nameplates, gifts, Golden Lion awards, blank nametags, and PVSA; organize for Event.

June

Remind CC of the following (see email template on CP Documents): 

1. Date, time and location of event.

2. Hold their meeting before or after event (but not inside venue prior to event).

3. Send their officers to the photographer before or after ceremony.

4. RSVP from CC if they will attend or replacement, if any.

5. The CC sit in assigned seating area on stage/gym floor where there will be the Torchbearer box to take home and a nametag. The CC will be handed the Torchbearer trophy and they will hand to their winner.

6. Remind their Members of food drive items requested.

7. Remind their Members that it is MANDATORY for all Members and CC to wear their LH tee shirts.

8. Remind CC to have 2 parents sit with group during ceremony.

· 1st:  Re-enrollment starts for Members who were archived for anything except unpaid dues.

· 1st: Contact DO if “past active” group’s count is still below 3 Members. Request to change required meetings from 8 to 6.
· Continue to add in newly enrolled Members.

· Archive retiring CC after awards event.
July

· Archive Seniors after photos are uploaded if CC did not.

· Make sure photographer has uploaded pictures to website by July 1st and has given a copy of pics on CD.  
· Photographer is entitled to 50% balance due to him or her after received CD and uploading is complete and approved.
· By the 1st upload Event script (in Word doc) to CP “My Documents” and slideshow to LH UTUBE account.
· Continue to assign pending Members, and notify pending Members of groups that have not reached at least three Members warning them that the group needs more Members and/or CC to be formed.

October
· 1st - last day for new Member Enrollment or Members transfers.

· Archive Pending Members who did not get a group.  

· 15th – There must be no Pending Members.

September
· 1st – graduated groups will automatically be archived by the system.

· 1st- Review Chapter Status Report (Chapter 2> Class Coordinator>Supervising). Follow up with any CC whose group began before July 1st and is not up to date with adding officer names, photos, etc. 

· 8th- Repeat follow-up with CC that did not respond to request to complete Chapter Status info.
· 15th- Report to CCL if need assistance with CC following through with responsibilities.
· Find venue for next June’s Awards Event.  See Awards Event in this manual for more details.

October

· CP will receive from MC thank you cards to write notes to all CC and event chairmen.
· 1st- Review Chapter Status Report (Chapter 2> Class Coordinator>Supervising). Follow up with any CC whose group began after July 1st and is not up to date with adding officer names, photos, etc. 

· 8th- Repeat follow-up with CC that did not respond to request to complete Chapter Status info.
· 15th- Report to CCL if need assistance with CC following through with responsibilities.
November
· 1st- Review Chapter Status Report (Chapter 2> Class Coordinator>Supervising). Follow up with any CC whose group began after July 1st and is not up to date with adding officer names, photos, etc. 

· Write thank you notes to all CC and chairmen by Thanksgiving.  
· Make sure process is started/complete to replace CC that are not fulfilling their jobs.

December
· Select a very responsible person for Event Chairman.  Give them job descriptions (found on CP Documents).

· Send a “Save the Date” to all Members with June’s Event date.

Appendix A

Figure 1 – Transfer Actions
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Transfer Emails

Transfers within a Chapter

Example:  Jane Doe Requests Transfer from TC 2015GR to TC 2015GY

Request notifications

To Member (all emails on record):

Subject: Lion's Heart - Transfer Request

We have received your request for a transfer. You will receive an email notification when the transfer is complete. Your fee will be refunded if your request cannot be granted by October 1st.


If you have any questions, please contact:
Trabuco Canyon (TC) Chapter President:
Name: Christine Holguin
E Mail: christine.holguin@lionsheartservice.org
Phone: 714-555-1212

To CP: 

Subject: Lion's Heart - Member Transfer Request

The following Member within your chapter is requesting to transfer to another group. This Member is now listed on the chapter's Pending List in date/time order as all other Pending Members. Pending Members who enrolled prior to this transfer request do get priority and must be placed in groups ahead of this transfer.

- Select their name on the Pending List. You will have a choice to "Accept Transfer" or "Reject Transfer". If you select "Accept Transfer" this will place the Member in the group requested and an email will automatically be sent to the Member and both Class Coordinators.

- If this Member is not qualified to continue for some reason (the group count will drop below three if they are transferred) the Member needs to be contacted. In this case, select “Reject Transfer,” and an email will automatically be sent to the Director of Operations for a refund. An email will automatically be sent to the Member that there was a problem with their transfer and a refund will be processed. No further action is required.

Member Information:
Name: Jane Doe
Email: janedoe@gibsonnetwork.com
Phone: 949-709-8820
Mother's Email: mom@gibsonnetwork.com
Mother's Phone: 949-606-5449
Father's Email: dad@gibsonnetwork.com
Father's Phone: 949-606-5312
Street Address: 21 Torrey Pines
City, State Zip: Coto De Caza, CA 92679


Current Class: Trabuco Canyon (TC) - 2015GR
Class Coordinator's Name: Cathy Field
EMail: cmfield@aol.com
Phone: 949-766-1699
Group Count: 17

Requested Class: Trabuco Canyon (TC) - 2015GY
Class Coordinator's Name: Kristi Turchi
EMail: turchi6@gmail.com
Phone: 949-888-4630
Group Count: 12

Accept Notifications

To Member (all emails on record):

Subject: Lion's Heart - Notice of Transfer

Dear Jane Doe:

Per your request, we have we have transferred you to a new group. Here is your new group information:

Group: Girls - Class of 2015 Yellow (2015GY)
Chapter: Trabuco Canyon (TC)
Class Coordinator:
Kristi Turchi
turchi6@gmail.com
949-633-4630

You have the same username and password. Your volunteer log remains the same. Sorry, but transferred Members do not get a new tee shirt or welcome package. If you have any questions, please contact the Chapter President:

Christine Holguin
christine.holguin@lionsheartservice.org

Thank you for serving the community through Lion's Heart!
To New CC:

Subject: Lion's Heart - New Member for Trabuco Canyon (TC)  Girls - Class of 2015 Yellow

New Member(s) have been assigned to your group today. Please welcome your new Members as soon as possible and communicate your meeting schedule, along with any up-coming group events. 

Your new members:
Jane Doe transferred from Trabuco Canyon (TC) - 2015GR

Thanks!
The Lion's Heart Management Team

To Former CC:

Subject: Lion's Heart - A Member(s) has transferred out of your group for Trabuco Canyon (TC)  Girls - Class of 2015 Red

A Member(s) has transferred out of your group today. No action is required on your part. 

Members Transferred:
Jane Doe transferred to Trabuco Canyon (TC) - 2015GY

Thanks!
The Lion's Heart Management Team

Rejection Notifications

To Member (all emails on record):

Subject: Lion's Heart - Transferred declined – refund in process

There was a problem with your transfer, most likely because a transfer will now cause your group to be fewer than three Members. A refund will be processed immediately. If you have any questions, please contact your Chapter President:

Chapter President's Name: 
Name: Christine Holguin
Email: christine.holguin@lionsheartservice.org
Phone: 714-555-1212

To Lion’s Heart Management Team:

Subject: Lion's Heart  - Transfer Rejected - Refund Due

The following member had requested a transfer on 5/14/2013 3:13:25 PM, but this the transfer has been rejected. A refund is due.

Member: 
Name: Jane Doe
Chapter: Trabuco Canyon (TC)

Orders: 
ID: 21202
Date: 5/14/2013 3:10:29 PM
Card Holder: 
Card Type: 
Card #: ....1111
Amount: 50.00

Chapter to Chapter transfer
Example: Transfer from TC 2015R to HB 2015B – not 30+ miles

Transfer Notification Emails

To Member (all emails on record):

Subject: Lion's Heart - Transfer Request

We have received your request for a transfer. You will receive an email notification shortly when the transfer is complete. Your fee will be refunded if your request cannot be granted by October 1st.

If you have any questions, please contact:
Huntington Beach (HB) Chapter President:
Name: Isabel O'Connell
E Mail: soconnell2@socal.rr.com
Phone: 714-887-3464

To Current CP:

Subject:  Lion's Heart - Member Transfer Request

The following Member is requesting to transfer out of your chapter. Even though this Member has been "pre-qualified" to do so, please let the requested Chapter President know if there is some reason a transfer should not take place. This Member is now listed on both chapters Pending Lists in date/time order as all other Pending Members. Once the requested Chapter President accepts the transfer, the Member will be removed from your Pending List and be transferred to the requested group in the new chapter. An email will automatically be sent to the Member’s former Class Coordinator and to you when this transfer is complete.

Member Information:
Name: Jane Doe
Email: janedoe@gibsonnetwork.com
Phone: 949-709-8820
Mother's Email: mom@gibsonnetwork.com
Mother's Phone: 949-606-5449
Father's Email: dad@gibsonnetwork.com
Father's Phone: 949-606-5312
Street Address: 21 Torrey Pines
City, State Zip: Coto De Caza, CA 92679

Current Class Coordinator: Trabuco Canyon (TC) - 2015GR
Name: Cathy Field
EMail: cmfield@aol.com
Phone: 949-766-1699
Chapter: Trabuco Canyon (TC)
Group: Girls - Class of 2015 Red
Group Count: 17

Requested Chapter President: Huntington Beach (HB)
Name: Isabel O'Connell
EMail: soconnell2@socal.rr.com
Phone: 714-887-3464

Requested Class Coordinator: Huntington Beach (HB) - 2015GB
Name: Cathy Andrew
EMail: catsyronin@msn.com
Phone: 714-235-0779
Chapter: Huntington Beach (HB)
Group: Girls - Class of 2015 Blue
Group Count: 10

To Requested CP:

Subject:  Lion's Heart - Member Transfer Request

You MUST take action to accept or reject this member's transfer request.

The following Member from another chapter is requesting to transfer to your chapter. This Member is now listed on the current chapter's Pending List and on your chapter’s Pending List. On your chapter’s Pending List the Member will appear in date/time order as all other Pending Members. Pending Members who enrolled prior to this transfer request do get priority and must be placed in groups ahead of this transfer.

- Select their name on the Pending List. You will have a choice to "Accept Transfer" or "Reject Transfer". If you select "Accept Transfer" this will place the Member in the group requested and an email will automatically be sent to the Member, former Chapter President and both former and new Class Coordinators. Upon selecting "Accept Transfer", the Pending Member will disappear from the former Chapter President’s pending list. No further action is required.

Member Information:
Name: Jane Doe
Email: janedoe@gibsonnetwork.com
Phone: 949-709-8820
Mother's Email: mom@gibsonnetwork.com
Mother's Phone: 949-606-5449
Father's Email: dad@gibsonnetwork.com
Father's Phone: 949-606-5312
Street Address: 21 Torrey Pines
City, State Zip: Coto De Caza, CA 92679

Current Chapter President: Trabuco Canyon (TC)
Name: Christine Holguin
EMail: christine.holguin@lionsheartservice.org
Phone: xxx-xxx-xxxx

Current Class Coordinator: Trabuco Canyon (TC) - 2015GR
Name: Cathy Field
EMail: cmfield@aol.com
Phone: 949-766-1699
Chapter: Trabuco Canyon (TC)
Group: Girls - Class of 2015 Red
Group Count: 17

Requested Class Coordinator: Huntington Beach (HB) - 2015GB
Name: Cathy Andrew
EMail: catsyronin@msn.com
Phone: 714-235-0779
Chapter: Huntington Beach (HB)
Group: Girls - Class of 2015 Blue
Group Count: 10

Acceptance Email Notifications

Member (all emails on record):

Subject:  Lion's Heart - Notice of Transfer

Dear Jane Doe:

Per your request, we have we have transferred you to a new group. Here is your new group information:

Group: Girls - Class of 2015 Blue (2015GB)
Chapter: Huntington Beach (HB)
Class Coordinator:
Cathy Andrew
catsyronin@msn.com
714-235-0779

You have the same username and password. Your volunteer log remains the same. Sorry, but transferred Members do not get a new tee shirt or welcome package. If you have any questions, please contact the Chapter President:

Isabel O'Connell
soconnell2@socal.rr.com
714-887-3464

Thank you for serving the community through Lion's Heart!

To Former CP:

Subject:  Lion's Heart - A Member has transferred out of your chapter for Huntington Beach (HB) - 2015GB

A Member(s) has transferred out of your chapter. No Action is required on your part. 

Member Transferred:
Jane Doe transferred to the Huntington Beach (HB) - 2015GB

Thanks!
The Lion's Heart Management Team

To Former CC:

Subject:  Lion's Heart - A Member(s) has transferred out of your group for Trabuco Canyon (TC)  Girls - Class of 2015 Red

A Member(s) has transferred out of your group today. No action is required on your part. 

Members Transferred:
Jane Doe transferred to Huntington Beach (HB) - 2015GB

Thanks!
The Lion's Heart Management Team

To New CC:

Subject:  Lion's Heart - New Member for Huntington Beach (HB)  Girls - Class of 2015 Blue

New Member(s) have been assigned to your group today. Please welcome your new Members as soon as possible and communicate your meeting schedule, along with any up-coming group events. 

Your new members:
Jane Doe transferred from Trabuco Canyon (TC) - 2015GR

Thanks!
The Lion's Heart Management Team

Rejection Email Notifications

To Member (all emails on record):

Subject: Lion's Heart - Transferred declined – refund in process

There was a problem with your transfer, most likely because a transfer will now cause your group to be fewer than three Members. A refund will be processed immediately. If you have any questions, please contact your Chapter President:

Chapter President's Name: 
Name: Isabel O'Connell
Email: soconnell2@socal.rr.com
Phone: 714-887-3464

To Lion’s Heart Management Team:

Subject:  Lion's Heart  - Transfer Rejected - Refund Due

The following member had requested a transfer on 5/13/2013 6:58:14 PM, but this the transfer has been rejected. A refund is due.

Member: 
Name: Jane Doe
Chapter: Trabuco Canyon (TC)

Orders: 
ID: 21196
Date: 5/13/2013 6:35:35 PM
Card Holder:  Mom  Doe
Card Type:  Visa
Card #: ....-111
Amount: 50.00

Transfer 30+ Miles

Transfer Notification Emails:

To Member (all emails on record):

Subject: Lion's Heart - Transfer Request

We have received your request for a transfer. You will receive an email notification shortly when the transfer is complete.

If you have any questions, please contact:
Lion’s Heart Director of Operations
operationsdir@lionsheartservice.org
To Lion’s Heart Management Team:

Subject: Member Transfer Request – Moving 30+ Miles

The following Member is requesting a transfer to another chapter because they have or will be moving 30+ miles away

Member Information:
Name: Jane Doe
Email: janedoe@gibsonnetwork.com
Phone: 949-709-8820
Mother's Email: mom@gibsonnetwork.com
Mother's Phone: 949-606-5449
Father's Email: dad@gibsonnetwork.com
Father's Phone: 949-606-5312
Street Address: 21 Torrey Pines
City, State Zip: Coto De Caza, CA 92679


Current Class Coordinator: Trabuco Canyon (TC) - 2015GR
Name: Cathy Field
EMail: cmfield@aol.com
Phone: 949-766-1699
Group Count: 17

Requested Class Coordinator: Huntington Beach (HB) - 2015GB
Name: Cathy Andrew
EMail: catsyronin@msn.com
Phone: 714-235-0779
Group Count: 10

The transfer is your responsibility and is not showing on any pending list. To transfer this Member, please do the following:
Calculate that the Member is requesting a chapter 30+ miles away. If not, please notify the Member that they may transfer but it must be requested online between May 1 and October 1, and there is a fee.

To either to accept or reject this transfer:
Login to CMI > Administration > Accounts > Search & Edit Accounts > fill in name in box and click Search. Select the correct Member by clicking on the name. Once the account is opened, select "Accept Transfer" or "Reject Transfer". You must check the checkbox, verifying that you have confirmed the 30+ miles requirement, before you can accept the transfer. 

An email will automatically be sent to the Member, the former and new Class Coordinator, and former and new Chapter President, once the transfer is accepted. If the transfer is rejected, an email will automatically go to the member.

Acceptance Email Notifications

To Member (all emails on record):

Subject:  Lion's Heart - Notice of Transfer

Dear Jane Doe:

Per your request, we have we have transferred you to a new group. Here is your new group information:

Group: Girls - Class of 2015 Blue (2015GB)
Chapter: Huntington Beach (HB)
Class Coordinator:
Cathy Andrew
catsyronin@msn.com
714-235-0779

You have the same username and password. Your volunteer log remains the same. Sorry, but transferred Members do not get a new tee shirt or welcome package. If you have any questions, please contact the Chapter President:

Isabel O'Connell
soconnell2@socal.rr.com
714-887-3464

Thank you for serving the community through Lion's Heart!

Former CP:

Subject:  Lion's Heart - A Member has transferred out of your chapter for Huntington Beach (HB) - 2015GB

A Member(s) has transferred out of your chapter. No Action is required on your part.  The Director of Operations handled this transfer because Member moved 30+ miles.

Member Transferred:
Jane Doe transferred to Huntington Beach (HB) - 2015GB

Thanks!
The Lion's Heart Management Team

New CP

Subject: Lion's Heart - A Member(s) has transferred into your chapter for Huntington Beach (HB) - 2015GB

A Member(s) has transferred into your chapter today.
The Director of Operations handled this transfer because Member moved 30+ miles.

Member Transferred:
Jane Doe transferred from the Huntington Beach (HB) 2015GR

Thanks!
The Lion's Heart Management Team

Former CC:

Subject:  Lion's Heart - A Member(s) has transferred out of your group for Trabuco Canyon (TC)  Girls - Class of 2015 Red

A Member(s) has transferred out of your group today. No action is required on your part. 

Members Transferred:
Jane Doe transferred to Huntington Beach (HB) - 2015GB

Thanks!
The Lion's Heart Management Team

New CC

Subject:  Lion's Heart - New Member for Huntington Beach (HB)  Girls - Class of 2015 Blue

New Member(s) have been assigned to your group today. Please welcome your new Members as soon as possible and communicate your meeting schedule, along with any up-coming group events. 

Your new members:
Jane Doe transferred from Trabuco Canyon (TC) - 2015GR

Thanks!
The Lion's Heart Management Team

Rejection Email Notifications

No refund, so no notice to Lion’s Heart Management Team

Notice to Member (all emails on record):

Subject: Lion's Heart - Transferred declined

There was a problem with your transfer. Please contact the Director of Operations at: operationsdir@lionsheartservice.org, for details. You remain in your current group.
***End of Transfer Email Notifications***

Email notification – Samples 

Membership Situations:

Dues > Sent on April 10th if dues are not paid

Dear Don Gibson:

Our records indicate you have not paid your renewal dues. Please pay your dues by noon (PST) on April 15th, or your membership and volunteer log will be archived on April 30th. If you have any questions, please contact me immediately.
Hours > Sent on April 20th if insufficient hours are logged

Dear Don Gibson:

Our records indicate you currently do not have sufficient hours logged to continue after April 30th.  You have a total of 0.0 hours logged. Please contact me if you have any questions.

Archived (reason is highlighted in yellow depending on Archive Code used):

Dear Don Gibson:

Your Lion’s Heart Membership and volunteer log was archived on 07-10-2013. The reason for the change in status is: You have not attended the required number of meetings. You will no longer receive Lion’s Heart emails. (*See details below if you are interested in re-enrolling in the future.)

Thank you for serving the community through Lion’s Heart! Your volunteer log shows 3 hours as the total hours served during your year(s) of service. You will no longer be able to login as a Member or add time to your log, but you can always view, print, and/or send your volunteer log by clicking on your chapter, your group (if your group has graduated, click on Graduated Groups, then your group), Archived Members, and then your name.

If you feel this change in status is an error, please contact me immediately!

Again, thank you for serving the community through Lion’s Heart!

*Re-Enrollment: Former Members who would like to join again must choose the Re-Enrollment option during the enrollment procedure and pay the new Member dues (which are higher than returning Member dues). This will enable the Chapter President to reinstate the archived volunteer log. Former Members may request to be placed in their former group, but that will only be honored if there is space available. If an Archived Member has forgotten their former username and/or password, they should contact their Class Coordinator or the Chapter President. The restrictions for Members to re-enroll are as follows:  Unpaid dues: Member must wait until at least May 15th to re-enroll (but Member must otherwise be eligible to continue by not missing too many meeting, and logging in the required hours by noon on April 30th); all other reasons, June 1st Please refer to Lion’s Heart website for the re-enrollment policy.

Problem with Re-enrollment:

There was a problem with your re-enrollment. Please contact your Chapter President for details.

Chapter President: Karah Curtis

karah.curtis@lionsheartservice.org
7145551212

Missed Meetings Warning when Member has missed too many meetings:

Dear Don Gibson:

Our records indicate you have now missed three meetings. You should know that if you miss one more meeting before April 30th, your membership in Lion’s Heart will immediately end, and you will be ineligible to return until June 1st.. If you have any questions, please contact me immediately.

Email sent when they pay their renewal dues:

Subject: Thank you for renewing your membership to Lion's Heart!

Thank you for renewing your membership to Lion's Heart!

Your eligibility to renew your membership also requires specific meeting attendance and logging in the required community service hours prior to noon April 30th.  If you do not meet these requirements, you will be notified and receive a full refund by October 1st of this year.  If you do not receive the refund by October 1st, please email founders@lionsheartservice.org and include your chapter and group name.

If you met all of the requirements to renew your Membership but elect to resign at any time after April 30th, your dues are not refundable. Thank you for serving the community through Lion's Heart! 

All rights reserved.  Reproduction in whole or in part is prohibited without written permission from Lion’s Heart.
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