
 
 

Recording Club Attendance on the District Website 
 

Logon using your Username and Password 
 
Go to the District Website at www.rotarydistrict9685.org.au.  
Click on the “Login” menu item, located on the right hand 
side of the homepage. 
 
This will take you to the Launchpad.  Enter your User name 
and password in the appropriate fields and click on the Sign-
in button.  
 
If you have forgotten or do not know your username and/or 
password, please refer to this document.  
 
Then, click on ‘Admin’. 
 

  

 
 
  

 

  

http://www.rotarydistrict9685.org.au/
http://www.rotarydistrict9685.org.au/
http://clubrunner.blob.core.windows.net/00000050081/en-au/files/sitepage/helpdesk-district-website/getting-started/GettingStarted_Member_Cheat_Sheet.pdf


 
 

The District Launchpad 
 
If your login has been successful, you will be directed to the 
District Launchpad. You should see your name at the top 
right.  
 
The District Launchpad is a members’ only page where you 
will go to contribute to the site, email your members, change 
your profile, and much more.  

 

 
 

 

Club Attendance Report 
 
Click on the Attendance box in the Launchpad. 

  

 



 
 

Add Information 
 
This will bring you to the club’s Attendance Report.  Complete the information as follows, the click Save: 
 

 Number of Members at the end of the month 
 New Members inducted during the month 
 Terminated Members who left during the month 

 Number of Meetings for the month 
 Attendance Percentage (see notes below for calculation). 

 

 



 
 

Remember to save the data! 
 

 



 
 

Notes 
 

 The Club Secretary is the authorised Attendance Officer by default 
 The authorised Attendance Officer may be any member of the club – President or Secretary or Admin Director to send advice 

by email to the District Communications Director 

 The maximum attendance that may be entered is 100% 
 ClubRunner for Clubs users simply enter attendance each week and submit the monthly report on their own site. 
 Membership changes must be reported via the Active Members’ List 

  
 

Weekly Attendance Calculation 
 
The weekly attendance percentage is calculated as: 
 

     MA       x 100 
(TM – EA) 

 
where: 

MA = Total number of members attending this week plus make-ups submitted 
TM = Total number of members 

EA = Excused absences (the number of absent members who have been excused by the 
Board) 

 
  

mailto:communications@rotarydistrict9685.org.au?subject=Change%20of%20Attendance%20Officer%20for%20District%20Communication%20Intranet


 
 

Notes re Attendance Calculation 
 

 Members must be present for 60% of the time devoted to a meeting to be counted as present. 
 Make-ups are included in the week received by the club even though this could raise club attendance for that week to over 

100%. Make-ups include being present for 60% of the time devoted to a meeting at another club, attendance at board 
meetings or in a club service project minuted at a Board Meeting and approved by the Board. For a full list, refer to the 
Standard Rotary Club Constitution. 

 The Board may excuse a member’s absence for reasons it considers to be good and sufficient. 
 A current officer of RI (the District Governor) shall be excused. 
 A member is exempt from minimum attendance requirements if the aggregate of his/her age and years of membership in 

one or more clubs is 85 years or more and the member has notified the club secretary in writing of his/her desire to be 
excused from attendance and the board has approved. 

 A member whose absence is excused, and who has been granted exemption from the attendance requirements for a period 
of time from the Board, or who is the current District Governor shall not be included in the membership figure used to 
compute the club attendance for the period of their exemption with neither their absence nor attendance during this period 
being used for this purpose. 

 
The above summarises the position according to the 2013 version of the Manual of Procedure.  However, there is now more 
emphasis within our District on engagement rather than attendance. 

 
 


