Mentor Checklist For Orienting New Members

Weekly Business Meetings

e Beginning and ending times: Zoom meetings—7:15 a.m. — 8:30 a.m.; face-to-face meetings—7:00 a.m.
—8:30 a.m.

e Check out the online events calendar for the activities taking place over the next 6-8 weeks or more,
www.executives.org/calendar/

e Staying for the entire meeting

e Requirements for attendance

o Every member is encouraged to have an associate member who will attend in the absence of
the primary member. That is particularly easy with virtual meetings. It also broadens our
understanding of your business and your company’s understanding and value of PEA.

e Benefits of consistent attendance
e Notifying Executive Director of absences (peaworks@executives.org)

o Members are expected to be present for meetings and, if you or your associate cannot be
present, please notify the Executive Director as far in advance as possible. This is particularly
important for face-to-face meetings, so PEA is not charged for meals not eaten.

o There are times when you may need to take a break from PEA for personal reasons. Leaves of
absence are available, and your classification will remain protected, but only if you apply for a
leave and continue paying your dues during a leave. Otherwise, too many absences will result in
losing your place, and your classification will be re-opened for a new member.

Structure of meetings (face-to-face or Zoom)

e Greeting: arrive at the meeting 15-minutes before the scheduled start time

e Announcements

e Success Stories

e Spotlight Talk

e C(lassification Talk

e Leads Exchange & Reporting Leads: report on the website, through email to peaworks@executives.org,
chat box during Zoom meetings, or leave a voicemail @ 408-266-9658.

e Leads and Introductions: could include Zoom break-out room activities, small group activities or all-
member activities

e Special Meetings: the Annual Anniversary Celebration, Nominations and Elections for the Board of
Directors, Craig Calkins Nominations; special programs, panel talks, or demonstrations put on by the
Programs Committee; the annual live auction

Classification

e Definition of a Classification
o Most of us do many things in our professional lives. Our PEA classification represents at least
60% of our professional work and may not conflict with another member’s classification. We
are only allowed to market our classification at PEA, not our ancillary activities.
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e How to avoid conflicts with other Classifications:

o PEA’s rules also prohibit members talking up their political, religious, charitable, or other
personal interests during meeting time, during spotlight or classification talks, and through
unsolicited faxes, emails, and regular mail.

e What to do if a Classification conflict occurs: Start by trying to work it out among the members
involved; often a friendly reminder of the overstep of a classification is all that is necessary. If that is
not possible, contact the Board or the Executive Director and advise of the situation. The Board will
determine the next steps, which could include convening the Ethics Committee. Please be complete in
your explanation of the overstep and forward it to board@executives.org.

e Promoting your Classification using:

- Spotlight Talk

- Classification Talk

- Literature

- Leads and Introductions
- Success stories

- Open House

Leads

Types of leads
- Direct
- Referral
- Internet
- Ongoing: reported once monthly on the last Thursday or during the last week of the month
e Importance of giving leads
e Documenting and discussing leads given
o Types of lead sheets and how/when to use; reporting leads online through the website and the
Give a Lead function on each directory page for each member
o Leads box for face-to-face meetings
e Delivering lead to the member
e Realistic expectations for new members for receiving leads
e PEA does not require that we work together, but it is courteous to give members a chance to win our
business.

Committees

e Role of each committee: Everyone is expected to actively serve on at least one committee and this
expectation is a requirement of membership as listed in the PEA Bylaws. This means attending the
meetings, accepting assignments, and being accountable to your colleagues honoring your
commitments.

e Serving on a committee: PEA is a member-run organization. While we hire an Executive Director and
the management company to keep track of things and keep things moving forward, they only have as
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much momentum as we have. They are responsive to us—not in charge of motivating or prodding us.
PEA is only as good as its member participation.

Leadership

e Board Of Director’s roles and responsibilities
- How elected
- Selection of Officers
e Executive Director’s role and responsibilities
e Benefits and responsibilities of serving in leadership positions

Bylaws

e Review of bylaws and how used to govern PEA
o Everyone should be familiar with the By-laws, which is PEA’s set of governing rules. New
members receive a copy of the By-laws. All members may review the By-laws on the Members
Resources page of the PEA website: https://www.executives.org/members/

Etiquette

e Professional behavior to other members
o This is important enough to say twice: Most of us do many things in our professional lives. Our
PEA classification represents at least 60% of our professional work and may not conflict with
another member’s classification. We are only allowed to market our classification at PEA, not
our ancillary activities.
e Promoting or soliciting for other organizations
o This is important enough to say twice: PEA’s rules also prohibit members talking up their
political, religious, charitable, or other personal interests during meeting time, during spotlight
or classification talks, and through unsolicited faxes, emails, and regular mail.
e What to do if there is a problem with another member

Open Houses
e Requirement to host

- Co-hosting with other members

- Don’t be afraid to do virtual tours of your business and online social hours or activities!
e Benefits of attending open houses

Dues

e How dues are set
e What dues pay for
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History

e How PEA was founded
e Craig Calkins Honorary Executive Of The Year Award

Social Events

e Optional participation
e Benefits for new members

Website

e Username and password

e Use of website and Member Directory information

e Confidentiality of information

e Adding the PEA logo to your own website and linking it to the PEA website from yours
e PEA Facebook and Twitter pages

Membership Roster

e Information available

e Allowable uses

e Updates: Be sure to notify the office of any changes to your contact information, or if there is a
different mailing address than for the general public to reach you more quickly during Shelter in Place
orders.

NOTES
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