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Retention Resources for Councils Officers and Directors 



GK Retention Checklist 
Worthy Grand Knight, 
 
Please use this checklist to ensure that throughout the year you are leading your officers 
and directors in the council’s retention efforts with effect and efficiency   
 

□ Appoint Retention Committee and submit Form 365 to Supreme and 
State Councils July 1. 
 

□ Ensure Semi-Annual Audits (1295) are submitted on time, Aug 15 and 
Feb 15, and they include number of delinquent members and amount 
in arrears.  
 

□ Did you sign the Knight Alert before the FS sent it to the member? 
 

□ Did you sign the 1845 before the FS submitted it to the member, 
Supreme, State, and DD? 
 

□ Did you follow up with the progress of the Retention Committee? 
 

□ Did you notify/follow up with your DD?  
 

□ Have you signed and submitted State specific reports and forms?  
 

□ Are your Membership and Program Directors working on member 
engagement/recruiting events?  
 

□ Have you established a Phone Tree Committee? 
 
 

□ Is your Chancellor establishing a mentorship program for new 
members?  



FS Retention Checklist 
Worthy financial Secretary, 
 
Please use this checklist to ensure that throughout the year you are assisting your GK in 
the council’s retention efforts with effect and efficiency. 
 

□ Submit Form 365 to Supreme and State Councils July 1 based on the information 
provided by the GK. 
 

□ Provide all financial information to the Trustees for the Semi-Annual Audits due 
Aug 15 and Feb 15. Submit a completed and signed form 1295 to Supreme and 
State Councils and DD. 
 

□ Pay Supreme and State Council Per Capita Assessments in full and on time. 
 

□ Mail out 1st Notice of Assessment Dec. 15th.  
 

□ Mail out 2nd Notice of Assessment Jan 15th.  
 

□ Inform Retention Committee and GK of delinquent members list Feb. 15th. 
 

□ Send out Knight Alert (K1-A) to delinquent member February 15th. 
 

□ Follow up with the progress of the Retention Committee. 
 

□ Send Notice of Intent (1845) to Retain to delinquent member, Supreme and State 
Councils on March 1st. 
 

□ Have you submitted State specific reports and forms?  
 

□ Follow up on the progress of the Retention Committee and DD. 
 

□ Suspensions that have been approved by the Retention Committee, GK, and DD 
are filled to Supreme using Form 100 between May 1st and June 1st. 



Retention Chairman Checklist 
 

Worthy Retention Chairman, 

Please use this checklist to ensure that throughout the year you are assisting your GK 
and Membership Director in the council’s retention efforts with effect and efficiency. 
 

□ Review action plans from the GK and Membership Director on member 
engagement and outreach. 
 

□ Request a copy of the Retention Manual (10237) from the FS for all 
committee members. 
 
 

□ Contact DD to arrange RTD or State trainer to provide Retention Training 
for your Committee. 
 

□ Ensure all committee members have a copy of the Member Benefit Flyer 
(2773) 
 
 

□ Ensure all committee members are familiar with the Retention Billing 
Procedures (1845A) 
 

□ Have one committee member for every 10-20 Brother Knights in the 
council. 
 
 

□ Work to build a good working relationship and communication feed with 
your council FS. 
 

□ Host meeting with GK, membership director, and committee members to 
plan retention/outreach efforts before the billing period starts. 



Retention Timeline Checklist 
 
 
This guide is based on a Jan. 1 – Dec. 31 billing cycle. If your council uses an alternate 
billing cycle, please ensure that the following timeline is adjusted accordingly.  
 

□ Dec 15 send out 1st notice of assessment 
-After 30 days if no payment is received 
 

□ Jan 15th send out 2nd notice of assessment 
-After 30 days if no payment is received 
 

□ Feb 15th FS sends out Knight Alert to delinquent members  
-FS hands list of delinquent members to the Retention Chairman. 
-Committee works to reach out to the members personally. 
-After 15 days if no payment is made  
 

□ March 1st FS to issue Notice of Intent to Retain on advice of retention 
committee 
 

□ April 1st - May 1st DD and State Retention Chairman work to follow up with 
the delinquent members and the council retention committee efforts 
-During this time the retention committee continues its work giving regular 
updates to the GK, FS, and DD 
 

□ May 1st – June 1st FS submits Form 100 to Supreme Council for member 
suspension 

 

 

 

 

 



Retention Contact Worksheet 
Council #     Council Retention Chairman:       Jurisdiction:   

 

 Contact Attempts Using all 3 Mediums  

 

If the address and phone numbers are incorrect, please use the following tools to try and locate the 
member or to locate an extended family member with a similar name living in the members area that 
could potentially help with contact. Canada411.ca-Facebook.com-Parish Office-Local Field Agent                               
List the alternate contacts below: 

             
             
             
             
             
             
                        
Outcome of the Retention Committee efforts and Final Recommendations:    
             
             
              

Name of Committee member filling this form:       

GK Initials: Retention Chair Initials: DD Initials: 

Member’s Name Membership # Council # City  Province 
     
Address on File Email Address on File Home Phone # on File Cell Phone # on File 
    

 
 

Member Since? Date of 1st Notice Date of 2nd Notice Date of Knight Alert? 
    
Amount in Arrears? Months in Arrears? Date of Intent to Retain? Date DD Informed? 
    
YES  NO  
Does the Mail Come Back 
‘Return to Sender’? 

Does Email Address 
Bounce Back? 

Does Home Phone Work? Does Cell Phone Work? 

    

 Date 
Made 

Members Response to Email Members Response to 
Home Phone 

Members Response to Cell 
Phone 

1.     
2.     
3.     



 

 

 

New Member Orientation (Onboarding) 
 

New membership in the Knights of Columbus is much like learning to drive for the 
first time. When a new driver gets their license (membership card) and their first 
car, the fundamental first step is driver training (new member orientation). This is 
done by a driving instructor (mentor) who not only teaches what to do, but ‘why’ 
it’s done. Imagine the chaos if we were all left to our own devices in learning to 
drive. Some would naturally grasp the concept and quickly master the skills and 
etiquette necessary, while others would become intimidated and overwhelmed 
quickly deciding to never drive again. The keys to building a lasting foundation of 
retention in the Knights of Columbus is the orientation and mentoring process we 
offer to our new Brothers from the initial offer of membership. 

Orientation welcomes the new Brother to our ranks, introduces him to the 
Fraternal Brotherhood, and works to build a foundation of retention, upon which 
leadership skills can be fostered. At the heart of orientation is constant contact. 
When a member first joins, it’s important to reach out to him in a timely manner. 
Use these tips below to build a strong onboarding experience for your council’s 
new brother; 
 

- Send a welcome letter in the mail from the GK 
 

- Follow up with a phone call. 
 

- Assign and introduce the new Brother to a Mentor 
 

- Announce the new member at the council meeting and on all 
communication media 
 

- Introduce the new Brother at his first meeting  



 
- Post a hearty welcome on your website (If your council has one) 

 
- Give GK and FS contact to the new member along with council 

webpage/social media information 
 

- Have the mentor introduce the Shining Armour Award and encourage the 
new member to peruse it 
 

- Prepare to welcome your new members in your next newsletter. 
 

To increase the strength of the retention foundation, it’s critical to be in constant 
engagement during the first three months. Check in with the mentor to see how 
things are going and if the member feels like he is now ‘part of the team.’ If not 
ask the mentor what he needs to reaffirm the new brother’s membership 
decision. The GK should, at the end of the first 3 months, make a personal phone 
call to ask how the new brother is doing, inform him of upcoming events, and 
invite his family to fully participate in all council activities.  

Retaining members is easier and less time consuming then recruitment of new 
members. An opportunity for councils to gauge the satisfaction of all council 
members, would be to release an annual survey inquiring how relevant the 
council’s programs are and overall satisfaction of the members expectations.  
Remember the council executive is in service the members and that the good of 
the order is paramount. Below is a sample survey. 

 

 

 

  



  

KofC Member Satisfaction and Involvement Survey 

     0-2   3-5            6-10  11-15  16-20 

Did you bring your family? 

   Never  Sometimes  Often 

When you haven't been able to attend, what are some of the reasons?   

(select all that apply) 

  Inconvenient Time  Work Commitments Family Commitments 
      Wasn’t Interested in the Program 

As a member of your KofC council, are your expectations being met? 

Yes  No 

What can the council do to help you fulfill your expectations of Fr. McGivney’s 

 call to serve? 

             
             
              

In the past 12 months how many council events have you participated in? 

Name:        

Email:           

Address:       

Phone Number:       



 

  



 

 

Mentorship 

 
In following the analogy of the new brother knight as a person who just received 
his driving license. The driving instructor (mentor) is single handedly the most 
important person in this new driver’s life. The driving instructor, like the mentor, 
is only required  till the new driver has shown mastery of the skills needed to 
operate the vehicle. The instructor passes on, not only hands on skills, but the 
knowledge of ‘WHY’ and how, gained from years of experience. Our mentorship 
program in the Knights of Columbus is similar. The mentor is there to help guide 
the new brother knight in his first couple of years in the order. As a mentor, the 
focus is familiarizing the new member with the ins and outs of your council as well 
as giving him opportunities to build confidence to carry out his duties as the 
Knight of Columbus. Mentorship is an ageless passing on of wisdom and 
experience from one generation to the next and is not exclusive to the Knights of 
Columbus but a fundamental part of every man's life regardless of education or 
career. However not every man has the necessary skills to be an encouraging 
mentor. Use the following guidelines to build a strong mentorship program for 
your council. 

 

- The worthy Chancellor, by virtue of his office, should oversee the 
mentorship efforts of the council. He should establish a team of brothers 
suitable for the roll of mentor. 
 

- Mentors do not necessarily have need to be a current or past council 
officer, but a long serving brothers with understanding and experience in 
the council and order. 
 

- Mentors are to be available to the new brother to reach out to. 
 



- Mentors should make first contact immediately after being assigned to a 
new brother. 
 
 

- Mentors should make every effort to meet the new brother and introduce 
their families. 
 

- Mentors should share their story as a KofC, both the good and bad 
experiences, and ‘WHY’ they have continued in their membership. 
 

- Often the new brother will be of a younger generation than the mentor. 
The mentor should introduce the new brother to another member of the 
council whose families are roughly around the same age range.  
 

- Mentors invite the new brother to attend council meeting. At the 
meetings teach the new brother about what happens and ‘WHY’. Remind 
him of his right to vote. 
 

- Mentors remind and invite the new brother, with his family, to attend 
council programs. 
 

- Mentors encourage the new brother to peruse the ‘Shining Armor Award’ 
and keep him on track to achieve those goals. 
 

- Mentors have the duty to protect the new brother from rapid 
advancement in the council executive. Rapid advancement has the danger 
to instill a false confidence in the experience and skills of a new brother as 
a council leader. This can overwhelm and exhaust the new brother, 
bringing a premature end to his involvement as a member of the Knight of 
the Columbus. But there are of course always exceptions to a man's 
leadership capabilities, and the mentor should be keenly aware of this, 
and offer the necessary advice and guidance to protect the good of the 
order.  

 


