Lectern Etiquette/Guidelines - A leadership training tool – teaches us discipline, demonstrate good manners, provide smooth transitions, and help establish a sense of order. 
- Lectern The stand that holds notes and the podium is the raised platform on which a speaker would stand. 
- Approaching the Lectern When the chairman or other speaker at the lecturn starts to introduce you please move to the front of the room and wait at the side until the Chairman or other speaker has finished your introduction. Do not spend a lot of time getting to the lectern. Proceed quickly and confidently to the lectern, shake hands with the host and prepare to begin. 
Keep your right hand free (if you are holding notes) so you can do this easily. 
- Control the Lectern When you take control you are now in a leadership role – never appear apologetic instead be prepared, confident, and in charge.
[bookmark: _GoBack]Ways you can do this: 
 After you take control acknowledge your host with applause. Clap the whole time until they get to their seat. It is your responsibility to keep this going. 
Now greet your audience- fellow tm…blah blah 
Put everything on the lectern, don’t hold notes/pens in your hand (unless glasses) 
Step back a few inches from the lectern to avoid leaning on it 
Never leave the lectern unattended (you may do this briefly to set something up) but just let us know what you are doing before you go.

 Leave the Lectern in good hands Stay at the lectern until the next person arrives – the host to take your place. Shake hands and pick up your materials. Step back and walk BEHIND the host. Walk directly back to your seat, PROFESSIONAL Atmosphere – promotes leadership.



