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PREAMBLE .

The District Policy Statements implement the provisions of the District Bylaws. They define how
the dayto-day business of the District is to be carried out.

These statements aagranged to provide easy access to information on particular subjects.
Sections 1 through 1&ntain information related to the corresponding Section in the BylHws.
there are no additions to the Bylaws in the Policy Statement, it is so mheetemaning

sections contain information on topics that are not directly related to the Bylaws.

SECTION 1. DEFINITIONS

A. The following are terms that are used within the Capital District, but may need
explanation:

a. Active Member. A member in good standing with their club.

b. Administrative year. The Administrative Year and Fiscal year are the same.
October 1 September 30.

c. Club. A club in good standing as defined by the Kiwanisrim¢ional Board,
Section 360.1and Section 2. of these Policy Statements.

d. Conduct Unbecoming.Referstci Conduct wunbecoming a memt
Kiwanis familyo in Section 9.C of this

e. Designate After their election and before their assumption of office, all officers
shall be knowrand designated by the titles of the offices to which they have
respectively been elected followed by t

f. Ex-officio Committee Member. Ex-officio members of committees are persons
who are members by virtue of their office. Without exmeptex-officio members
of committees in the Capital District will not have a vote nor will they factor in
the number for a quorum.

SECTION 2. PURPOSEAND STRUCTURE
A. Name and territorial Limits

a. Name.The name of the organization shall be the Capitstrict of Kiwanis
l nternational , also referred to as At he

b. Territorial Limits. The territorial limits of this district shall be confined to
Delaware; Maryland; the District of Columbia; and Virginia, except the entire
County of Lee, Virginiaand that portion of Wise County, Virginia, that
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composes the area of the Big Stone Gap, Virginia Kiwanis Club. Neither the
district name nor territorial limits shall be changed unless permission shall first
have been obtained from the Kiwanis Internatid@@drd of Trustees.

B. Objects

a. Objects. The district shall advance the Objects, objectives, policies and strategic
goals of Kiwanis.

C. Organization

a. District. The district shall group the clubs into divisions and the divisions into
regions.The board shallgriodically review the alignment of the divisions and
regions and make adjustments for the good of the district.

b. Dissolving RegionsThe Board shall dissolve a Region if, for any reason, there
are fewer than two Divisions in the Region. The Board, inwtetson with the Lt
Governor of the remaining Division, will assign the remaining Division to an
adjacent Region. The District Trustee from the dissolved Region will serve the
remainder of the term to which elected and not be replaced.

D. Membership

a. New Clubs

Adherence to PoliciesAll new clubs in the Capital District must adhere
to Kiwanis International Procedureédection 300Clubs.

New Club Gifts. When gifts are ordered for presentation to a new

Kiwanis club on Charter Night, the order shallgb@ced through the club
secretary of the sponsoring club in coordination with the Lieutenant
Governor and region&ormulaCommittee member, and the funds

required for such gifts be secured by the clubs in the Division by whatever
methods they agree upomorking through the Lieutenant Governor of the
Division. The District is not responsible for such gifts or for orders placed
with Kiwanis International for such gifts.

b. Club Membership

Membership Levels.Clubs are strongly encouraged to maintain an active
membership of at least fifteen (15), set a goal of a net increase of at least
one (1) member per year, and stageipdeiction orientation and formal
induction of new members.

Growth Plan. Each club should have a growth plan reviewed/updated
annually bythe club Board of Directors to recruit new membership and
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retain current members. The growth plan will be presented to the
Lieutenant Governor in writing by December 1st of each administrative
year. Clubs may request assistance in developing the gréamtlirpm

the Lieutenant Governor, division Club Counselor, and/or the District
FormulaCommittee.

1. A Growth Plan should at least include:
a. Clubdos membership as of Octobe
year;
b. A goal of at least 26lub members or net +1 membeish
growthi whichever is greater;
c. Action steps needed to reach goal with appropriate timeline

c. Clubs Failing to File Reports

I.  Adherence to PoliciesAll clubs in the Capital District must adhere to
Kiwanis International Procedures, Section 360.1M, requitfire filing of
all reports, which include monthly club reports (and, in some cases, an
annual report) and the election report.

ii.  Violation Notification. When a club fails to file all required reports in a
timely manner, as defined by the schedule below, the District Seeretary
Treasurer will, within ten (10) business days, advise the club via email and
written correspondence that it is in violation of Kievanis International
Procedures for Clubs in Good Standing, and that failing to file required
reports may result in probation or charter suspension or revocation. The
notice shall contain a list of all reports that the club is delinquent in filing.

iii.  Board Action. At its next meeting, the Board shall review a report of all
clubs that are delinquent in filing. The report shall include which club
reports and months are delinquent, the communications sent and responses
received from each club, etc. The Boardynthen take actioto include,
but not be limited toprobation, suspension, or revocation processes.

1. Monthly reports: As soon as a club is more than two (2)
consecutive reports behind in filing, and/or is more than two (2)
months behind in filing one {Ir more reports in the current
administrative year.

2. Annual report: As soon as a club is more than two (2) months
behind in filing the report for the previous administrative year.

3. Election report: As soon as a club is more than two (2) months
behind infiling the report.
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iv. Return to Al n Go ofdatady paimt ohthis graces§t at us .
prior to charter suspension or revocation, the club complies with the
requirements of Kiwanis International Procedures, then the club shall be
returned to "in goodtanding"” status and shall be so notified by the Board.

d. Convention Attendance

The District Secretarfreasurer shall maintain a record of clubs represented
at District Conventions and Conferences. At the District Board meeting held
in conjunction with théistrict Convention, the Secretalyeasurer shall

provide the Board a report listing clubs not represented at least one (1) District
Convention (including the current one) or District or Regional Conference in
the current and preceding Administrative ied his list is intended to help
Lieutenant Governors work with clubs and preclude the invoking of Section
IV, Section 3 of the Bylaws. In addition, at the first meeting of each new
Board, the District Secretailreasurer shall provide the Board with st bf

clubs that were not represented at a District Convention or Conference during
the Administrative year preceding the Board's tenure.

e. Definition oD figood standing
I.  Clubs. To be "in good standing," a Kiwanis club must comply with the
Essential Actionsf a Kiwanis club as defined by the International Board,
Section 360.1. Additionallyheyshall be considered figood standing
if:

1. All dues, fees and debts have been paid to the Capital District and
Kiwanis International;

2. The club has at leagtteen (15) individual members in good
standing;

3. Current with Monthly Reporting.
and will be entitled to the follow privileges:

1. Putting forth candidates for division, district and international
office;

2. Attending division, district and internationarventions and
events;

3. Seating three voting delegates at Division Council Meetings/

Elections and the District Convention House of Delegates, and two
Delegates at International Convention House of Delegates.
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SECTION 3. OFFICERS

A. District Officers

a.

District Officers. The officers of the district shall be the Governor, Governor
Elect, Immediate Past Governor, Secrefairgasurer, a Trustee from each region
and/or a Lieutenant Governor from each division.

District Executive Committee. The District GovernorGovernorelect,
Immediate Past Governor and Secrefbrgasurer shall constitute the District
Executive Committee and shall meet as necessary.

Board Meeting Attendance.When nominated, District Officers commit in

writing to perform various duties andexttd certain meetings. If a District Officer

is absent from one of these meetings, the Officer shall provide a written
explanation of the absence to the Board no later than seven (7) days after the
missed meeting. The Board shall consider the explanatibeiainext meeting

and determine if the absence is to be excused or not. If no explanation is
forthcoming within the designated time period, the absence shall be considered to
be unexcused. Should a District Officer have two (2) or more unexcused absence
during the administrative year, the Board may take action to vacate that office in
accordance wittrticle IX of the Bylaws.

B. District Trustees

a.

Regional CounselorsThe District Trustee will counsel the region from which
elected. As a Counselor, the $tee is/will:

i. A voice for the Governor and the District in the assigned region;

ii. A conduit for ideas and concerns between the Lt. Governors of the
assigned region and the Board;

ili. A mentor for the Lt. Governors in the assigned region;

iv. If needed, a resouedhe Governor can use to help resolve problems in the
assigned region;

v. Attend at least one (1) regional meeting during the year, if the assigned
region holds one;

vi. Attend at least one (1) Division or President Council Meeting per division
in the assignedegion;

vii. Actively work with Lt. Governors and clubs to develop effective programs
in their area of responsibility;
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b.

viii.

Maintain regular communications with the Lt. Governors in the assigned
regiorn and

At the quarterly meeting of the Board of Trusteepport on the status of

any club in his/her Region with a membership of fewer than twenty (20).
This report will include membership trends for the last five years, actions
taken within the Region, such as visits by Lt. Governor and Growth Team
representatie, existence and/or review of a club growth plan, progress as
of the previous month, and the projected date when club will reach twenty
(20) members.

Committee AssignmentsPrior to the next Administrative year, the Governor
Elect shall assign a Trustee to each Committee to serve as liaison between the
Committee and the Board. The duties of the Trustee as liaison are to:

Have a monthly or bionthly meeting with each of ageed committee

chair (face to face, if possible, otherwise over the telephone). Be a coach,
mentor, and counselor for each committee chair to aid the committee in
accomplishing its annual goals.

Attend one (1) or more committee meetings of each comnaiigigned.
Obtain a written report from each assigned committee one (1) month prior
to each quarterly Board meeting. Reports must then be forwarded to the

District SecretaryTreasurer.

Be a spokesperson to the Board for resources needed or results
accomflished by each assigned committee.

Be an active recruiter for the Governor in filling all District Committee
vacancies within the counseled region.

C. Lieutenant Governor

a.

General. Lieutenant Governors are the official representatives of the Capital
District and their Divisions at the annual International Conventimutenant
Governors sit as an Advisory Council to the District Board at the Board Meeting
held in conjunction withite District Convention and at other times designated by
the Board. Members of the Advisory Council shall have a voice but not a vote.

Monitoring Membership Levels. The Lieutenant Governor will monitor the
membership levels for the clubs in his/her divishy reviewing the
monthly/annual reports available from the Kiwanis International Website under
Club Management.
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If a Club has fewer than twenty (20) members, the Lieutenant Governor
will convene a meeting within thirty (30) days with the club to advise
them of the District and International policies concerning clubs with fewer
than twenty (20) members. At this meeting, the Lieutenant Governor will
be accompanied by the District Trustee and a RegfmrahulaTeam
representative to provide materials fioe tClub to prepare a growth plan.

The Lieutenant Governor will report to his/her District Trustee quarterly
on all clubs below twenty (20) members, their plans, and their progress to
date.

c. Visiting and Evaluation of Clubs. The Lieutenant Governor will sit each of
the clubs in the Division a minimum of three times and file the required reports in
a timely manner. The three visits are a Contact Visit, Progress Visit, and a Board
Visit. The date of the visit and the form must be filled out completely. Gxiath
forms must be sent to the Capital District Secretary/Treasurer by the due date.
Acceptance of, and mileage reimbursement for, late visits and reports will be at
the discretion of the Board of Trustees.

D. Lieutenant Governor-Elect/Desigrate

a. Duties.The duties of Lt. GoverneElect/Designate are to:

Vi.

Vil.

viii.

Attend their regional educational conference and the District Convention;
Participate in all training sessions for Lt. GovernBlsct;

Attend and participate in all divisional and regional trainirgssms for
officers;

Attend and participate in division council meetings;

Attend and participate in Regional meetings;

Be encouraged to attend the International Convention;

Work with the regional Membership Committee member(s) in the area of
membershiglevelopment and problem clubs where designated by the Lt.

Governor;

Fulfill the obligations of the Lieutenant Governor, if through ill health or
for other reasons, he or she is unable to carry on;

Carry out any other assignments which the Lieutenanefaov may
assign him or her. However, they cannot include the club visitations and
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other defined obligations of the Lieutenant Governor, unless through ill
health or other reasons the Lieutenant Governor is unable to carry on;

X. Compile a Division Directorgnd have in the hands of all District
Officers, District Chairs, and Division Club Presidents by Novemimdr 1
their year as Lieutenant Governor

xi. Develop administrative plans for regular Division council meetings during
the term as Lieutenant Governomaimum of one (1) each quarter; and

xii. Develop, in conjunction with the other Regional Lt. Goversiglect,
administrative plans for at least one (1) Regional meeting during the term
as Lt. Governor.

E. Club Officers

a. Club Visits. It is recommended that dwfficers clear all proposed invitations to
the District Governoand District Trusteefor club visits with the Lt. Governor
prior to extending the invitation; this is so the Lt. Governor can coordinate the
Division invitations and activities involvindné District Governoand District
Trusteeslt is recommended that clubs pay for the meals of the Lt. Governor,
District Officers, International Officers, Trustees, and Committee Chairs when on
official visits.

b. Installation Ceremonies.n so far as possible, club officers should invite their
Lt. Governor to the Ainstallation of

SECTION 4. DISTRICT BOARD

A. District Board Membership.The District Board shall consist of the Governor,
GovernorElect, Inmediate Pagiovernor, Secretafyreasurer, and a Trustee for each
region.

B. Board Meetings.The District Board shall hold at least two (2) regular meetings during
each administrative year, one of which shall be held prior to October 31, at such times
and places as deggiated by the Governor. If the first meeting is held prior to October 1,
any action taken shall become effective on October 1, unless a later date is specified.

C. Authority. Article IV, District Board, of the Capital District Kiwanis Bylaws is the
authoriy for this section.

SECTION 5. COMMITTEES

A. Standing Committees.
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Kiwanis International Procedures, Section 220.1, requires the following district
standing committees:

a.

Aktion Clubs shall assist Kiwanis clubs and divisions in establishing Aktion
Clubs in conjunction with community agencies or organizations that serve the
needs of people with disabilities and shall promote the concept of continuing and
effective sponsorship upon tharpof the sponsoring Kiwanis club(s).

Builders Club shall assist Kiwanis clubs in establishing Builders Clubs in junior
high/middle schools and shall promote the concept of continuing and effective
sponsorship upon the part of the sponsoring Kiwanis. clu

Bylaws and Policess hal | examine the districtos
and shall submit any necessary or recommended revisions to the district board;
shall cooperate with the board in drafting proposed amendments; and shall report
on all poperly proposed amendments to the district bylaws. The committee shall
also cooperate with the board in interpreting the spirit of the district bylaws when
necessary and in securing the proper observance of obligations, standards, and
practices stated amplied.

Circle K shall be responsible for the proper carrying out of the Circle K District
organization's administrative functions in accordance with the Kiwanis district
board's approval.

District Convention shall assist the district board in implementing the official
program and order of business for the conventions of the district.

Financeshall prepare a budget of estimated income and expenditures for
submission to the district board; receive and revievannual audit; periodically
review any financial reports prepared by the treasurer; and perform such other
duties as may be requested by the district board.

The Formula (Membership/Club Opening)is a special initiative of Kiwanis to

open clubs and stngthen membership in existing clubs. This committee is
responsible for the Formulabs success
and support for club opening and membership strengthening in the district.
Currently, this committee consists of Therfula (Membership/Club Opening)

team in each district, serving mudjtear terms. The committee chair shall be the

key position (coordinator) on The Formula (Membership/Club Opening).

Kiwanis International Convention shall assist in promoting attendancela
participation in the annual Kiwanis International Convention.

Key Club shall be responsible for the proper carrying out of the Key Club District
organization's administrative functions in accordance with the Kiwanis district
board's approval.
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J. Key Leader shall recruit and train a volunteer team to market the Key Leader
program throughout the district; work with Kiwanis International Staff to
recommend dates and locations for successful events within the district; and
appoint and support the site coaratior for each district event. Note: The Key
Leader chair should have experience working with teens, as well as good
communication and technology skills, and must be able to attend the annual Key
Leader regional training conference organized by Kiwanerhational. Key
Leader chairs are asked to serve a calendar year, since most events take place in
October and November.

k. Ki wani s Chi khallie codpsratibhwithdlistrict leadership, promote
and represent the International Foundation in thieictisThe committee shall
encourage all Kiwanis clubs in the district to participate in the Annual Club Gift
campaign and encourage all Kiwanis members in the district to support the
Kiwanis Childrends Fund.

[.  Kiwanis Kids shall assist Kiwanis clubs intablishing kKids clubs in
primary/elementary schools and shall promote the concept of continuing and
effective sponsorship upon the part of the sponsoring Kiwanis club(s). The
committee also shall promote the Bring Up Grades (BUG) and Terrific Kids
prograns to Kiwanis clubs in the district.

m. Leadership Development and Educatiorshall assist the district leadership in
developing meaningful educational and training experiences for all Kiwanians at
district conventions and conferences, organize and/or peoop&rations and
leadership programs for incoming district and club officers, and promote
continuing Kiwanis education within each club.

n. Serviceshall assist clubs in the district in rendering effective service in their
communities.

0. Resolutionsshall review all proposed resolutions for consideration and
recommendation to the district board and shall draft any resolutions directed by
the district board. The Resolutions Committee may modify, combine, edit, or not
accept any club proposals. The DistrictaBib shall have final authority on
resolutions to be considered at the convention.

B. Other District Committees.
The Capital District also has the following committees:

a. Long Range Planningshall pepare a five (5) year and one (1) year plan setting

outspecific annual goals and objectives for the District during that period. The
plans should be based on the plans submitted by the clubs and divisions.
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b. Conventions and Meetingsshallreview proposals and recommend to the District
Board, hosts and sites ffuture District Conentions and 3trict Mid-Year
Conferences, if heland assist in the creation of proposals, if necessary.

c. Past Governorsis comprised of laPast Governors of any Kiwanis District as
long as they are members in good standing of at&dpstrict Kiwanis Club.
The Committee functions as a senior advisor to the District Governor and District
Board.

d. Past Lieutenant Governorsis comprised of laPast Lt. Governors of a Division
in any Kiwanis District as long as they are members in gtaading of a Capital
District Kiwanis Club. Members of the Past Lt. Governors Committee are
encouraged to establish Division Past Lt. Governor Associations to serve as senior
advisors to Division Lt. Governor. The Committee functions as a senior attvisor
the District Governor and District Board.

C. Committee Structure.
The CapitaDistrict has two forms of @ammittees Policy Formulation Committees and

Support Committees.

a. Policy Formulation Committees These committees work with the Board to
provide direction and recommend policy for the Distrithey are the Bylaws
and Policy Committee, Finance Committee andLbreg-RangePlanning
Committee.

I.  Membership. In general, each committee will consist obt(2) to three
(3) District Trustees and three (3) general members. The District
Secretary/Treasurer is an ex officio member of all Policy Formulation
Committees. The composition of each committee is specified in detail in
Appendix Ci District Committee 8rvice Agreements.

ii.  Appointments.

1. Trustee Appointments. The Board will assign each District Trustee
to a one (1) year term on a Policy Formulation Committee.

2. Member Appointments. Every year the Goverktect will
appoint one general member to eaommittee for a three (3) year
term, if there is a vacancy. Consideration should be given to
members who bring relevant expertise to the committee. Members
may be reappointed. The Govertitlect, in consultation with the
current chair, shall appoint angilile member of the committee as
chair. Exceptions to the member appointment process are stated in
Appendix C.
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3. Special Appointments. The District Foundation Board shall
appoint one (1) member of its Board to serve a one (1) year term as
an ex officio memer to the Finance Committee; that member may
be reappointed.

iii. Chairs.

1. Eligibility. Prior to appointment, chairs should have served at least
one (1) full year on the committeErustees may not chair these
committees.

2. Appointment. The chair shall be appi@d in accordance with
subsection 2 above. When a chairo
the current administrative year, all members will first be appointed
in accordance with subsection 2, and then the Gowétleat, in
consultation with the currenhair, shall appoint an eligible
member of the committee as chair. The appointee will serve as
chair when the term is set to commence until his or her term
expires.

3. Reappointments. Committee chairs may be reappointed.

4. Reporting. Chairs will make quartgnvritten reports to the Board
at each quarterly Board meeting via their Supervising TruSee.
(1) month priotto each quarterly Board meeting, chairs will submit
written reports to their Supervising Trustees covering the
commi tteeds g arddods, sigpficamtgsuceessss, t o w
problem areas, and anything else the committee feels should be
brought to the Boarddds attention.
report to the Board meeting at the District Convention.

iv. Vacancies.

1. Members. Should wacancy occur on a committee during the year,
the position or body which appointed the departed member shall
appoint a replacement to serve the remainder of the unexpired
term.

2. Chairs. Should a chair become vacant, a member shall first be
appointed in aardance with subsectianii above. Then:

3. Finance Committee. The Past Governor on the committee who

most recently served as Governor will assume the chair for the
remainder of the year.
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4. All other Policy Formulation Committees. The Governor shall

appointan eligible member of the committee as chair.

b. Support Committees

Membership. Each committee will have at least one (1) member from
each region. Some committees have additional members as described in
these Policy Statements and the committee service agreeiftentshair

will designate one (1) member from each region as the ralgion

coordinator. If a committee has more than one (1) member in a region, the
chair will designate one (1) of those members as the regional coordinator.
Chairs will serve as regional coordinators for their home regidres.
composition of each committeespecified in detail in Appendix C

District Committee Service Agreements.

Appointments.

1.

Member Appointments. With the exception of the adult

committees for schodased Service Leadership Programs (SLPs),
the GovernoiElect, in consultation with the air and the regional

Past Lt. Governor Committees, will appoint members to three (3)
year terms beginning Octobgof the coming administrative year.

All appointments are to be made priorRebruaryl. Members

may be reappointed. The Goveriflect, in @nsultation with the
current chair, shall appoint an eligible member of the committee as
chair. Exceptions to the member appointment process are stated in
Appendix C.

Special Member Appointments. For adult committees for sehool
based SLPs, the Goverrilect will, in consultation with the

District Administrator, appoint members to three (3) year terms.
Members may be reappointed. The Goveiflect, in consultation
with the current Administrator, shall appoint an eligible member of
the committee as Admirtistor. To coincide with the International
Administrator Training schedule and the school year, appointments
and terms will be as follows:

a. District Administraors will be appointed prior to
Novemberl of the administrative year in which the
appointment wi be effective.

b. Zone Administratos will be appointed prior to
Februaryl of the administrative year in which the
appointment will be effective.

c. CKl andKey Club terms will begin oApril 1 of the
year in which appointed.
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d. Builders Club and Kiwnis Kids terms will begin on
April 1 of the year in which appointed.

3. Additional Exceptions. The Conventions and Meetings Committee
is not required to meet the one (1) member from each region
requirement. SEE Service Agreement in Appendix C for
committee membership requirements.

iii. Chairs.

1. Eligibility. Prior to appointment, chairs should have served at least
one (1) full year on the committee.

2. Appointment. The chair shall be appointed in accordance with
subsection 2 above, except as noted below. Wieeha i r 6 s t er m
will expire at the end of the current administrative year, all
members will first be appointed in accordance with subsection 2,
then the GovernekElect, in consultation with the current chair,
shall appoint an eligible member of the commitisechair. The
appointee will serve as chair when the term is set to commence (in
accordance with subsection 2) until his or her term expires.

3. Reappointments. Committee chairs may be reappointed.

4. Reporting. Chairs will make quarterly written reports t® Board
at each quarterly Board meeting via their Supervising TruStee.
(1) month priorto each quarterly Board meeting, chairs will submit
written reports to their Supervising Trustees covering the
commi tteedbs goal s, prosgesses towar
problem areas, and anything else the committee feels should be
brought to the Boardds attention.

iv. Vacancies.

1. Members. Should a vacancy occur on a committee during the year,
the Governor shall appoint a replacement from the same region as
thedeparted member to serve the remainder of the unexpired term.

2. Chairs. Should a chair become vacant, a member shall first be
appointed in accordance with subsectianabove. Then, the
Governor shall appoint an eligible member of the committee as
chairto serve the remainder of the unexpired term.

v. General Duties.

1. The committee will make recommendations to the Board
concerning programs in the commit
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2. The regional members will work with Lt. Governors and clubs to
develop efective programs in their area of responsibility.

3. At the request of the Governor, Lt. Governor, or club, the regional
members of the various committees will work as a team to provide
whatever assistance is needed to make the club an effective and
well administrated service organization.

4. Each committee will meet at least three (3) times during the year,
including at the District Convention. Committee members will
receive training annually bjunel. Committees are encouraged to
hold virtual and/or teleanference meetings at other times.

5. Conduct training sessions in the
at District and regional conventions and conferences.

6. By Junel, provide the Kiwanis Education Committee with
Kiwanis Minute spots concerningthecominti e e 6s ar ea of
responsibility.

vi.  Reimbursement for the District Leadership Conference (if held).
Regional coordinators will be reimbursed by the District for attending the
District Leadership Conference (if held) in accordance with the annual
budget. Othecommittee members from the region may attend at their
own expense.

vii.  Service AgreementsService agreements for each committee will be
maintained in Appendix C of these Policy Statements. The service
agreements outline the minimum requirements of membeoshiipe
District Committees. The committee chair and all committee members
who wish to serve must agree to fulfill the agreement.

viii.  Trustee AssignmentsPrior to the next Administrative year, the
GovernorElect shall assign a Trustee to each Committeerte ses
liaison between the Committee and the Board. The duties of the Trustee as
liaison are to:

1. Have a monthly or bmonthly meeting with each of assigned
committee chair (face to face, if possible, otherwise over the
telephone). Be a coach, mentor, aodnselor for each committee
chair to aid the committee in accomplishing its annual goals.

2. Attend one (1) or more committee meetings of each committee
assigned.
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3.

Obtain a written repd from each assigned committeee (1)
month prior to each quarterly Board meeting. Reports must then be
forwarded to the District Secretafyeasurer.

Be a spokesperson to the Board for resources needed or results
accomplished by each assigned committee.

Be an active recruiter fohé Governor in filling all District
Committee vacancies within the counseled region.

ix. Ex-Officio Members.

1.

The Governor and Governé&lect shall be ex officio members of
all District Committees.

. The District Secretaryreasurer shall banex-officio member of

the Bylaws and Policy Committee, Finance Committee, and-Long
Range Planning Committee.

The Parliamentarian shall be an@kcio member of the Bylaws
and Policies Committee.

No exofficio member of any committee shall have a vube are
they factored into the number to make a quorum.

X.  Budget.

1.

Funding Requests. By tldeily 1 each year, Committee Chairs
desiring budgets for the coming year will forward their request and
justification for operating funds to the District Secret@irgasurer

via the Trustee liaison.

Expenditures. During the year, a committee shall not exceed its
budget allotment without prior approval of the Board. Should a
committee desire additional funding; the chair will forward a
request and justification for saidunds to the District Secretary
Treasurer via the Trustee liaison. The request will be reviewed by
the Finance Committee and forwarded to the Board for action. All
expense vouchers from committee chairs must be sent to the
District SecretaryTreasurer fo payment via the Trustee liaison.

xi.  Travel. Reimbursements for travel expenses incurred by members of
District Committees and other Subject Matter Experts (SME) shall follow
the policies listed below:
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1. Travel reimbursement should only be considered for
adivtiesconducted outside a member ds
circumstances, reimbursement for mileage at the current prevailing
District rate will be provided as long as the travel was authorized
in advance in writing by the district committee chairperson or
supervising trustee.

2. With prior written approval of the District Governor, those SME
who are asked to travel omeay more thamne-hundred eighty
(180) miles from their home on District business may also be
reimbursed one (1) night's lodging expense up to the U.S. General
Services Administration established per diem rates for that zip
code. (seéttp://www.gsa.gov/portal/cateqgory/100920

3. The travel expenses for officially invited program speakers to
Regional Educational Conferences or the District Convention are
to be covered by the respective event's buddrggions need to
account for theravel of SME from outside their region when they
draft their Educational Conference budgets.

4. District Committees need to plan for mileage reimbursements in
their submitted budgets for their members to speak outside of their
home region at any other enteother than the district events
(Regional Educational Conferences and the District Convention)
such as club or divisional meetings.

5. Other expense reimbursements to members that fall outside of
these guidelines should be handled on a-bgssase by théoard
through budgeted district funds within the Kiwanis administrative
year in which they occurred.

6. All travel reimbursement requests should be submitted to the
supervising Trustee for approval before being turned in to the
District Secretarylreasurefor payment.
D. Staff Positions.
Kiwanis International Procedures, Section 2268uiresand shall significantly
support the following key positions:

a. RiskManageri s t he Districtds point of contac
insurance and liabilitynatters. The Risk Manager shall:

i. advise District officers and clubs on matters of liability and insurance,

ii. review District events and policies to minimize potential liabilities,
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iii. work to ensure that every club in the District appoints a Safety
Officer/Risk Manager to review club projects and policies, and

iv. be made aware of any incident that might have liability implications and
any potential litigation involving the District or any of its clubs and
officers.

. District Youth Protection Manager is the district specialist tasked to
communicate the basics of the Kl Youth Protection Guidelines to clubs and be the
connection to Kiwanis International on issues of youth protection.

. The Formula (Membership/Club Opening) Coordinator. The Formula is a

gpecial initiative of Kiwanis to open new clubs and strengthen membership in
existing clubs. The Formula (Membership/Club Opening) Coordinator is
responsible for providing direction and support for club opening and membership
strengthening in the districthis position collaborates with the district leadership
team to develop goals and objectives for inviting and retaining members.

. Leadership Development Coordinator. The Leadership Development

Coordinator is responsible for implementation of the educattiaming, and

leadership development of club presidents and secretaries in the district using
programs established by Kiwanis International. This person may have a role, at

the districtbds discretion, in ed@dtcating
Governors and Trustees.

. Partnership Coordinator. The Partnership Coordinator is responsible for
connecting clubs with Kiwanis Internat:
clubs in developing and maintaining signature projects in their comnauritie
Partnership Coordinator may also help form new partnerships in selected regions,
applicable to those areas.

Public Relations Coordinator. The Public Relations Coordinator is responsible

for guiding and assisting clubs with public relations viaoagimedia and

ensuring adherence by clubs and the district to the branding guidelines established
by Kiwanis International.

. Other District Staff.

I. District Editor is apaidmember of the District staff responsible for
preparing the Di stTheCapital&Kiwamibnf i ci al pu

ii.  District Publication Designeris apaidmember of the District staff

responsible fohanding all aspects of graphic design, layout and
publication of The Capital Kiwanian
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Vi.

International Foundation Representativei s t he Di stri ct

cont act with the Kiwanis Childreno

Foundation. The Representative shall:
l. promote the Childrends Fund
2. coordinatete Chi |l drends Funds Annual

3. assist clubs in obtaining recognition for their members including
Tablets of Honor and Hixson and Kiwanis Fellowships.

Parliamentarian advises the presiding officer of District Conventions and
Conferences omatters of parliamentary procedure. The Parliamentarian
shall:

1. be present at all District Board meetings, House of Delegate
sessions and any other District meetings where questions of
parliamentary procedure may arise. In the absence of the
Parliamentdan, the presiding office shall appoint another
qualified individual as acting Parliamentarian for the, session, and

2. be an ex officio member of the Bylaws and Policy Committee.

Secretary-Treasurer is apaidmember of the District Staff whose duties
are celineated in Article Ill, Section 8 of the District Bylaws. The job
description for the Secretafyreasurer is maintained in Appendix E of
these Policy StatemenBy virtue of the position, the Secretafyeasurer
is the only paid staff member who is atsdistrict officer and a member
of the district board.

Assistant SecretaryTreasurer. At the start of each administrative year,
the Board of Trustees shall appoint a Kiwanian in good standing who is a
member of the Capital District to serve as AssisBatretaryTreasurer.

1. The Assistant Secretaiyreasurer shall provide continuity in the
office of District Secretarfreasurer in the event of unexpected
vacancy. The Assistant Secretdmeasurer will only assume
responsibilities when the District Secmgtd reasurer is not able to
fulfill the responsibilities of the office on a temporary or
permanent basis and will serve until the District Secretary
Treasurer is able to resume the office or the vacancy can be filled
in the manner prescribed in the Distrigylaws.

2. The Assistant Secretaifyreasurer shall be briefed by the District
SecretaryTreasurer on administrative systems of the District to the
extent necessary to maintain the smooth functioning of the office,
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including but not limited to location oilés, passwordscomputer
system reviews, and basic administrative procedures.

vii. Historian. Duties:
1. Maintain the Historical Archives of the District, including
a. Annual club narrative reports;
b. Record of club charter dates;
c. List of District, regionaldivision, and club officers;

d. Press clippings reporting Kiwanis activities in the District;
and

e. Other information of historical interest provided by Clubs
and members.

2. In coordination with the District Web Master and District Database
Coordinator, makene material available through publication and
posting on the District Web Site

E. District Foundation

a. Administration. The District Foundation is the 501(c) (3) fundraising arm of the
Capital District. The Foundation is administered by its own electediva#r a
Director from each Division in accordance with its own Bylaws as approved by
the District Board. The Foundation President is elected by the Foundation Board.

b. Bylaws Amendments.

I.  Proposed amendments to the Sections of Incorporation of the District
Foundation and amendments to the Bylaws of the Foundation will be
submitted to the District Board after the Foundation Board has approved
any proposed amendment and requested actiondigiddBoard.

ii.  Once an amendment is approved by both the Capital District and
Foundation Boards, the District Secretary shall submit the proposed
amendment to Kiwanis International in duplicate. Attached to each copy
shall be a signature sheet contairting signatures of the President and
Secretary of the Foundation and the signatures of the District Governor
and District Secretaryreasurer indicating that the proposed amendment
has been approved. The signature sheet will also contain a blank fifth
signdure block for approval by Kiwanis International. The District
Secretary will submit both copies to Kiwanis International. Kiwanis
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International will be asked by covering letter for its approval, indicated by
returning one of the two original submittedthy District Secretary. The
District Secretary shall retain a third set pending the return of one of
originals by Kiwanis International.

iii.  Once the amendment has been approved by Kiwanis International, then
the amendment shall become effective. If the ammamd is to the Sections
of Incorporation of the Foundation, it is the responsibility of the
Foundation to see that the amendment is filed with the Virginia State
Corporation Commission with the requisite fee.

c. Relationship with the District Board.

I.  Exceptin the case of an emergency, the District Board shall give the
Foundation Board prior notice about action the District Board intends to
take that might affect the Foundation to provide the Foundation Board
with an opportunity to present its views in persoithe District Board.

ii.  In cases requiring emergency action by the District Board affecting the
Foundation that requires emergency action, the District Board will provide
the Foundation Board with opportunity to present its position in person to
the Distict Board as soon as possible thereafter.

d. Meetings. The Foundation Board normally meets quarterly with one (1) meeting
held in conjunction with the District Convention. In preparing and approving the
schedule of activities for the District Conventiorg thovernor shall arrange the
schedule so that the meetings of the District Board and Foundation Board do not
conflict.

e. Programs. Assist the Governor in meeting the District objectives in: Service
Leadership Programs; District Pediatric Trauma Project;Famdraising
Activities at District Conventions and Conferences. The specific duties as they
relate to Fundraising Activities are to:

i In coordination with the Lt. Governors, Past Lt Governors Association,
and Service Leadership Programs, solicit satasteéom clubs in the
District;

ii.  Arrange for delivery of donated items to the conference/convention site
and, at the conclusion of the conference/convention, ensure all unsold
items are packed for delivery to the next site;

ili.  In coordination with the Conveonh and Meeting Committees, obtain the

hotel room, arrange and decorate the room, receive and display the
donated items; and
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iv.  Operate their Fundraising Activities at the Convention/Conference.
f. Fundraising.

i.  From Capital District Kiwanians. The Foundatigrimited to fundraising
projects in the Capital District provided by these Policy Statements or as
otherwise authorized by the Board. Specifically, the Foundation is
authorized to: solicit Kiwanians and clubs of the Capital District to
contribute a per ember donation to the Foundation for use in the District.

ii.  From Other Sources. The Foundation shall: obtain grants to support
District and regional service projects; assist clubs in obtaining grants for
club service projects; and actively solicit corporgiensorships for
District Service Leadership Programs and Kiwanis training and education
events.

SECTION 6. CONVENTIONS
A. Mid-Year and other conferences.

a. Scheduling. Each year during the peridanuary téApril, a micyear conference
will be held in thefollowing formati districtwide, six regionals, or a
combination of a single region and multiple regions going togetierBoard
will decide which option will be used two (2) years in advance of the scheduled
conference based on whether or not a hastdome forward and which format
would be most beneficial for the District.

i District Mid -Year Conference.

1. Should a club, Division, or Region desire to host a Districie
Mid-YearConference, they must present a conference proposal
to the Conventions and Meetings Committee for review at the
District Convention held eighteen (18) months prior to the
proposed Conference.

2. Upon receipt of a proposal for a Distrigtde Mid-Year
confeence, the Conventions and Meetings Committee will
review the proposal and recommend a course of action to the
Board. The Board will receive the report and, in consultation
with the GovernoiElect elected at that District Coention,
decide no later thagighteen (18) months before the proposed
conference stamhether to accept the proposal. The meetings
should not be less than two (2) days or more than three (3) days
in duration. If no proposal is presented, or the proposal(s)
presented were not acceptdte Board will direct regions to
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hold RegionaMid-YearConferences during the year under
consideration.

ii. RegionalMid-Year Conferences.

1. When Regional Conferences are held, the Lt. Governor Elects,
with the assistance of tiiegionalTrustees, will develp plans
for the date, format, and location of their regional conferences
and submit them to the Conventions and Nt Committee no
later thanApril 30 of the year prior to the scheduled conferences.
A budget template for regional conferences is maintained in
Appendix F of these Policy Statements.

2. Each Regional Conference Chair will communicate with the
District Trustee serving as counselor to tRagon, the District
SecretaryTreasurer, the Lt. Governors of the Region, the
Conventions and Meetings Committee, and the Kiwanis
Education Committee on the progress and plans.

3. Each Regional Conference Committee shall develop a financial
plan detailing propsed income and expenses in the format as
prescribed by the Board. The Chair shall present the Financial
Plan to the District Finance committee for approval at least six
(6) months before the scheduled conference. When approved, the
District Finance Commi¢e shall recommend approval to the
Board. Once approved by the Board, the financial plan will
become the budget for the Regional Conference.

4. Allincome and expenses must be processed througlfibe af
the District Secretarfreasuer. Only the Disict Secretary
Treasurer can sign contracts.

b. Responsibilities.The District Leadership in the yelstid-Yearis held has the
following responsibilities.

I.  Responsibilities of the Capital District Governor

1. District Mid-YearConferenceShall appoint a Cderence Chair
who will be responsible forlanning and development of the
conference program, including complete responsibility for the
concept, format, schedules, speakers, menus, fees, content of
education to be conducted at the ConferenceTat& Govenor
will provide the Conference Chair with Training Topics and they
shall be implemented and integrated into the Conference
Program. This is usually delegated to the Distrezdership
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Development CoordinatorThe Governor must approve all
planning phass of the Conference.

2. RegionalMid-YearConferences. Providing guidance to the Lt.
Governors for the program content of the regional conferences.

3. Hosting the Kiwanis International Representativi®iat-Year
Conferencesif applicable)

ii.  Responsibilities of the Capital District GovernorElect

1. Providing an orientation session for Lt. Governor Elects and
Presidents Elect at allid-Year Conferences, Distrietvide or
regional.

iii.  Responsibilities of the CapitalDistrict Secretary-Treasurer

1. As the agent for the Capital District, signing all contracts
undertaken by the Host Committees for District and Regional
Mid-Years and other conferences.

2. Mailing to each chartered club and to Kiwanis International an
official call to the District and Regnal Mid-Yearand other
conferences at least sixty (60) days prior to the date of the
Meeting. A Call to Conferences shall also appear on the website
and in The Capital Kiwanian.

3. Serving as the Treasurer for the Host Committees, and making
payment of dlinvoices incurred by the Meeting.

4. Providing a financial accounting of all District and Regional
Mid-Yearand other conferences to the Capital District.

iv. Host Committee
1. Appointment

a. Host Committee Chair. Once the Board approves the
proposal for a DistricMid-Year, RegionaMid-Year,
or other conference, the host group will forward a
nomination for the Conference Chair to the Governor
via their Lt. Governoent for th

b. Members. The Chair shall make recommendations to
the Governor for the appointment of members needed
to carry out the Committeeods
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addition, the following shall be appointed to the
Committee:

I. District SecretaryTreasurer as Conittee
Treasurer

li. Member of the District Kiwanis Education
Committee;

iii. CKI Zone Administrator from the host region;

iv. Key Club Zone Administrator from the host
region; and

v. If feasible, CKI and Key Club Lt. Governors
from the host area.

2. Responsibility

B. District Conventions

a. For the Districtwide Mid-Year Conference, the Chair

shall communicate with the Governor, Goveratbect,
District Secretary/Treasurer and the Chairs of the
Finance, Conventions and Meetings, and Kiwanis
Education Committees for an orientation before
beginningmeeting preparations.

. The Committee shall develop a financial plan detailing

proposed income and expenses. The Chair shall present
the plan to the District Finance Committee for approval
one (1) year prior to the conference. If approved, the
District Finance Chair will present the finance plan to

the Board for approval. Once approved by the Board,
the financial plan will become the budget for the
Regional Conference.

a. The full District Convention Procedures are contained in Appdaddikthese

Policy Statements.

SECTION 7. NOMINATION AND ELECTION OF OFFICERS

A. District Governor

a. Eligibility Requirements. The District BylawsArticle VII, Section 3.a.states
that the GoverneElect shall be the sole candidate for the office of Governor but
also allows for nominations from the floor. Any nominee from the floor must
meet the eligibility requirements for Goverrlect set forth in subsectidha.

below.
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b. Required Event Attendance A nominee for District Governor shall be willing
and able to attend the Kiwanis International Council Meeting following the
nomi needs el ection, Il nternational and D
and District Leadetsp Conference (if held), and fulfill the other obligations and
requirements as listed in the International and District Bylaws.

B. District Governor-Elect
a. Eligibility Requirements. A nominee br District GovernoiElect must:

I.  Be amembein good standingf a Kiwanis club in good standiraf
Kiwanis Internationafor a minimum ofsix (6) years;

ii. Have served one full term as a Lieutenant Govemtre CapitalDistrict;
iii. Have serveafull termas a Trustee in the Capital District;

iv.  Have successfully passed a criminal background check as required in
Section 30 of these policies.

b. Required Event Attendance. A candidate for District Governéglect shall
indicate in writing their intention to attend the International and District
conventions, International training, and District Leadership Conference (if held),
and fulfill the other obligations and requirements as listed in the International and
District Bylaws.

c. Filing & Disputes. A candidate for District Governdflectmusthave the spport
of the majority of the c¢clubs in the can
from the majority of such club presidents indicating the date of the vote by the
membership or Board of Directors of each such club. Candidates for the office of
GowernorElect must file with the District Secretalyeasurer a statement
indicating their intent to be a candidate and a summary of their club, division and
district activities and copies of club support letters any time giféefirst day
after DCON in Agustof the year prior to the year of candidacy. The filing may
be by electronic or paper documeritdOTE: For the 2012019 candidate for
GovernorElect, the earliest they can file will be November 15, 2017)

I.  The District Secretaryreasurer will make district wide announcement
via electronic meansy the second Friday in Januanfyall persons whose
candidacy submissions are complete. Any member who files an intention
to be a candidate for Governritect after the District Secretary
Tr eas ur ecedent wdl berapbnoumced as a candidate via electronic
means within seven (7) days after the candidacy is judged complete.
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ii.  Disputes concerning the completeness of any candidacy filing will be
referred to the Bylaws and Policy Committee. The Committee will
recommend Board of Trustees action within fourteen (14) days after
receiving the dispute.

d. Campaign.

i.  Promulgation of Campaign Rules.The District Secretarfreasurer must
provide a copy of this Policy Statement concerning campaigning to: all
persons whdile with the District Secretary Treasurer as candidates and
any other person who the District Secret@rgasurer believes to be a
potential candidate. Whenever a copy of this Policy Statement is provided
to an individual, it will be by certified mail, nern receipt requested so
that the District will have a permanent record of receipt. Each candidate
for GovernofElect shall provide a copy of this Policy Statement relating
to campaigning to his/her campaign manager and all campaign committee
members. Theandidate shall be responsible for compliance with this
Policy Statement by the candidateds
committee.

ii.  Active Campaigning.Active campaigning consists of the following:

1. Distribution of campaign materials, including but hotited to
brochures, posters, signs, electronic communication, tangible
objects, or documents with tkea n d i mh@d, @ioduee,
gualifications, campaign logo, and/or theme;

2. Solicitation of votes, commitments, support, and/or endorsement of
individuals( ot her than from the candi dat
and other than those serving on the campaign committee); and

3. Speaking at club, divisional, or regional functions (other than the
candidatebés own club, division, o
candidae.

Candidates must not begin their active campaign as defined above until
the candidacy is judged complete and in accordance with District Policy
Statements by the District Secretdmeasurer and the candidacy is
announced to the District.

Active campigning will not be permitted at Distrigtide Educational

Conference (if held) or the International Convention. Any campaigning at
regional conferences will be in accordance with rules determined by the
regionds Lieutenant GSBwleruleswit s and Di
provide equal exposure to candidates present at the meeting.

Page300f 129



iii.  Campaign Activities Prior to Active Campaigning.Prior to active
campaigning, as defined above, a potential candidate or candidate may:

1. Personalljcommunicate verbally or in wing with selected
individuals, one at a time for the purpose of:

a. Informing of his/her desire or intent to run for office,
seeking advice,

b. Establishing a campaign committee and chairperson,
c. Setting up campaign committee meetings,

d. Meeting with campaigeommittee volunteers to plan the
campaign, and

e. Securing written authorization from campaign volunteers
and supporters indicating that they knowingly have allowed
their names to be used in campaign materials.

2. Appear at regional or District meetings, byitation from the
regional Trustee and/or Lieutenant Governors for the purpose of
introducing and announcing their candidacy and to become
acquainted with the region or division.

3. Attend club meetings upon the invitation of the club president as
an obsergr and become better acquainted with the club.

4. Obtain certification from the District Secretafyeasurer of all
Kiwanis experience and qualifications planned to be used in
campaign material prior to using said material in the active
campaign as definedave.

5. Prior to or during active campaigning, as defined above, a
candidate may not:

a. Use a Governoros Official Visi
to a regional conference as a campaign platform.

b. Attend a Governoro6s Official V
own Division without an invitation from the Lieutenant
Governor.

c. Solicit funds from the District, Region, Division, Club, or
individual Kiwanis members.
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iv. ~ Campaign Activities at the District Convention.Candidates and their
campaigns will adhere to the kalving rules:

1. Posting and distribution of campaign material must conform to the
policies of the Convention hotel. It is the responsibility of the
candidate to ascertain from the Convention Chair (not the hotel)
what the policies are.

2. Campaign materiakill not be placed in Convention Registration
Packets.

3. No campaign activities or materials are permitted within two
hundred (200) feet of the Convention Registration Desk, Hotel
Registration Desk, or the Credentials Committee Desk.

4. In addition, membersf the Convention Committee will not be
allowed to wear or distribute campaign material for any candidate.

v. Violation of Campaign Rules.

1. The Executive Committee and the Clafithe Bylaws and Policy
Committee shall be the Committee to hear any allegethtions
of the campaign rules in this Policy Statement. The Committee
shall not address any complaints unless in writing. Complaints
shall be mailed to the District Secretdrgeasurer.

2. Anyone bringing charges against a candidate must have reasonable
cause to support those charges. Frivolous charges are not to be
made and if the Committee determines that the charges are
frivolous, it may impose the same sanctions against the
complainant as may be imposed against a candidate for any
Campaign violation.

3. A copy of the complaint shall be provided to the candidate
involved by the Committee. The candidate involved shall be
entitled to provide a written response which shall be filed with the
District Secretarylreasurer within fifteen days (15) after the
candidhte receives the copy of the complaint. The Committee shall
allow the complainant and the candidate to personally address the
Committee at a meeting. If the Committee determines there was a
violation, it may take any of the following actions:

a. Issue a prigte reprimand to the candidate by letter, with no
copies to any other individuals; or
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b. Issue a limited reprimand by providing a copy of the
reprimand to the Lieutenant Governors; or

c. Issue a public reprimand by publishing itTihe Capital
Kiwanian

4. Disqualification. In addition to any of the authorized actions
detailed above, the Committee may, if it deems the seriousness of
the violation is of sufficient magnitude, forward the matter to the
Board of Trustees for a determination whether the candidate
should be disqualified from continuing as a candidate.

All matters coming before the Committee shall be deemed
confidential and Committee shall not disclose to persons outside
the Committee, except by issuing a public reprimand as defined
above. If the @Gmmittee determines there was no violation, the
Committee shall advise the complainant and the candidate in
writing.

If the Committee determines that the complaint is not sufficiently
addressed by the current District Policy Statements to reasonably
condude that the candidate should have known the conduct was a
violation, but believes that the conduct that is the subject of the
complaint should not be allowed, the Committee may propose an
amendment to the District Policy Statements to clarify the matter
in the future.

B. District Secretary-Treasurer

a. Eligibility Requirements. A nominee for District Secretaffreasurer must:

i.  Be amembein good standingf a Kiwanis club in good standing the
Capital Districtfor a minimum of six (6) years;

ii.  Have serveane full term as &ieutenant Governadn the Capital DistriGt

iii.  Have successfully passed a criminal background check as required in
Section 30 of these policies.

C. District Trustee
a. Eligibility Requirements. A nominee for District Trustee must:

i. Beamembelin good standingf a Kiwanis club in good standing the
Capital District
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ii.  Have served one full term as a Lieutenant Goveimtre Capital DistriGt

iii.  Have successfully passed a criminal background check as required in
Section 30 of these poles.

A candidate for District Trustee shall indicate in writing their intention to perform
all the duties of a District Trustee as outlined in the Capital District Bylaws and
District Trustee Pr&lection Performance Pledge in Appendix G of this Policy
Code.

b. Required Event Attendance A candidate for District Trustee shall also indicate
in writing their intention to attend all leadership training conferences, District and
International Conventions, and all Board of Trustees meetings during the
candistrat e 0

D. Lieutenant Governor and Lieutenant GovernorElect

a. Eligibility Requirements. A nominee for Lieutenant Governor or Lieutenant
GovernorElect must:

i. Beamember in good standirg a Kiwanis club in good standing the
Capital District

ii.  Have served one full term as a Kiwanis club president;

iii.  Have successfully passed a criminal background check as required in
Section 30 of these policies.

b. Required Event Attendance.The nominee shall agree to attend the District
ConventionDistrict Leadership Conference (if held), Club Leadership Education,
and any regional conferences duriktng the
Elect. The nominealso shall agree to attetite KiwanisFamily Weekend,
District Mid-Year Conferencéif held), District Conventioninternational
Conventionand any regional confereesd ur i ng t he nomineeds y
Lieutenant Governor.

c. Other Duties. The nominee shall indicate in writing their intention to perform all
the duties of a Lieutenant Governor atlinad in the Capital District Bylaws and
Lieutenant Governor P+Election Performance Pledge in Appendix G of this
Policy Code. The nominee shall agree to fulfill all other duties and obligations of
a Lieutenant Governor as outlined in the Kiwanis Inteonal Bylaws in working
under the direction of the District Governor as supervising District executive in
the Division.

d. Certification. The Lieutenant Governor shall certify the results of the election to
the District Secretary and Kiwanis Internatiomahiediately following the
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conference using the Division Election Conference Minutes Form in Appendix H
of this Policy Code.

E. International Officers

a. Eligibility Requirements. A nominee for endorsement for the office of
International Trustee must:

Be a pasgovernor, and

Meetall of the requirements, as specified in the International Bylaws and
Policyand Procedures

b. Normal Process.

Vi.

Call for Nominees. As soon as the Governor and District Secretary
Treasurer become aware of an opportunity for the Capisali@ to
nominate a candidate for International Trustee, the District Secretary
Treasurer will issue a call for nominees to all Past Governors that are in
good standing with Kiwanis International and the Capital District at the
time. Potential nomineesall be given a time limit to respond to the call.

Filing. Eligible Past Governors desiring to be a candidate for the office of
International Trustee shall provide a written statement or electronic
communication of their intent and qualifications to District Secretary
Treasurer within the established timeframe.

Filing Review. Not more than ten (10) days after the filing deadline, the
District SecretaryTreasurer will review the filing(s), determine if the
potential candidates meet all of tleguirements to run for International
Trustee, and forward all eligible nominee(s) to the nominating committee
with a copy being sent to the Board.

Nominating Committee Appointment and Duties. The Governor will
appoint a nominating committee with the ressgibility of selecting one

(1) nominee to be presented to the Board of Trustees and the House of
Delegates.

Nominating Committee Composition. The nominating committee will be
composed of five Past Governors who are not declared candidates for
International Trustee, including as many Past International Trustees as
practical.

Board Review. The nominating committee will forward a candidate, via
the Governor, to the Board of Trustees for review. After its review, the
Board may:
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1. Endorse the candidate. Thrdorsed candidate may use that
endorsement for the purposes of campaigning; and in consultation
with the candidate and the District Finance Committee, establish a
recommended amount of District funds to be spent on the
campaign for International Trustekthe candidate is endorsed by
the House of Delegates, or;

2. Withhold endorsement of the candidate

vii.  House of Delegates Endorsemekitthe District Convention prior to the
International Convention when the candidate will be supported, the House
of Delegaés will authorize the endorsement by the Capital District of one
candidate for election to the position of International Trustee. Such
endorsement must include explicit approval of the amount of funds to be
expended on the campaign. Endorsement will beptete after a majority
vote of the House of Delegates.

c. Special Procesdlf circumstances or time limitations, as determined by the Board,
require that an International Trustee endorsement decision be made before the
House of Delegates meets, the Boardlslwd in place of the House.

SECTION 8. VACANCIES IN OFFICE

A. Governor or Governor-Elect. In the event of a vacancy in the office of Governor or
GovernorElect during an administrative year, bynajority vote of the entir®istrict
Board, the Boarghall elect a Past Governor, current or past Lieutenant Governor,
current or past District Trustesho is an activenember of a club in good standing in the
Capital District,to become Governor for the unexpired term.

B. Immediate Past Governor. In the event of a vacancy in the office of Inmediate Past
Governor, the qualified member who served as Governor most recently prior to the
Immediate Past Governavho is willing and ableshall automatically become the
Immediate Past Governor.

C. Secretay-Treasurer. In the evenof a vacancy in the office of Secretafyeasurer
during the administrative year, tBvernorshallappointa qualified member of alub
in good standing in the Capital District fill the office for the unexpired ternsubjet to
the approval of the District Board.

D. Trustee.In the event of a vacancy in office of District Trustee, the vacamaly Ise filled
as follows:
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a. If the term has one (1) year or less remaining, a qualified mefnanera club in
the same regioshall ke elected by a majorityote of the District Board to serve
the unexpired term;

b. If the term has more than one (1) year remaining, the District Seciigeagurer
shall notify the clubs in the affected region that a replacement District Trustee
may be elected by a regional conference to be held within sixty (60) days from the
date of such vacancy. In the absence of a replacement being elected by a regional
conference, a qualified member of a club in the region beatlected by a
majority vote of the Board.

c. If the person filling the unexpired term serves at least tfoaehs (3/4) of the
unexpired term, they shall be given credit for serving thedutht

E. Lieutenant Governor. In the event of a vacan in office of Lieutenant Governpthe
vacancy kall be filled as follows:

a. Inthe event of a vacancy in the office of Lieutenant Governor during the
administrative year, the Governor shall notify thedrtents of the affected
division that a replacement Lieutenant Governor may be elected by a conference
of the division within thirty (30) days from the date of such vacancy. Pending the
election, the Governor will appoint one or more Past Lieutenant Gangeto
carry out such duties of the Lieutenant Governor as may be necessary in the
interim. In the abence of a Lieutenant Goverrming elected by the division
conference, the Governor shall appoigjualified member of alub in the same
division tofill the office for the unexpired term, which shall be subject to the
approval of theDistrict Board

b. If the person filling the unexpired term serves at least tfoaehs (3/4) of the
unexpired term, they shall be given credit for serving the full term.

SECTION 9. DISCIPLINE OF OFFICERS

A. Article IX, Discipline of Officers of the Capital District Kiwanis Bylaws is the authority
for this section.

SECTION 10. REVENUE

B. Atrticle X, Revenue, of the Capital District Kiwanis Bylaws is the authority for this
section.

SECTION 11. FINANCE

A. Reserves.
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a. Definition. The Capital District shall retain funds in reserve in an amount equal to
1.0 times the current annual operating budget of the Capital District, less budgeted
revenue from selfupporting events (e.g. District Conventions, Regional
Conferences, KramilyWee k end, Past Governoro6s Weeke

b. Budgetary Considerations.In the event that the District ends the Administrative
Year with a deficit, the District Secretafyeasurer, in coordination with the
Investment Manager, shall arrange to transfer thedathount of the deficit to
the operating budget, from the District Reserves. In the event that the District
ends the Administrative Year with an excess, the District Seciétagnsurer
shall transfer the amount of the surplus to the Investment Manag#dosit in
the District Reserve account. Said transaction shall be completed as soon as
sufficient currerdyear revenue has been deposited in the operating account(s) and
reported to the Board of Directors at the next Board meeting following October
1st.

B. Investment Policy. The fiduciary responsibility for the resources of the Capital District
of Kiwanis International shall restdwith the Board of Trustees.

a. The Board of Trustees, with the advice of the District Finance Committee, shall
appoint an Invasnent Manager(s) who shall have the power to invest the reserve
funds of the Capital District in accordance with these District Policy Statements.
The investment manager shall not be a current member of the District Board or
District Finance Committee.

b. The Finance Committee shall monitor all investment activities and review all
activities at least quarterly, and submit a quarterly report to the Board of Trustees.
The Board of Trustees shall review the performance of investments at each
regularly scheduleBoard Meeting.

c. The Capital District Board of Trustees has the authority to direct the investment
of District reserve funds utilizing the advice and recommendations of the District
Finance Committee. The Boardés directio
investments shall be in accordance with guidelines hereinafter delineated. The
assets shall be invested with care, skill, prudence and circumstances that a prudent
person (Aprudent man rul e), acting in a
matters, woud use when considering investments of like character and aim. The
investment manager shall invest funds of the Capital District as directed by the
Board of Trustees.

d. The Investment Manager shall follow a philosophy that strives for the highest rate
of return consistent with minimal risk and volatility of results. The Investment
Manager shall accomplish this by utilizing a strategic approach to asset
management based upon the fundamental economic and market environment.
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e. The investment objectives shall lmegrovide, through active management, long
term results that equal or exceed various investment indices such as the Standard
& Poordés 500 I ndex, Li pper Bond I ndex,
Bond Index, or similar.

f. Investment guidelines will be a mixed asset approach. Guidelines shall be
developed in conjunction with the investment manager(s) and shall be reviewed
periodically to insure compliance with the overall investment philosophy. The
portfolio shall be rebalared annually during the first quarter of the calendar year.

g. Assets shall be invested in a manner consistent with the safeguards and diversity
that a prudent investor should adhere to and all transactions undertaken on behalf
of the account must be fordlsole interest of the Capital District of Kiwanis
International.

I.  Assets equal to the mandated reserve shall be invested in fully insured
fixed income assets, to include a ladder schedule of certificates of deposit,
treasury or U.S. Government agencieselstments shall be distributed
among financial institutions so that all investments are below the
maximum insured limit of the Federal Depdssgurance Corporation
(FDIC).

ii.  Funds in excess of the required reserve may be invested in either fixed
income orequities. The amount of funds invested in equities may be
determined by the District Finance Committee with the target of having no
more than 50% invested in equities (based on cost). The balance of funds

shall be invested i n tfyrade eorporaterbondsme ( C

or government Securities).

iii.  No industry group/sector may constitute more than 10% of the assets of
the portfolio. The maximum maturity of any fixed income security will be
ten (10) years and the average maturity of all fixed inceecerities will
not exceed five (5) years.

C. Reimbursement.

a. General.Before a District Officer can receive any of the District reimbursements
provided for in this section, the Officer must have filed all required reports with
the District Office and subitna voucher to the District Secretafyeasurer within
30days of the event for which reimbursement is being requested. The District
SecretaryTreasurer must receive all requests for reimbursement by September
28th for the current Kiwanis administrativeay.

b. District Trustee. District Trusteeshall receive:
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registration fees, meal costs, cost of all functions, and lodging (if needed)
for the Regionabr District Wide Mid-YearConference associated with

the one visit required as counseling Trustee. These costs will be included
in the Conference budget. Other reimbursable expenses may be granted as
provided in the Conference budget.

roundtrip mileage, registration fees, meaid function costs, and lodging

for a maximum of three nights for District Convention up to budgeted
stipend. Other reimbursable expenses may be granted as provided in the
Capital District Budget. To qualify for reimbursement as provided in the
Capital Dstrict Budget for attendance at the District Convention, the
individual must have attended all Board meetings and Delegate sessions at
the Convention.

an expense reimbursement that approximates the anticipated expenses
related to attending the Internatad Convention with the actual amounts
determined on an annual basis by Board of Directors. To qualify for
reimbursement as provided in the Capital District Budget for attendance at
the International Convention, the individual must have attended all
Delegde sessions at the Convention. Valid reimbursable expenses for
attending the International Convention include:

1. Roundtrip economy class airfare for tAeusteeonly or actual
mileage driven roundkip to convention city as long as it does not
exceed the cost of a rowtiip economy flight fromthd r u sst e e 6
nearest airport.

2. Airport or hotel parking

3. Early registration fees for International Convention (including
ticketed meal sessions)

4. Lodging in a standard room for a maximum of four nights at the
assigned District hotel or equivalent hotel at the same or lower rate
t han that charged at the Distri

NOTE:if a District Trustee is unable tdétend the International
Convention during their final year in office, and a District Trustee
Designate has been elected for that region, the District Trustee
Designate may attend the Convention and be reimbursed at the
same rate as the District Trusteeoider to qualify for
reimbursement, the District TrustB&signate must be elected by a
club in their Division as the official delegate at the Convention,
with all appropriate papers filed with Kiwanis International, and
attend all delegate sessions & @onvention.
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iv.  mileage for one Division or President Council Meeting per division in the
assigned region per administrative year. The amount of reimbursement per
mile shall be governed by the District budget.

c. Lieutenant Governor. Lieutenant Governors shaéceive

i.  mileage only for required Contact Club Visits, Club Board Visits and Club
Progress Visits in their division up to a maximum of three (3) visits per
club. The amount of reimbursement per mile shall be governed by the
District budget and is payabfor all reports submitted by theatline
stated on each report.

ii.  registration fees for Regional Conferences. These fees will be included in
the Conference budget. Other reimbursable expenses may be granted as
provided in the Conference budget.

iii.  roundtrip mileage, registration fees, meal and function costs, and lodging
for a maximum of two nights for District Convention up to budgeted
stipend. Other reimbursable expenses may be granted as provided in the
Capital District Budget. To qualify for reimb@sent as provided in the
Capital District Budget for attendance at the District Convention, the
individual must have attended all Delegate sessions at the Convention. No
Stipends will be paid if the Lieutenant Governor Designate is currently
serving as Liatenant Governor and has not submitted their clubs visit
reports.

d. Lieutenant Governor Designee.LieutenantGovernors Designathall receive:

I.  the cost of lodging and meals for the District Leadership Conference (if
held). Other reimbursable expengesy be granted as provided in the
Capital District Budget.

ii.  roundtrip mileage, registration fees, meal and function costs, and lodging
for a maximum of two nights for District Convention up to budgeted
stipend. Other reimbursable expenses may be grastaecaded in the
Capital District Budget. To qualify for reimbursement as provided in the
Capital District Budget for attendance at the District Convention, the
individual must have attended all Delegate sessions at the Convention.

iii.  an expense reimbursentdhat approximates the anticipated expenses
related to attending the International Convention with the actual amounts
determined on an annual basis by Board of Directors. To qualify for
reimbursement as provided in the Capital District Budget for atteedat
the International Convention, the individual must have attended all
Delegate sessions at the Conventhalid reimbursable expenses for
attending the International Convention include:
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1. Roundtrip economy class airfare for théesutenantGovernors
Designateonly or actual mileage driven rowtdp to convention
city as long as it does not exceed the cost of a Himeéconomy
flight from theLieutenantGovernordDesignats nearest airport.

2. Airport or hotel parking

3. Early registration for Internetnal Convention (including ticketed
meal sessions)

4. Lodging in a standard room for a maximum of four nights at the
assigned District hotel or equivalent hotel at the same or lower rate
than that charged at the District

SECTION 12 OTHER AUTHORITIES

A. In the event of a conflict between these Policy Statements and the Capital District
Bylaws, the Bylaws will govern.

SECTION 13. AMENDMENTS

A. Approval. Additions, changes, and deletions to these policy statements may be made
with theapproval of a simple majority of the District Board of Trustees.

B. Process.The Bylaws and Policy Committee has the responsibilitydeiewing
recommendations from any committee with policy implications and provide
recommendations to the District Board.

C. Notice. Notice of proposed amendments shall be received by the district Secretary
Treasurer at least thirty (30) days prior to the board meeting. The district Secretary
Treasurer shall send a notice of all proposed amendments to each District trulgse not
than fifteen (15) days prior to the board meeting. Notice of proposed amendments must
contain the language of the Policy Statement proposed to be amended, the language of
the proposed amendment, and a clear explanation of the purpose to be achteeed b
amendment. Wherever practicable, notice must contain the recommendation of the
relevant committee regarding the proposed amendment.

D. Non-Policy Changes.The Bylaws and Policy Committee shall be permitted to make

grammatical, typographical, formattjnhousekeeping, and other Apolicy changes to
the District Policy Statements without approval of the District Board.
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SECTION 14. SEVERABILITY

A. In the event that any provision pf these Policy Statements is held invalid, all other
provisions shaltemain in effect.

SECTION 15. INCORPORATION AND DISSOLUTION

A. Article XV, Incorporation and Dissolution, of the Capital District Kiwanis Bylaws is the
authority for this section.

SECTION 16. GENERAL PROVISIONS

A. Article XVI, General Provisions, of theapital District Kiwanis Bylaws is the authority
for this section.

SECTION 177 COMMUNICATION WITH MEMBERS

A. Copies of all letters and other correspondence to clubs on the part of the Governor,
Governorelect or Lieutenant Governors concerning club repmrtsther such matters
which are a part of the District office records, shalséetto District Secretary
Treasurer's office.

B. A copy of all letters or communications from the District Secrefasasurer to clubs
concerning reports, dues, etc., shalkbetto the Lieutenant Governor of the division
involved and to the District Governor and District GoverBtect.

C. Copies of communications from an individual club to the District Secrdtagsurer
concerning District affairs (as referred to in A abostedll besentto the Lieutenant
Governor of the respective division.

D. Capital District Policy will permit utilization of electronic communications in all district,
division and club communications. Utilization of electronic media to communicate time
sensiive material will require that the sender verify receipt of the material by the
intended recipient by verbal communication or by return electronic communication.

SECTION 1817 ATTENDANCE AT KIWANIS FAMILY EVENTS SPONSORED BY
OTHERKIWANIS DISTRICTS

A. TheKiwanis District Secretarfreasureshall maintain an approved list of annual events
sponsored by other Kiwanis Districts. Once an event is approved by the Capital District
Kiwanis Board, participants to the event do not have to seek permission eatth year
attend, but funding approval in advance is required unless the adopted budget for the
Capital District already includes the event in question.
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B. The Kiwanis Governor and Sponsored Youth Administrators shall request at the
beginning of each administratiyear visits to any additional events for approval by the
Kiwanis Board. Additions to the approved list can be made anytime during the
administrative year by the Kiwanis Board if the need should occur.

C. If attendance at a special event falls between Kig/Boiard Meetings the Kiwanis
Governor may give permission to attend an event provided funding exists in an adopted
budget or is assured in some other way wit
event. In such cases, the District Secretary shalbbBed in writing by the Governor.
The letter of approval and supporting information shall be forwarded to the Kiwanis
Board at the next mailing from the District Secretary for information purposes.

D. The Kiwanis Governor or District Administrator of théher K-Family District in which
an event is to be held shall be notified in writing of planned attendance by the Capital
District K-Family representatives at the event sponsored by their District.

E. Members of the Capital District CKI and Key Club cannt#rad special events in other
Districts without approval of the Capital District Administrator and the administrator of
the district in which the event is held.

F. Adequate liability insurance coverage through Kiwanis International or otherwise shall be
a prerequisite to Capital District H-amily visits to any event in any otherFamily
Districts. Written evidence or certification of such coverage shall be filed with the Capital
District Secretary in advance of any visit. The amount of insurance coveraiéered
adequate shall be determined by Kiwanis International whose decision shall be final and
binding on all parties.

SECTION 191 CLUB SOLICITATION

A. All solicitations by clubs, divisiongr regiongor funds for any purpose shall confined to
the territorial limits of the club, divisioar regionmaking the appeal, by mutual
understanding or agreement of any club outside of the division or another division.

B. Clubs shall not be circularized for thdesaf any commercial product, whether the same
be sold by another club or otherwise.

C. No club shall circularize other clubs for the promotion of any project or program outside
of its District without prior approval of Kiwanis International.

SECTION 207 CAPITAL DISTRICT PEDIATRIC TRAUMA UNIT PROJECT

A. The Capital District adopts, as a District project, the support of Pediatric Trauma Units
located within the District. This support of pediatric trauma units is to be encouraged by
any or all of the followingvays:
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a. To educate Kiwanis Club members and communities about pediatric trauma units,
the services they offer and the location of these trauma units in our District.

b. To encourage Kiwanis clubs to implement programs of child safety provided by
one or more bthe pediatric trauma units.

c. To solicit individuals through the Capital District Foundation for the support of
these pediatric units in our District.

d. To assist local rescue organizations in transportation facilities necessary transport
injured or criti@lly ill children to the nearest pediatric trauma unit.

B. The Governor and Board of Directors of the Capital District Foundation shall form a
committee to distribute contributions received for pediatric trauma units and to determine
the units to receivéhose contributions.

SECTION 217 GRIEVANCE PROCEDURES

A. In the complexvorld, we all face on a daily basis, Kiwanians and our Kiwanis
organizations will undoubtedly encounter changes, differences in opinions and
viewpoints and sometimes even disputes. Hopefully, any such disputes will be few and
far between but if and when they dose there needs to be a system or process for
dealing with the situation promptly, fairly and efficiently. The name of Kiwanis must be
preserved at all levels and hurt or damage to individual persons and the Kiwanis
organizations with which they are diffited should be minimized. It is therefore the
policy of the Capital District of Kiwanis International that any Kiwanian, foundation,
club or sponsored youth organization within the jurisdiction of the Capital District having
a Kiwanis related grievancdispute or complaint that extends beyond the single local
club or organization level should refer it immediately to the Governor of the Capital
District for handling as the Governor deems appropriate.

B. The Governor shall have the authority to seek appmivahy proposed solution from the
District Board if time permits and if the Governor feels such approval would be helpful
or appropriate, but approval of the District Board is not required to make the Governor's
action valid and enforceable. If the Gaver did not seek the approval of the Board, any
party to the grievance may appeal the Gove
Trustees through a letter to the District Secrefamgasurer requesting the Board consider
the grievance and the decisiohhe decision of the Board will be final.

C. Every effort should be made to limit the dissemination of mere allegations or even factual
information to those parties only who need to know in order to and dealt with the specific
problem at the lowest possibkvEl. This will avoid unnecessary broad widespread
reporting of the problem, the allegations, the facts or the personalities and Kiwanis

Paged5of 129



organizations involved and hopefully will produce prudent and effective damage control
before irreparable harm is cadsa done.

SECTION 2271 KIWANIS RELATED LITIGATION: CONTEMPLATED,
THREATENED OR ACTUAL

A. The effectiveness of all that we do as Kiwanians depends in large measure on building,
advancing and protecting the good name of Kiwanis. Our good name is threatened
anytime a Kiwanis related dispute, controversy or complaint moves past the individual
Kiwanians or Kiwanis organizations involved into the public sector where it may become
more widely known and publicly reported by media or others. No matter who ultimately
appears to win the fight, the Kiwanis image and reputation will likely suffer, so Kiwanis
itself and all others will lose something very precious.

B. Whenever a Kiwanis related problem reaches the stage where litigation is contemplated
or threatened eithdry or against Kiwanis, it is the policy of Capital District of Kiwanis
International that prior to the commencement of litigation (before the first formal
pleading is filed with any court), that the Governor of the Capital District be notified by
the individual Kiwanian or Kiwanis club, foundation or other Kiwanis organization under
the jurisdiction of the Capital District. Such notification shall be in writing and shall
include the party's intentions, the reasons therefore and other facts, opinion®s matt
considered relevant to a complete understanding of the entire problem. The notification
should also explain, if possible, how and why the proposed litigation will enhance or at
least not damage the good name of Kiwanis.

C. The Governor will, in turn, immdiately inform the District Board and seek its collective
opinion on whether the contemplatadthreatened litigation woulde detrimental to
Kiwanis.

SECTION 2317 SEXUAL HARASSMENT

A. ltis the clear and distinct policy of the Capital District of Kiwanigrnational that all of
its members shall conduct themselves at all times in a respomsihleerto avoid even
the slightest inference that any sort of sexual harassment has occurred between a
Kiwanian and any other member of society. This must be edlyecue in Kiwanis
related meetings, projects and functions, including sponsored youth.

B. Every Kiwanian is urged to monitor one's own behavior and conduct with an abundance
of caution and to helpfully remind other Kiwanians if and when they appe#y hetas
alert and as vigilant as they should be in taking adequate precautions.

C. Several behavioral suggestions are in order to carry out this policy:
a. Strive to have at least two adults present at all times when Kiwanians and

sponsored youth are meetitogether or are traveling together, even briefly.
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b. Avoid the unnecessary touching of others, whether adults or youth.
c. Avoid sexually suggestive language,-otflor jokes or stories.

d. Avoid the distribution of pictures, audio or videotapes or printaterials
including email messages or media of any kind containing sexually suggestive
language or scenes.

e. Avoid all activities/projects that involve of@rone contact between adults and
youth ("Lone Ranger projects").

D. Alleged violations reported tany club will be documented and promptly and discretely
investigated, and proper authorities, including the Division and District Risk Managers
and Kiwanis liability insurance carriers should be notified immediately if anyone files a
complaint about the eamluct of a Kiwanian.

E. Violations of these policies should be grounds for revocation of Kiwanis membership, at
the discretion of a Club's Board of Directors, or in the case of a District matter, the Board
of Trustees.

F. A copy of this policy shall be madeailable to all Club members and shall be a part of
the materials provided to new members at the time they join.

SECTION 247 SOCIAL MEDIA GUIDELINES
A. All District Officers shall adhere to the following guidelines when posting to a Blog,
making comments ome, or using Facebook, Twitter, YouTube, LinkedIn, Flickr or any
other tools that fall within the social media realm. Recognizing that the individual actions
of each Kiwanis club member reflect upon the entire organization, the Board urges all
clubs to adpt a similar policy and for all Kiwanis members to abide by these guidelines.

a. Be aware that you are responsible, legally and morally, for what you say and post
online.

b. Remember that your audience may include Kiwanis family members and
nonmembers, bothdalts and youth, from many cultures throughout the world.

c. Talk about your Kiwanis experience in positive terms.

d. Make it clear that you are speaking only for yourself and any views posted are
yours alone.

e. Online conversations should be open, honesthandrable.

Paged7of 129



f. Do not post any items, make any comments, or share any material that would be
inappropriate for children to read, view or share.

g. Add value to the conversation.

h. Know when to respond. You may disagree with a post, but never fight or air
gievac es onl ine, and dondét get <caught wup

i. Do not use foul language.
j. Do not speak of others in derogatory or degrading terms.

k. Prior to posting any media online, obtain permission from any individuals who
appear in that media. débuld be illegal to do otherwise.

I.  Adhere to copyright and fair use.

m. Use factual information and cite sources.

SECTION 257 OFFICIAL VISIT OF PRESIDENT OF KIWANIS INTERNATIONAL

The President of Kiwanis International makes an official visit to the Capital District fvery
years. The following guidelines are offered for hosting the event.

A. Soon after the election of the Goverrgect for the year of the official visit of the
International President, the Goverabect shall nominate for appointment by the
Governor a chair of a committee to make arrangements for the occasion.

B. Kiwanis practice is that Kiwanis International underwrites the travel cost of the
International Presidd and spouse to the host area. The District is responsible for all
costs of lodging (preferably a suite), food, local transportation, and entertainment while
the International President is in the District.

C. The chair must organize a committee, much lileedcommittee for the MilVinter or
District Convention to prepare for the visit. The Committee develops a recommendation
to the Governor of the year of the visit outlining the activities to be carried out. A
financial plan is then developed of the costhaf activities that is sefupporting as no
District funds are usually provided to help with the cost.

I n addition to the International Presi dent
entertainment, funds should be budgeted for a suitable gift of apprekr$ano,

flowers, programs, a reception either before or after the official banquet to allow District
leaders to meet the International President, a official banquet dinner, including the meals

of the Governor and spouse, and entertainment. While sothe obsts may be offset by
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advertisements in the program, the dinner ticket should be priced to include all remaining
Ccosts.

The chair presents the plan for the approval of the Board of Trustees at their meeting at
the District Convention precedingthenad ni strati ve year of the |
Official Visit.

D. In accordance with the usual practice, the District Secrdtagsurer approves all
contracts, receives all moneys, and pays all bills after the chair approves them.

E. The chair shall maka final report to the District SecretaFyeasurer as soon as possible
after the Official Visit and the District Secretafyeasurer will a copy available to the
chair of the next Official Visit.

SECTION 267 CRIMINAL HISTORY BACKGROUND CHECKS

Applicability: To ensure the highest standards of leadership and that adults working with
youth are of the utmost moral fiber, this district requires a clear criminal history background
check for:
1 Any district boardapproved chairperson(s) and their assistantkifganis-branded
programs involving youth under age 18;
9 All district officers (Board of Trustees members and Lt. Governors)

ClearCheck:Successf ul compl etion of the background
verification that none of the convictions stated in Kiwanis International Procedure or similar
thereto have been determined for that person.

Service Provider:
This district ues the same criminal history background check service provider as used by
Kiwanis International.

Criteria: All background checks shall be reviewed and evaluated by the District Secretary and
determined to be clear or not clear, based on the criteriaiss&d by Kiwanis International.

Notification: The person being checked and the District Board shall be advised if a check
indicates a problem or concern that requires further investigation or is determined to be not
clear.

Validity: Background checkare valid for a period of two years. All relevant persons who
have not had a criminal history background check conducted and verified as clear within the
past two years at any given time are subject to a new check.

Copy: An individual may receive a @y of his/her background check by requesting it in
writing.
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Cost: The District shall be responsible to pay the charges. Checks shall be conducted as
inexpensively as reasonably possible to assure accurate results.

Convictions that Cause Ineligibility: A cr i mi nal hi story background
clearo i f it indicates: a felony or misdemean
or registration of a violent and/or sexual nature, involving any type of abuse of a child, involving
threatening or intimidating behavior, or otherwise of a physical nature; or a felony related to

larceny or theft. The district shall refer to the representative examples of such convictions found

in Kiwanis International Procedure. Other types of felomyvictions will be reviewed on a

caseby-case basis by the District Secretary. Any conviction legally reversed or overturned by

the proper authorities shall not be considered when evaluating the background check.

Discipline: A check that is not clearauses automatic denial of the right to participate in the
event in question or to hold the office or position in question or to be a candidate for such office
or position.

Appeal: Anyone subject to action as a result of a background check shall haighthe
appeal such action.

1. Appeal Committee
A standing committee on Background Check Appeals shall be appointed by the
Governor, subject to approval by the District Board, to be composed of three persons,
none of whom may be a current District Board Member. Initial appointments will
include a ongyear, tweyear, and thregear term; thereafter, all members shall serve
for a threeyear term, with each new Governor adding one new member to the
commi ttee. The committeebds duties shall b
something reflected in a crimal history background check, if disputed and appealed
by the person in question and if referred to the committee by the District Board, in
accordance with the district policy and procedure on background checks.

2. Appeal Process
The action resulting frora conviction shown on a background check may be appealed
by the following process:

A. The appeal must be submitted in writing to the District Secretary* within thirty (30)
days from notification, stating the grounds of the appeal. The appeal may only come
from the person who has been checked.

B. The District Secretary* shall refer the matter to the Background Check Appeals
Committee within fifteen (15) days of receipt.

C. The Appeals Committee shall consider the merits of the appeal within ten (10) days
to detemine if a hearing is warranted.

D. If a hearing is warranted, the Appeals Committee shall meet within thirty (30) days
to consider the grounds of the appeal and the alleged facts. The person making the
appeal shall be given twenty (20)a y s 6 ofrthedomnaitiee meeting and shall
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have the right to attend at his/her own expense.

E. The appellant shall have the option to have legal counsel present, at his/her own
expense. If the appellant has legal counsel present, the district may also wish to have
legal ®unsel present.

F. The Appeals Committee shall hear testimony and consider the evidence presented.
All parties shall be allowed to ask questions of witnesses. The hearing shall be
recorded.

G. The Appeals Committee shall report its findings and recommendatidhe
District Governor and District Secretary within fifteen (15) days after meeting, with
such report to include all relevant information including a summary of discussion
and any votes taken in connection with the proceedings. The report shakthen b
forwarded to the District Board to consider at the next scheduled Board meeting or a
special Board meeting.

H. After considering the Appeals Committee report, the District Board, shall consider a
motion to uphold the appeal, which shall requite/ethirds (2/3) vote to adopt. If
not adopted, the appeal shall be considered denied and the original action shall stand.

SECTION 2717 CONFLICT OF INTEREST

A. General.In order to protect its interests as a-éaempt organization, the Capital
District, when contemplating a transaction or arrangement that might benefit the private
financial interest of an interested person, shall exercise due diligence to assurdicto conf
of interest exists and/or it shall take appropriate disciplinary and corrective action if, upon
investigation, a conflict of interest is determined to exist.

B.Definition of .AmnymDistectoffisct oe rdempeeaf &comnittee with
powess delegated to it by the district board who has a direct or indirect financial interest.

C.Definition of 660f Amgnoifalk hienf ed é®wi ng circ
indirectly, through business, investment, or family:

a. An ownership or investmeiriterest in any entity with which the District has a
transaction or arrangement;

b. A compensation arrangement with the District or with any entity or individual
with which the District has a transaction or arrangement; or

c. A potential ownership or investmeinterest in, or compensation arrangement

with, any entity or individual with which the District is negotiating a transaction
or arrangement.
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d. Compensation includes direct and indirect remuneration, as well as gifts or favors
that are not insubstantial.

e. A financial interest is not necessarily a conflict of interest, unless determined to
be so by the District Board.

D. Duty to Disclose An interested person must disclose the existence of any actual or
possible conflict of interest and be given dpportunity to disclose all material facts to
the District Board. If the Board has reasonable cause to believe an interested person has
failed to disclose an actual or possible conflict of interest, it shall inform the person and
give him/her the opportutyi to explain. If failure is determined, the Board shall take
appropriate disciplinary and corrective action.

E. Determination: An interested person may make a presentation to the District Board
about a possible conflict of interest. The Board may appoimvastigation committee
composed of one or more disinterested persons to investigate the matter and report its
findings and recommendation to the Board. The Board shall then decide, by majority vote
of the disinterested persons, whether a conflict ofesteexists, and, if so, whether to
continue the arrangement or practice or to offer alternatives that would prevent the
conflict. If a more advantageous transaction or arrangement is not reasonably possible
under circumstances not producing a confliantérest, the District Board shall
determine whether the transaction or arran
whether it is fair and reasonable, and whether to enter into the transaction or arrangement.

F. Compensation Matters A voting member ofhe District Board or any committee with
power delegates by the Board who receives compensation, directly or indirectly, from the
District for services is precluded from vo
compensation.

G. Records of ProceedingsThe record of District Board meeting and investigation
committee meeting (if any) should contain thorough and complete information on the
proceedings, including all relevant facts, the content of the discussion, actions
considered, and votes taken.

H. Annual Statements:Each interested person shall, before assuming district office or

committee membership, sign a statement that affirms he/she understands and complies
with the District policy on conflict of interest.

SECTION 2817 YOUTH PROTECTION GUIDELINES

All adults working with youth under the age of 18 at any district event are expected to
read/understand, agree to, and abide by these guidelines:
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Education: Every Kiwanis club is expected to educate its members on the Kiwanis Youth
Protection Guideline€ach year, a club should provide members with a copy of the Guidelines
with educational training) informing them of the highest standards of conduct and awareness.

In addition, every Kiwanis district is expected to help inform and educate. During eveict-dis
produced convention and conference, the district is expected to provide an educational forum or
workshop regarding the Guidelines and best practices for adults who work with youth. Districts
should use materials provided by Kiwanis International.

Every member should attend a training anndaliyhether offered by the club or district, or via
the online tool.

Chaperone:A chaperone is defined as a Kiwanis member, faculty member, parent, legal
guardian, or person who is in loco parentis (in the ptheeparent), 21 years of age or older,
who has been approved by the school or agency and registered with the school or agency to
accompany the youth members at the specific event.

Criminal History Background Checks: Kiwanis clubs are required to havelaar criminal

history background chedkconducted and verified by Kiwanis Internatichaf any member

serving as a Kiwanis advisor to any Service Leadership Program club (Aktion Club, Circle K,
Key Club, Builders Cluband¥'i ds) . Ki wa ni sterid shall berfatlcavéditoo n al 0 s

determine whether the background check is con

for no more than two years. SLP clubs that petition to charter will only be approved once the
appointed Kiwanis advisor has a cleeminal history background check conducted by Kiwanis
International. Clubs are strongly encouraged to ensure confidential background checks for all
adults who will work directly with youth outside of the school and/or who may not have
undergone a backgrodrcheck. The criminal history background check should conform to
applicable local and state/provincial laws and requirements.

Kiwanis International requires clear criminal history background checks conducted by its
provider for all adults working with yoltat all Kiwanis Internationadponsored events. These
include the Key Club International Convention, the Key Club Governor and Administrator
training conference, the Key Club International Leadership Conference, and any Key Leader
weekend.

All district chairpersons and committee members for all Service Leadership Programs are
required to have a clear criminal history background check conducted by Kiwanis International.
A district may also require criminal history background checks for other adults waeviking

youth as part of district programs or events. (See Kiwanis International Policy B and Procedure
197 for complete information regarding criminal history background checks.)

Overnight Stays: While attending a Kiwanis event that requires overnightistayhotel or
camp/conference setting, adult chaperoning must include no fewer than one adult male for each
10 or part of 10 youth males, and one adult female for each 10 or part of 10 youth females.
Except for a parent sharing a sleeping room or otlkeepsig quarter (e.g., tent) with his/her own
child, no adult should share a hotel or dormitory sleeping room or other sleeping quarter with a
youth. In the event that sleeping quarters consist of multiple beds, such as a bunkhouse or camp
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cabin, adults maghare the sleeping quarters with youth members of the same gender, provided
that two or more adults are present.

Transportation: When transporting youth, the best practice is having three people in the car at
all times with documented approval from trergnt or guardian for the transportation
arrangements. When both of these conditions cannot be met, one of them should be. All
transportation decisions should be made in accordance with local laws and school policies.

Use of Alcoholic Beverages, Tobaccharijuana, and Other Substances:While attending

any Kiwanis event that is produced primarily by or for the benefit of youth, aduksaeeted

to refrain from using or being under the influence of alcoholic beverages, tobacco, and/or
marijuanaproductseven if prescribed for medicinal use. In addition, the use and/or possession
of illegal drugs or th@nproper/illegal use of legal drugs is prohibited.

Medications: The possession of prescription and nonprescription {iinecounter) medications
by youh at a Kiwanis event should be permitted only with the written permission of the
parent/guardian.

Reporting: If a Kiwanian observes troubling behavior involving a youth at a Kiwanis event or
becomes aware of a situation that is illegal or potentiallyfarfsaa young person at a Kiwanis
event, he or she must immediately contact the appropriate personnel at the event and provide
notification to law enforcement personnel as appropriate. If the Kiwanian becomes aware of the
troubling behavior after the evieime/she must contact leaders of the event and provide
notification to law enforcement personnel as appropriate. All local, state, provincial and federal
laws regarding reporting must be followed.

Personal Information: All documents bearing personal infieation of any youth attending a

Kiwanis event, including registration forms, medical information forms, permi$siteat

forms, etc. should be treated as confidential. Processes that protect this information must be
created, including minimizing the mber of people who have access to any such documents.

The documents shall be maintained for a minimum of three years or longer as may be required
by applicable state/provincial laws and regulations. After the maintenance period has expired, the
documentsisall be destroyed in a way that maintains confidentiality, such as shredding. The
disposal and destruction of all confidential information shall conform to applicable

state/provincial laws and regulations.

Youth and Social Media:For any social networkingjte that involves requesting a connection
(such as inviting someone to be a friend on Facebook), adults should never initiate such
connections with youth. If a youth requests such a connection from a Kiwanian, he/she should
use their best judgment in pEsding. Adults should treat their interaction with youth on social
networking sites as though the interaction were occurring in public, in front of other adults and
young people. In other words, if it would not be appropriate to say something to a yrsog p

in public, it should not be said as a comment on a social networking site either.

Kiwanians should refrain from interactions that can be seen as excessive (such as constantly
Al T kingd or commenting on a peraymned@asnlineost s on
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such as photographs, obtain permission from any and all individuals (or parents for minors) who
appear in those media; it could be illegal to do otherwise. (See Kiwanis International Policy B
for complete social media guidelines.)

Behavioral or Health Issues:Kiwanians are often seen by a young person as an adult to trust
with personal and/or sensitive information. Kiwanians should refrain from counseling youth and
should instead find, or assist the young person in finding, appropriad¢et @ssistance.

Conflicts with Other Rules: Whenever these guidelines conflict with local school policies or
rules, or local state/provincial, or national laws or regulations, the highest applicable standards
for conduct shall prevail.

SECTION 297 ALCOHOL GUIDELINES

Alcohol may be served or consumed at district events in a legal and responsible manner,
provided such serving or consumption is done in accordance with the applicable customs and
laws.

The presence of alcohol at a function greatlyeases the risk of personal injury, and districts

must be conscious of liability exposure whenever alcohol is offered. When providing alcohol at a
district event, the district will adhere to the alcohol guidelines established by Kiwanis
International, as ated below.

Kiwanis International Guidelines for Serving Alcohol

The preferred method for providing alcohol at a district event is to transfer the risk by
hiring a licensed entity to provide the alcohol. A certificate should be requested from the
entity naming the district and Kiwanis International as an additional insured on its alcohol
liability policy. When it is not possible or practical to hire a professional entity, the
following steps should be taken to reduce the chance of an occurrence:

1 Preventunderage service; check identification on all patrons 40 and younger.
Alcohol consumption must remain on the premises, with prominently displayed
signs that inform attendees of this requirement.

Entrance to the facility or event must be staffed by clemivers.

Control consumption and avoid ov&grving.

Food should be readily available at the event.

Minors at event limited to areas without alcohol.

Enlist volunteer support in watching over the grounds.

Consider the presence of local police.

Be sure to cbck with the local municipality, state or province whether a license is
required for your event. If a license is required and one is not obtained, there will be
no coverage for an injury attributable to alcohol. Coverage will not be provided
without a vald license.

=
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The Kiwanis alcohol liability insurance coverage offered to districts in the U.S., Canada,
and the Caribbean is intended to protect the majority of those districts that sell alcohol at an
event under the following circumstances:

1 There are upo 500 participants at the event.
1 The eventis a orday event.
1 Alcohol receipts are less than 50 percent of the total receipts.

If the district conducts an event that is outside of the above circumstances, it will purchase
primary alcohol liability for he event, with limits of at least US$1,000,000 per occurrence.
The Kiwanis insurance policy would be in excess of the event coverage.

Coverage under Kiwanis International 6s al co!
Kiwanis from thirdparty liabiity. No coverage is provided to club members, district
volunteers, or employees for their injury.

SECTION 307 YOUTH OUTREACH FUNDS
A. CKI Youth Outreach Fund.

a. Background - Based on its size, CKI (Circle K) member dues do not fully fund
their district operations. The CKI Youth Outreach Fund allows Capital District
Kiwanis clubs who do not presently sponsor a CKI club to donate directly to the
CKI district operations account.

b. Solicitation of Fundsi The CKI District Governor and Administrator can and
should make one request annually of Kiwanis clubs in the Capital District through
whatever means they feel are most applicable to get donations for the Youth
Outreach Funds.

c. Handling of Fundsi Funds received from Kiwanis clubs should be sent to the
CKI District Administrator so that they are tracked properly and clubs are
acknowledged for their donations. Those funds are then either directly deposited
or sent to the Kiwanis Disct Secretary/Treasurer for depositing to the CKI
di strictbés operational account and wupda

d. Oversighti While the CKI District Board of Trustees may assign expenses to be
used against the Youth Outreach Funaltected in their budget, ultimately the
Kiwanis District Finance Committee and Board of Trustees have final approval
over any major changes to ti&I budget.

B. Key Leader Youth Outreach Fund.

a. Backgroundi Approved by the 20134 Kiwanis District Board, the purpose of
this fund is to allow Kiwanis c¢clubs who
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student attendees to donate the amount of a full or partial Key Leader registration
to the Distr i sothatthe fOond$ cowdddbe rhatclred witd a student
who wants to attend the event but lacks the financial resources to do so.

. Solicitation of Fundsi The Key Leader District Chair and his/her committee can
and should make one request annually of Kiwalibscin the Capital District
through whatever means they feel are most applicable to get donations for the
Key Leader Youth Outreach Fund.

Handling of Funds1 Funds received from Kiwanis clubs should be sent to the
Key Leader District Chair so that thesedracked properly and clubs are
acknowledged for their donations. Those funds are then either directly deposited
or sent to the Kiwanis District Secretary/Treasurer to be deposited in the Kiwanis
operational account and credited to the Key Leader Qultrieand line item.

. Granting of Fundsi The Key Leader District Chair and their committee shall
solicit for potential student attendees who are in need of financial assistance to
attend their first Key Leader event. This can be done through the assistdhe
Key Club District Committee. Once these students are identified, it is at the
discretion of the Key Leader District Chair to register the students and notify the
Kiwanis District Secretary/Treasurer to make payment to Kiwanis International
for these student from the Outreach Fund.

. Oversighti The supervising Trustee should be notified of all scholarships

provided for each Key Leader event and can report on this to the Capital District
Finance Committee or Board of Trustees as needed.
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APPENDIXA T REVISION HISTORY

February 1, 2002

Section 7 E (12) (¢)changed the Web Page Contest awards from two ribbons in each of five
size categories to 10 ribbons for best pages regardless of club size.

Section 8 A (5) added Friday afternoon room requirements to the matrix.
September 13, 2002

Standing Committeesi CKI Clubs
Section 7 E (7) (b) # added definition of the Zone Administrators duties and responsibilities

April 12, 2003

Officers
Section 5. B- reduced the number of reimbursable Lt Governor club visits from three to two.

Finances

Section 15 D. (2} (4) - set the goal for reimiysement of Lt Governors Eleattending the
International Convention to the amount of the Conventiogid®ation fee. Actual amount is to
be determined by the board.

September 6, 2003

Standing Committeesi Capital District Foundation
Section 7 E (4) (b) iii increased the amount the Foundation can solicit per member from $1 to
$2.

February 26, 2005 Revised to incorporate Shaping Initiative. Major changes include:

District Officers
Section 5 B Defined additional duties for District Trustees

Committees
Section 7" Completely redesigned Committee structure and redefined Committee duties and
responsibilities

Conventions

Section 8 Incorporated the Convention Planning Manual by reference

Section 8A Provided for rotation of District Convention hosts among regions and the
possibilities of regional Midwinter Conferences
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Nomination and Election of Officers

Section 10H Revised procedure for selecting candidate for the office of International Trustee.
November 4, 2006

Section 7 C19-A Meetings

Section 10B District Governorelect

Section 16F International Officers

June 1, 2007

Section 5B District Trustee$ Committee Portfolios

February 8, 2008

Change all references to SOAP to SLP, Changed Education & Training to Leadership
Development Committee, Changek{ds to Kiwanis Kids, and Moved the digital District under
the Communictons and Public Relations Committee.

May 30, 2008

Permit the Trustees to be proactive in their relationships with Lieutenant Governors and Clubs.
Add Governor to those who can activate club support committees in a region.

August 15, 2008

Changed theomposition of the District Policy Statements and the duties of the Finance and
Long-Range Planning Committees.

February 2009

Section 7C-20 Meetings Committee: brought policies in line with the current responsibilities of
the committee; the committeelivassist the District Convention Committee

Section 7D-3 District Convention Committee: made the District Convention Committee a
permanent committee of the Capital District; developed additional committee responsibilities

Section 8: reorganized sectia@liminated rotation of District Convention sites to different
regions; allowed for the district to hold a distiwagide Midwinter Conference and regional
Midwinter Conferences in the same year

June 5, 2009
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Section 4Membership: restated applicable pai concerning clubs with low membership from
the Kiwanis International Policy Code; developed internal district policies to notify and assist
clubs with low membership

August 21, 2009
Section 8 Conventions: clarifiedho is eligible to serve on the Ceatials Committee

Section 1Nomination and Election of Officerslarified the eligibility requirements for district
office and endorsement for International Trustee; moved the eligibility requirements for District
Trustee from the Bylaws to the Policyp e

Section 15 Finances: revised and more clearly stated the investment policy of the Capital District
February 26, 2010

Section 5 Officers: more clearly defined the responsibilities of District Trustees as they relate to
working with DistrictCommittees

Section 7TCommittees, Support Groups, and Staff Positibatier organize the sectioras to
who serves on District Committees and what the official dutiesraseldition, creatkservice
agreements a new appendifor all Policy Formatiorand Club Suppoiistrict Committees to
clearly define the responsibilities and expectatiorsoaimitteechairs and members

June 5, 2010
Sections &b: cleaned up these sections

Section 7 Committees, Support Groups, and Staff Positions: cazgedptions for all

commi ttees and groups once designated ADiIistri
that deals with these groups to a new appendix; moved the District Foundation to its own sub
section; changed all Cemmirtetheeso fromi S Cp pdr tSu

Sections &: cleaned up these sections, specifically those that relate to the policies and
procedures for District Conferences and Conventions

Section 10 Nomination and Election of Officers: eliminated an optiorgabdgiy requirement

for Lt. Governors that specifies that candidates should be members of Capital District club(s) for
the preceding four years

Section 15 Finances: eliminated old language that allocated member dues to District Conventions
and Conferencg the District Board had previously determined that dues will no longer be
allocated to such events in this manner

November 6, 2010
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Section 4 Membership: added a sectionsettion C that reiterates the importance of filing all
required reports in anhely manner, and outlines steps to notify clubs that are delinquent in filing
to remedy such situations

February 5, 2011

Appendix C: changed the name of the Leadership Development Committee (formerly called the
Training and Education Committee)tojfisEd uc at i on Commi ttee; 0 updat
District Committee

Section 28 Social Media Guidelines: established new social media guidelines consistent with the
recent policies adopted by the Kiwanis International Board

Section 8 Conventions, Secti®rConvention Procedures: eliminated the Meetings Committee

and District Convention Committee and created in its place a new District Committee named the
AConventions and Meetings Committee; 0 updated
of the Comnittee and process for selecting and approving District Conventions and Conferences

Various Sections: updated the Policy Code to reflect the decision by the District Board to
eliminate the District Leadership Conference; added Appendices E and F fostiet Di
SecretaryTreasurer job description and budget template for regional conferences

June 4, 2011

Section 10 Nomination and Election of Officers: changed the way in which International

Trustees are endorsed in the District. The new language alloB®#né to act on the House of

Del egatesd behalf if circumstance or time | im
endorsement decision be made before the House of Delegates meets.

October 15, 2011

Section 5 Officerschanged the responsibilitie$ District Trustees to require at least one official
visit to aDivision or President Council Meetinmgr division inthe region they advise
Readjusted section numbering.

Section 15 Finances: changed policy to allow District TrusbeEssgnate to attehthe

International Convention should the outgoing District Trustee from the same region be unable to
attend. Also clarified that only mileage for the required one Divisional Council Meeting per
division will be reimbursed.

Appendix D: District Support Gomittees & Group Descriptions:
New Club Building Service Agreement: changed committee structure to include one
Lieutenant GovernebDesignateappointed New Club Builder per division, and a
GovernorDesignateappointed Chair.
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Club Growth Committee Servidggreementchanged committee structure to include one
Lieutenant GoverneDesignateappointed Club Growth Counselor per division, and a
GovernorDesignateappointed Chair.

Section 19 Amendments: changed policy to allow The Bylaws and Policy Committee to make

grammatical, typographical, formatting, housekeeping, and othepaiay changes to the
District Policy Statements withoapproval of the District Board.

February 4, 2012

Section 15 Finances:
Minor word changes, renumbering

Combined B(2) and B(4), atified and simplified wording.

Changed 50% | imit on Finance Committee
Changes in the budget or market conditions magedhe percentage in equities to

Aut |

exceed 50%, and current policy requires that those investments exceeding 50% be sold or
converted to fixed income investments. That activity could result in avoidable transaction

fees, but more importantly, could artifitiaforce a sale at a time that is disadvantageous

to the Districtds | ong term financi al
Thechangeprovides the Finance Committee with a goal to strive for, but allows

di scretion teceeklb eguconesr whbeae it is
District.

Section 7 Committees, Support Groups and Staff Positions: added staff positions of District
Convention Registration Specialists and District Convention Program Editor.

March 5, 2012

Section 15 Finances:

heal

con

Clarified and defined reserves as the annual operating budget less budget revenue from

self-supporting events (e.g. District Conventions, Regional Confereneeanily
Weekend, Past Governorodos Weekend, etc.

Added Reserves sytaragraph (2) Budgetary Considerations to clarify procedures
regarding deficits/surpluses at the end of the Administrative Year.

Added provision for the rebalancing of portfolio/investments.
May 19, 2012
Section 7 Committees, Support Groups, and Staditieas:

Changed all references of AFoundati on
(2), transferring the responsibility of submitting Capital District Foundation Bylaws
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Amendments to Kiwanis International from the Foundation Secretary fishrect
Secretary.

Section 10 Nomination and Election of Officers and Appendices:
Added the District Trustee and Lieutenant Governor Performance Pledge Forms to the
Policies, and added completion of these documents to the responsibilities of District
Trustee (subsection D) and Lieutenant Governor and Lieutenant Go¥gdeaor
(subparagraph 4).

Section 9 Convention Procedures (now Policies and Procedures for Conventions/Conferences):
Changed the section titl ed fsandProfeQueesforent i o
Conventions/ Conferenceso. Removed the curr
and Procedures for Conventions/Conferences in its entirety (these District Convention
Policies, until May 19, 2012, were a separate Governing Dati)jraand reformatted
numbering to match that of the District Policy Statements.

Section 4 Membership:
Added subsection E ADefinition of Ain good
good standingo.

Section 10 Nomination and Election of Offiseand Appendices:
Added the Division Election Conference Minutes Form to the District Policies, and added
the completion/certification of this document to the responsibilities of the Lieutenant
Governor and Lieutenant Goverralect (sub paragraph 5 Ceitéition).

Section 10 Nomination and Election of Officers and Section 30 Criminal History Background

Checks:
Added nSeCrtiiminnal0 Hi st ory Background Checks
requirements for completion of criminal history background checks, and requirements of
completion to the Section 10 responsibilities of District GoveEilect (subsection B),
District SecretaryTreasurer (subsection C), District Trustee (subsection D), and
Lieutenant Governor and Lieutenant Goverktect (subsection E).

August 24, 2012

Section 9 Added responsibility to take official minutes at Convention House of Deletgates
duties of District Secretafyreasurer.

Section 9 Eliminated requirement for pool for Ducky Derby.

Section 10 Updated to clarify and restructure the process of nominating candidates for
International Trustee.

Section 5 & 15 Clarifies required.ieutenant Governor visits to clubs, club visit reporting, and
mileage reimbursement.
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Section 7 and AppendixRenames a number of standing committees to align them more closely
with Kiwanis International. Young Children: Priority One becomes ChildrehYouth

Services, Budget and Finance becomes Finance, Community Service becomes Service,
Education becomes Kiwanis Education, Club Growth becomes Membership, Communications
and Public Relations becomes Public Relations.

Section 31 adopts a District &licy on Conflict of Interest as prescribed by Kiwanis
International.

Section 32 adopts a District Policy on Adults working with sponsored youth programs as
prescribed by Kiwanis International.

Section 7, 9, 10replaces all references to th&ailder, Mini Builder and Capital Builder with
The Capital Kiwanianand creates the Staff Position of District Publication Designer.

Appendixi eliminated the Administration & Club Operations and International Understanding
committees. Creates the Fundraising committee.

Section 8 & 9 eliminates repetition between Sections 8 and 9 (after the merger of the District
Convention Poli@s into Section 9 of the District Policy Statements), and retitles each section so
that Section 8 relates to Midwinter Policies, and Section 9 exclusively covers District
Convention Policies.

Section 8 removes references to senior and privileged members
May 11, 2013

Updated Appendix G with revised versions of Trustee and Lt. Governor Pledge Forms that
include information about required Kl background check.

August 16, 2013

Added staff position and job description for District Youth Protection Manager, revised
Background Checks in Section 30, revised Youth Protection Guidelines in Section 32, and
adopted new Alcohol Guidelines in Section 33.

February 8. 2014

Removed Goveror-Elect as Chair of the Conventions and Meetings Committee and added
District Secretary/Treasurer as permanent member. Added new travel reimbursement
stipulations to District Committees and Subject Matter Experts in Section 7. Added Sample
Club Polices for Background Checks to Appendix G.

May 10, 2014
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Modified policies to create regional educational conferences (instead of Midwinters) and
nomination timeline for Governeklect both affected by shifting District Convention to the
Spring startingn 2015.

Sept 21, 2014
Modified Section 4 Subsection B to remove the punitive measures from low club membership.

January 31, 2015

Revised eligibility requirements for District Officers listed in Section 10. Added a proviso to
take effect in 201 7hat would require Governdglect candidates to have completed a term as
district trustee.

Changed a reference to Foundation Trustees to Directors in Section 7.

February 18, 2015

Modified Section 15 Subsection C to add requirement that requestiibureement to district
officers must be submitted within 90 days of the event and all reimbursements for that Kiwanis
year must be turned in by Septembéf.28

April 10, 2015
Modified Section 5 Subsection C to address how late Lt. Governor visits and/or reports are
handled.

August 8, 2015
Modified Section 15 to clarify what expenses are reimbursable for district officers attending the
District and International ConventionsAdded Section 34 explaining Youth Outreach Funds.

August 13, 2016

Revised Section 32 (Youth Protection Guidelines) and Youth Protection Manager job description
to be consistent with changes made by KI. Added Consent & Release and Transportation
Authorization Forms to Appendix G.

November 11, 2017

Re-formatedthe Policy Statement to conform with the current Capital District Bylaws. This
resulted in condensing the current Policy Statement Sectib24 fo a new format of Sections
17 16. The sections after this will also be renumbered starting with Section 17.

Created new Sections:
Section 1i Definitions. Defined the erfficio committee members position on committees.
Not a voting member nor ¢tored into the quorum requirement.

Section 2 Purpose and Structure. Essentially combined the previous Sectighsfio one.

Section 3 Officers. Defined the district officers, moved Assistant Secrefaegsurer to Staff
section, and clarified Tistee Assignments to committees.
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Section 4 District Board. Added language from Bylaws for clarity on who is the board and
when they meet.

Section 5 Committees. Major change was included the list of committees and their duties from
the Kiwanis Interational Policy as required Standing Committees. Created subsection on the
Other District Committees. Defined that the district has two forms of commiitieelkcy

Formulation and Support. Then defined what committees are under the Policy Formatign stat

Other changes in this section were: Clarified that the Conventions and Meetings Committee
does not comply with one member from each region, added Trustee Committee Assignment
languagdorm previoussection, expounded dix-Officio Members included 4 staff positions
required by Kiwanis International, added the Historian as a staff position and Deleted District
Convention Registration Specialist and District Convention Program Editor.

Section 6 Changed Midwinter to Migrear. Defined what a MiYear convention was.
Moved the entire section on District Convention to the Appendix Section as Appendix H.

Section 7 Nomination and Election of Officers. Modified the Eligibility Requirements for
running for GoverncgElect. It now requires that the gen be a member in good standing of a
Kiwanis Club for a minimum of 6 years. Removed the requirement of being a member of a
Capital District club as well a Kiwanis Internatiorald reduced the length of time fréhyears.
Also, the person must have fultompleted their term as Trustee in the Capital Disancthave
been a Lieutenant Governor in the Capital District. Also removed the length of time
requirements to be nominated for Trustee or Lieutenant Governor.

Section 11" Finance.Changed the timBor submitting reimbursement requests from 90 days to
30 days after the event.

Section 13 Amendments. Inserted language on time frames and process for submitting
amendments to the Policy Statement.

Past Governors Committee Service Agreement. Chahgddnguage for who is the chair from

immediate past to penultimate past Govermalso, the terms were reduced from 3 years to 1
year.
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APPENDIXB T DISTRICT COMMITTEES AND STAFF

Policy Committees

Support Committees

District Support Staff

Bylaws and Policies Aktion Club Staff Required by Ki
Finance Builders Club Risk Manager
Long Range Planning Circle K (CKIl) Youth Protection Manager

Conventions and Meetings

TheFormula Coordinator

District Convention

Leadership Development
Coordinator

The Formula Partnership Coordinator
Kiwanis International Conventions Public Relations Coordinator
Key Club

Key Leader Other Staff

Ki wanis Childrenod

The CapitalKiwanian Designer

Kiwanis Kids

The Capital KiwaniarEditor

Leadership Development and Educati

International Foundation

Representative
Past Governors Parliamentarian
Past Lieutenant Governors Secretarylreasurer
Resolutions AssistantSecretaryTreasurer
Service Historian
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APPENDIXCT DISTRICT COMMITTEES AND GROUPDESCRIPTIONS

Bylaws and Policies*
Service Agreement
Capital District, Kiwanis International

Thisservice agreemerutlines theminimum requirements of membership on Capital District
Committees The committee chair and all committee memberiso wish to servegree to thefollowing
service agreementt is understood that failure to observe tliellowing agreement could resuit
possible removal fronthe committee.

Committee TypePolicy Formulation Committee

Membershig In general, each committee will consist of t&) to three (3) District Trusteeand three
(3) general membersThe District Parliamentarian shall be an ex adfimember of theCommittee. The
District SecretayTreasurer is an ex officio memberaif Policy Formulation Committee3he Governor
and GovernoiElect are ex officio members of all committees.

Duties

1. Establish detailed goals and recommend policies for the coming administrative year in order to meet
the objectives of the longange plan.

2. Review recommendations from any committee with policy implications and provide
recommendations to th®istrict Board

3. Assist the Board in interpreting the spirit of the District Bylaws and in securing the proper
observance of obligations, standards, and practices arising there Lindkrding the adjudication of
any grievances.

4. Draft proposed changes to the Distrieolicy Statments for approval by the Board.

5. Draft proposed amendments to the District Bylaws for approval by the Board and the House of
Delegates

6. Submit such other recommendations as may be requested by the Board.
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Finance*
Service Agreement
Capital District, Kiwanis International

Thisservice agreemerutlines the minimum requirements of membership on Capital District
Committees The committee chair and all committee membe&rgo wish to servegree to thefollowing
service agreementt isunderstood that failure to observe thfellowing agreement could restil
possible removal fronthe committee.

Committee TypePolicy Formulation Committee

Membershig In general, each committee will consist of t&) to three (3) District Trusteeand three
(3) general membersThe Immediate Past Governor shall be appointed tomenmittee for a one (1)
year term.The District Foundation Board shall appamhember ofits Board to serve a one (§¢ar
term as an ex officio membeaf the Committee that member may be reappointed.he District
SecretaryTreasurer is an ex officio memberaif Policy Formulation CommitteeShe Governor and
GovernorElect are ex officio members of all committees.

Corresponding Kiwanis International CommitteEinarce & Fundraising

Duties The Committee shalldid a meeting quarterly before each meeting of the District Baard
discharge its duties asutlined below.

1. Prepare review, and amend as necessary the annual budget of estimated income and expenses
preparedby the District Secretarfreasuretand submit the recommendeahnualbudget to the
Board

2. Review the proposed budgets for all Kiwafasily district conventions andconferences and submit
recommendations to the Board.

3. Review the proposed annual budgefor Service Leadership Programs (SBRdSLPAdministrators
and submit recommendations to the Board.

4. Assess the fiscal implications of the LeéRgnge Plan and inform the LeRgnge Planning
Committee and Board.

5. Review recommendations with financi@hplications from any committee and provide
recommendations to the Board.

6. Submit such other recommendationsanay be requested by the Board.
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Long Range Planning*
Service Agreement
Capital District, Kiwanis International

Thisservice agreemerutlines the minimum requirements of membership on Capital District
Committees The committee chair and all committee membe&rgo wish to servegree to thefollowing
service agreementt is understood that failure to observe thiellowing agreement could restil
possible removal fronthe committee.

Committee TypePolicy Formulation Committee

Membershig In general, each committee will consist of t&) to three (3) District Trusteeand three
(3) general membersThe Distrit SecretaryTreasurer is an ex officio memberaif Folicy Formulation
Committees.The Governor and Governdtlect are ex officio members of all committees.

Duties

1. Prepare afie (5) year and one (¥kar plan setting out specific annual goals and ciijes for the
District during that period. The plans should be basedhe plans submitted by the clubs and
divisions.

1 Provide appropriate supervisiomd direction to the individuallab presidents in the
preparation of five (5) and one (§®ar plansa be submitted to the_t. Governor byl5 April of
each year.

1 Provide appropriate supervision and direction to ttteGovernors in the preparation and
collation offive (5) and one (lyear plans to be submitted to the Long Range Planning
Committee byl May of each year.

2. Be the primary facilitator for the annual assessment conductechbyistrict Board in November.
The Committee will develop assessment procedures and survey instruments, collect data, and make
the results of the assessment availabldlie members of the District. Such assessment shall be
based onhe approved plans submitted bjyubs,divisions, and the Committee.

3. Based on the assessment, revise the annual goals and add another year to the long range plan. The
revised plan is to beiskributed toDistrictBoard and Committee membeaginually in May

4. Review recommendations from any committee for consistency with the long range plan and provide
recommendations to the Boardhese reviews shall inclugetential revisions to the Distct Long
Range Plan.

5. Submit such other recommendations as may be requested by the Board.
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Achievement*
Capital District, Kiwanis International

Thisdescriptionoutlines the duties and responsibilities of the District Support Committees and Groups
of the Capital District

Other Committees Encompassed Within This CommittBesolutions

Chair. The Immediatd?ast Governor shall serve a oney@&ar term as Chaitn the event the Immediate
Past Governor is unable to serve for some or all of the témmPast Governors Committee will select a
chair for the remainder of the term.

Membershipg The Chair shall appoint members as necessary tq(bngear terms to assist in
completingthe/ 2 Y Y A (diiti€sST@riieet theKiwanisinternational requirementsdr the Resolution
functions of ths Committee, the Past GovermsoCommittee will appoird Past Governor to serve a one
(1) year term.

Duties This Committee shall develop and implemergrams to recognize outstandighievement
by Kiwaniansglubs, and divisionswithin the District

1. Work throughout the year with the LGovernors and other District Committee members to identify
significant achievements

2. Bring significant achievements to the attention of the regiomeimber of thePublic Relations
Canmittee to gain maximum publicity for the achieveme®pecific duties include:
1 Workingwith the Lt Governor and clubegretaries to ensure the annual report documents
significant achievements and is submitted on time
1 Ensuringhe Lt Governor and counseling Trustee are aware of any club problems with
submitting the annual report

3. Bein charge of theesolutions procesat District Conventionsfncethe presentation of resolutions
to the House of Delegates is an appropriate wayetmognize significant achievemehtSpecific
duties include:

1 Gonsideing resolutions submitted by th&iwanis InternationaBoard of TrusteedistrictBoard
of Trustees, or a chartered club, as provided in Section 2 of Article 1X of the DigaigsB he
GCommittee may originate resolutiorsnd modify, combineand edit al resolutions submitted to
it. The Committee will preserits recommendations on these resolutions to the District Board
and, subject to the approval of the Board, to the House oéfates at the District Convention

1 OriginatingRecognition, Appreciation, and Memorial Resalng and present these types of
resolutions at District Conferences and to the House of Delegates at the District Convention

Awards To recognize significant lsievements, the Committee shall
1 Present first place and honorable mention ribbons in the fGlmembership size categories for
single service and multiple service projects based on the narrative section of the club annual

report annually, and forwardhie firstplace winners in each category kdwanisnternational
for entry into the International Service Award competition.
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Certify to Kiwanisinternational those Divisions and Lt Governors meeting the criteria
established for the Distinguished Divisiéward.

Certify to Kiwanisinternational those clubs meeting the criteria established for the
Distinguished CluBward.

Present the Distinguish Club Member Award consistingdfal f 1 piyahd cérificate to
club members meeting the criteria establishieglthe Committee

Present copies of resolutior(suitable for framingadopted by the House of Delegates
recognizing significant achievements
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aKtion Club

Service Agreement
Capital District, Kiwanis International

Thisservice agreemerutlines the minmum requirements of membership on Capital District
Committees The committee chair and all committee membe&rgo wish to servegree to thefollowing
service agreementt is understood that failure to observe thiellowing agreement could restil
possble removal fronthe committee.

Committee TypeSupport Committee

Membershig Each committee will havene (1) member from each region; theseembers shall be
known as aKtion Club Zone Administratorke tair shall be known as the aKtion Club District
Administrator.The Governor and Governdtlect are ex officio members of all committees.

Duties

1. Promote the concept of continuing and effective sponsorship of aKtion Clubs throughout the District
upon the part of the sponsoring Kiwanis Clubs

2. Provide expertise and assistance to Kiwanis Clubs in establishing aKtion Clubs and provide the

interfaceamongakKtionclubs, other District Kiwaniarily clubs, the Capital District, and Kiwanis
International.
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Builders Club*

Service Agreement
Capital Dstrict, Kiwanis International

Thisservice agreemerutlines the minimum requirements of membership on Capital District
Committees The committee chair and all committee membe&rgo wish to servegree to thefollowing
service agreementt is understoda that failure to observe théllowing agreement could restil
possible removal fronthe committee.

Committee TypeSupport Committee

Membershig Each committee will havene (1) member from each region; theseembers shall be
known asBuilders ClulZone AdministratorsThe bair shall be known as thuilders Clulistrict
Administrator.The GoverncElect may appoint an Assistant Administrator to work with the District
Administrator The Governor and Governdtlect are ex officio members of all conittees.

BackgroundThis committeds the adult committee for middle schoKiwanisfamily clubsWhile

Builders Club is an official branded program of Kiwanis International, Builders Clubs have no
organizational structure above the local levEhe schol provides a faculty advisor who is primarily
responsible for operation of the club. The sponsoring Kiwanis club assumes specific responsibilities for
their Builders Clugs) and appoints a Kiwanis Advisor to be the main point of contact and interface
amoryg the BuildersClub, faculty advispand Kiwanis.

Duties

1. Promote the concept of continuing and effective sponsorship of Builders Clubs throughout the
District upon the part of the sponsoring Kiwanis Clubs

2. Provide expertise and assistance to Kiwanigh€ in establishinguilders Clubs middle schools

and provide the interfaceamong Builders IGbs, other District Kiwanis Family clubs, the Capital
District, and Kiwanis International.
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Children and Youth Services
Service Agreement
Capital District Kiwanis International

Thisservice agreemerutlines the minimum requirements of membership on Capital District
Committees The committee chair and all committee membe&rgo wish to servegree to thefollowing
service agreementt is understood thatdilure to observe théollowing agreement could restil
possible removal fronthe committee.

Committee TypeSupport Committee

Other Committees Encompassed Within This CommitteeK A f RNSY Q&4 aA NI Oft S bSig 2N

Membershig Each committee will have at ldasne (1) member from each regiomhe chair will

designate one (1) member from each region as the regional coordinator. Chairs will serve as regional
coordinators for their home regions h& Governor and Governdtlect are ex officio members of all
committees.

Duties

1. Assist clubs in conducting community surveys and developing service projects tailored to the needs
of young childrer{prenatal through age 5h their communities.

2. (oordinate with the LtGovernors to identify needs in the region and develop regi@téldren and
Youth Serviceservice projects.

3. ARYAYAAUSNI GKS / KAt RNBYyQa aANI Of S This®iedts?2aN] ¢St S K
natural adjunct to the District Pediatric TraurReoject (see Section 2# this Policy CodeSpecific
duties include:
1 Ooordinate with Lt Governors to organize regional fundraising efforts
1 Tabulate the funds donated by Kiwanigrily organizations
1 Report the results to the Governor and District Bda
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Circle K (CKD*

Service Agreement
Capital District, Kiwanis International

Thisservice agreemerutlines the minimum requirements of membership on Capital District
Committees The committee chair and all committee membe&rgo wish to servegree to thefollowing
service agreementt is understood that failure to observe thiellowing agreement could restil
possible removal fronthe committee.

Committee TypeSupport Committee

Membershig Each committee will have one (1) member from each region; these members shall be
known asCKI Zone Administratarghe dair shall be known as theKI District Administratofmhe
GovernorElect may appoint an Assistant Administrator to work with the Ris&dministrator.The
Governor and GoverneElect are ex officio members of all committees.

Background This committeds the adult committee focollegebasedKiwanisfamily clubs. CK$
structured similarly to Kiwanis in that it is organized into claibg districts which are part of an
overarching international organizatio@KI members have the primary responsibilitydperating their
organizationsSchools provide a faculty advisor who is the primarysaivio the CKI club presiderithe
sponsorig Kiwanis club assumes specific responsibilities for theicl@Kand appoints a Kiwanis
Advisor to be the main point of contact and the interfamaongthe CKklub, faculty advisgrand
Kiwanis.

Dutiesof the District Administrator The Administratois responsible to the Kiwanis District Board for

the proper operation of Capital District CKI. The Administrator is the primary advisor to the CKI District
Governor and other District Officers, and is the primary interfao®ngthe Kiwanis District Boar@€KI
District Board, Kiwanis International, and CKI International.

Duties of the Zone AdministratorsThe Zone Administrators will give guidance to all sponsoring Kiwanis
Clubs and CKlubs in their division and provide education/counseling to newdtiks as well as other
non-sponsoring Kiwanis clubs in the division. Zone Administrators will work closely with the District
Administrator and other members of the Kiwanis District Committee on CKIl to assist thes@iki

Board in their ongoing activiteeSpecifically, Zone Administrators will:

Divisional

Serve as a liaison between the Kiwanis Clubs and@islin the division

Work with sponsoring Kiwanis clubs,recessary, to insure dues gsaid promptly

l'GGSYR / YL 5A @A aikNeygtings (PCMEBvwhanR&siileQa / 2 dzy O

Work on new club building with Kiwanis Lt. Governors, CKI Lt. Goveandthie

Growth Team Coordinator for CKI

Attend at least ong1) club meeting and/or project of each GHuibin the division

Communicate with theaspective CKI Lt. Governor at least once a month

Meet the new CKI Lt. Governor in person to develop divisional plans for the year as soon

after the annualCKIDistrictConvention as possible

9 Assist with Sponsored Youth Outreach program by contactingnii§whubs that do not
sponsor CKdlubs

)l
1
1
)l

= =4 =
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District
T Communicate with the District Administrator on an as needed basis
9 Step in for the District Administrator and/or Assistant Administrator in their absence
1 Attend at least ond€1) District Board Meeting

Conventions/Conferences

9 Participate in CKirorkshops given at District Convention and Key Club District
Convention if possible
Attend the annual CKI District Convention
Attend two (2) of the following conferences:-Ramily Weekend, Fall Training Rally,
Spring Officer Training Rallies, and District Officer Training Conference

T
T

Duties of theConvention Financial Advisom order to assist the iBtrict Administrator,the Capital
District Kiwanis Boarshall appoint a Kiwanian to act as a financial counselor to each SLP District
Convention. Such financial counselors shall be responsible to:
1  Work with the District Administrator an@KI DistricBoard to project convention attendance,
prepare realistic anvention budgets ensuring that projected revenues exceed projected
expenses.

9 Assist the District Administrator and Board in contract negotiations with tour companies, hotels,

and other convention facilitie® ensure that contracts are complete and corapensive.

1 Review orders for goods and services before they are placed to ensure the orders are within the

budgeted amounts.
9 Monitor actual expenditures and revenues and notify the QiKirict Administrator, Kiwanis
Governor, CKl Governor, Kiwanis Dist8ecretaryTreasurer, CKI District Secretdiyeasurer,

and Kiwanis Finance Chair of any knowledge or belief that expenditures will exceed or receipts

will be less than the amounts budgeted.

9 If projections change during convention preparations, develams to adjust the budget to
contain costs with expected revenues.

1 Supervise the preparation of timely financial reports and submit them to the Kiwanis District
Board within sixty (60) days after the close of said convention.

1 Coordinate with the KiwanBistrict Secretarfreasurer to ensure the proper deposit,
disbursement, and recording of convention receipts and expenses.

CKI Certified Trainer<KI Certified Trainers are Kiwanians appointed by the Kiwanis Governor in
consultation with the GoverneEkect and District Administrator and trained by Kiwalnigernational.
The Certified Trainers main role is to support the CKI District Administrator in fulfilling the Kiwanis
responsibilities to the CKI District in terms of club officer training. Theyatsst in training the CKI
District Board and at events, such as CKI District Convention and Conferences.

Awards The Administrator will coordinate with the Key Club Administrator for the selection of the
annual Fred Terrell Distingied Zone Administrat Award.In alternate years, the CKI District Board
will select the winneat their final board meetingTheaward will be presented at the Kiwanis District
Convention.
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Diversity Enhancement
Service Agreement
Capital District, Kiwanis International

Thisservice agreemerutlines the minimum requirements of membership on Capital District
Committees The committee chair and all committee membe&rgo wish to servegree to thefollowing
service agreementt is understood that failure to observe thiellowing agreement could restil
possible removal fronthe committee.

Committee TypeSupport Committee

Membershig Each committee will have at least® (1) member from each regiomhe chair will
designate one (1) member from each region as theomgji coordinator. Chairs will serve as regional
coordinators for their home regions h& Governor and Governdtlect are ex officio members of all
committees.

Duties This committeeensures that diversity is incorporated in everyththg Districtdoes $ecific
duties include:

1. Reviewall District programs and processes and recoemdways to increase diversity in those
processes where necessary

2. Establistrriteria clubs can use to ascertain how they are incorporating diversity
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Fundraising
ServiceAgreement
Capital District, Kiwanis International

This service agreement outlines the minimum requirements of membership on Capital District
Committees. The committee chair and all committee members who wish to serve agree to the following
service agreenmt. It is understood that failure to observe the following agreement could result in
possible removal from the committee.

Committee TypeSupport Committee

Membershig Each committee will have at least one (1) member from each region. The chair will
designate one (1) member from each region as the regional coordinator. Chairs will serve as regional
coordinators for their home regions. The Governor and GoveEiect areex officio members of all
committees.

Duties: This committee assists with all fumdising activities throughout the District (other than the
Service Leadership Programs). Specific duties include:

1. Assist clubs in developing fumdising projects tailore to the needs of their communities.

2. Coordinate with the Lt. Governors to identify needs in the region and develop regional
fundraisers.

3. Accept written proposals from members of the Capital District wishing to present an idea

for fundraising or offer amique product at District Convention exhibits, and use discretion
and the Criteria for Fund Raising Exhibits in authorizing such proposals.
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Key Club*

Service Agreement
Capital District, Kiwanis International

Thisservice agreemerutlines the minimum equirements of membership on Capital District
Committees The committee chair and all committee membe&rgo wish to servegree to thefollowing
service agreementt is understood that failure to observe thiellowing agreement could restil
possible renoval fromthe committee.

Committee TypeSupport Committee

Membershig Each committee will have one (1) member from each region; these members shall be
known askey Clulzone AdministratorsThechair shall be known as theey ClulDistrictAdministrator.
The GovernoElect may appoint an Assistant Administrator to work with the District Administrate.
Governor and Governeflect are ex officio members of all committees.

Background This committeds the adult committee for high scholliwanisfamily clubsKey Club
International is structured similarly to Kiwanis in that it is organized into clubs and districts which are
part of an overarching international organization. Key @hgmbers have the primary responsibility for
operating thel organizationsSchools provide a faculty advisor who is the primarysauo the Key

Club presidentThe sponsoring Kiwanis club assumes specific responsibilities foK&yelub(sand
appoints a Kiwanis Advisor to be the main point of contactthednterfaceamongthe Key Club(s)
faculty advisorand Kiwanis.

Dutiesof the District Administrator The Administrator is responsible to the Kiwanis District Board for
the proper operation of Capital Distriiey ClubThe Administrator is the primagdvisor to theKey
ClubDistrict Governor and other District Officers, and is the primary interfagengthe Kiwanis District
Board,Key Clulbistrict Board, Kiwanis International, akey Clubinternational.

Duties of the Zone AdministratorsTheZone Administrators are assigned responsibility for @jer
more Key Clublivisions and are the primary advisor to Key Club Lt. Gover@anse Administratorare
the primary interfaceamongsponsoring Kiwanis clubs, Kiwanis Divisions, and Key Clubs.

Duties of the Convention Financial Advisdn order to assist the District Administrator, the Capital
District Kiwanis Boarshall appoint a Kiwanian to act as a financial counselor to each SLP Bistrict
InternationalConvention. Such financial counsed shall be responsible to:
1  Work with the District Administrator anidey Club Distriddoard to project convention
attendance, prepare realistic conventi¢gand tour, for International Conventionsydgets
ensuring that projected revenues exceed projetexpenses.
9 Assist the District Administrator and Board in contract negotiations with tour companies, hotels,
and other convention facilitie® ensure that contracts are complete and comprehensive.
1 Review orders for goods and services before they aequl to ensure the orders are within the
budgeted amounts.
1 Monitor actual expenditures and revenues and notify #ey Club Districhdministrator,
Kiwanis Governoiey Clulisovernor, Kiwanis District SecretaryeasurerKey Clulbistrict
Treasurer, and&iwanis Finance Chair of any knowledge or belief that expenditures will exceed or
receipts will be less than the amounts budgeted.
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9 If projections change during convention preparations, develop plans to adjust the budget to
contain costs with expected renues.

1 Supervise the preparation of timely financial reports and submit them to the Kiwanis District
Board within sixty (60) days after the close of said convention.

1 Coordinate with the Kiwanis District Secretdmgasurer to ensure the proper deposit,
disbursement, and recording of convention receipts and expenses.

Awards The Administrator will coordinate with theéKIAdministrator for the selection of the annual
Fred TerrelDistingushed Zone Administrator Awarbth alternate years, th&ey Clutbistrict Board will
select the winnegt their final board meetingTheaward will be presented at the Kiwanis District
Convention.
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Key Leader
Service Agreement
Capital District, Kiwanis International

Thisservice agreemerutlines the minimum requirementsf membership on Capital District
Committees The committee chair and all committee membe&rgo wish to servegree to thefollowing
service agreementt is understood that failure to observe thiellowing agreement could restil
possible removal fronthe committee.

Committee TypeSupport Committee

Membershig Each committee will have at least® (1) member from each regiomhe chair will

designate one (1) member from each region as the regional coordinator. Chairs will serve as regional
coordinators for their home regions.he Governor and Governdtlect are ex officio members of all
committees.

Duties Thiscommittee shall coordinate activities relating to the operatiohaDistrict Wide Keyeader
Program Specific duties include:

1. Goordinate with Kiwanis Internationgie implementationof a Key Leader Program within the
Capital District.

2. Select appropriate location, staff, advisopasid necessary adult consultants.

3. Create a process to maintain the recruitment of participants ilmagoing Key Leader Program.
4. Oversee operations of a Key Leader Program within the District.

5. Monitor progress, participatiorand results of a Key Leader Program.

6. Promote a Key Leader Program and assist clubs, upon request, with all aspects relating to
participating with the program.

7. Report through the appropriateDistrict Trustee, efforts and results of all events to the Board.
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Kiwanis Education*

Service Agreement
Capital District, Kiwanis International

Thisservice agreemerutlines the minimum requirements of membership on Capital District
Committees The committee chair and all committee membe&rgo wish to servegree to thefollowing
service agreementt is understood that failure to observe thiellowing agreement could restil
possible removal fronthe committee.

Committee TypeSupport Committee

Membershig The Committee shall consist thie Committee Chair, Master Instructand all active
Certified InstructorsAll members will be appointed by the Governor for three (3) year tefimes.
Governor and Governeflect are ex officio members of all committees.

Duties Thiscommittee will provideeducation and traininga all Kiwanians in the Districdpecific duties
include:

1. Receive Kiwanis International approved apgiens from qualified KiwanianBvaluate and
recommend to the Governor, Gover-Elect, Secretary/Treasureand Master Instructors the
applicants they consider to be qualified to serve as Certlfisttuctors Liase with all Certified
Instructors regularly.

2. Review the Kiwanis International approved Club Leadership Education package and make additions
that will include information on th€apitalDistrict

3. Schedule the necessary Education Confersnicghesix (6)Regions to providéne opportunity for
all club leaders to participate in a Club Leadership Education segsssign Certified Instructors to
each session consistent with availability and proximity to the conferences

4. Assist the GoverneEEct in preparing therainingschedule for the District Convention.

5. Assist the Regional (or District) Conference @air preparing thetrainingschedulds)for
conferences.

6. Provide training in specialized topics, such as the club treaseeretary, and board member
training, as requested by .lG&overnosor club presidents.

7. Update and publish a booklet of Kiwanis minute education spatsually

8. Assist the Governor and Goverdalect when requested.
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Kiwanis Kids*
Service Agreement
Captal District, Kiwanis International

Thisservice agreemerutlines the minimum requirements of membership on Capital District
Committees The committee chair and all committee membe&rgo wish to servegree to thefollowing
service agreementt is undestood that failure to observe thiollowing agreement could restil
possible removal fronthe committee.

Committee TypeSupport Committee

Membershig Each committee will havene (1) member from each region; theseembers shall be
known asKiwanis KidZone AdministratorsTheChair shall be known as th@wanis Kid®istrict
Administrator.The Governor and Governdtlect are ex officio members of all committees.

BackgroundThis committeds the adult committee for elementary schadiwans family
clubs/programsWhile Kiwanis Kids is an official branded program of Kiwanis International, Kiwanis Kids
have no organizational structure above the local leVak school provides a faculty advisor who is
primarily responsible for operation of ¢hclub. The sponsoring Kiwanis club assumes specific
responsibilities for their Kiwanis Kids Cluk(g)gram(s)and appoints a Kiwanis Advisor to be the main
point of contact and interfacamongthe Kiwanis Kids Club, faculty advisaord Kiwanis.

Duties

1. Assist Kiwanis Clubs in establishing Kiwanis Kids &alhsr programs (detailed belovif
elementary schools

2. Promote the concept of continuing and effective sponsorship upon the part of the sponsoring
Kiwanisclubs.

3. Provide the interface for Kiwanisids ClubfprogramsamongKiwanisclubs, the Capital District, and
Kiwanisinternational.

Terrific Kids Programilhe Terrific Kids program provides teachers with a tool to reward students for
special achievements that may otherwise go unnotidedponsaing Kiwanis tub helps support the

Terrific Kids program at the school. THevanis clulplans Terrific Kids parties, provides recognition, and
establishes partnerships with local community businesses to secure support for the program. Sponsoring
busineses have the option of providing coupons, giveaways, or food for Terrific Kids parties.

Bring Up Grades (BUG) PrograBlJG is a program designed to provide recognition to students who

raise their grades to an acceptable range, and maintain or contintgige them from one grading

period to the nextA sponsorindiwanis cluthelps support the BUG program at the school. Kiveanis

club plans BUG recognition events, provides awards, and establishes partnerships with local community
businesses to secure gport for the program. Sponsoring businesses have the option of providing
coupons, giveaways, or food for BUG patrties.
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Membership
Service Agreement
Capital District, Kiwanis International

Thisservice agreemenutlines the minimum requirements afiembership on Capital District
Committees The committee chair and all committee membe&rgo wish to servegree to thefollowing
service agreementt is understood that failure to observe thiellowing agreement could restil
possible removal fronthe committee.

Committee TypeSupportCommittee

Other Committees Encompassed Within This Committeeembership Growth & Orientation*

Membershipg Each Lieutenant Govern@esignate will appoint a Club Counselor for their division who
will serve on the committee. The GoverAbesignate will appoint the chair of the committee. The
Governor and GoverneElect are ex officio members of all committees.

Duties Thiscommittee will provide expertise and assistance to ftat# growth of existing clubs.
Specific duties include:

1. BEnsure clubs maintain active membership recruitment and retention programs using resources and
ideas provided b¥Kiwanisinternational.

2. Assist clubs in developing a comprehensive orientation program to be providedpimsiiective
members.

3. Assist clubs in conducting a meaningful induction ceremony for each new member.
4. (Conduct exit surveys with members leaving Kiwanis

Awards Annually, thecommitteewill present two(2) sets of first place and honorable mention ribbons
in the five(5) membership size categories for membership growth based on net growth in members and
percentage increase in members.

CKI and Young Adult Transi tion Subcommittee The Membership Committee will have one
(1) standing subcommittee named @kl and Young Adult Transition Subcommittéiéhe

chair, in consultation with the Governor and the CKI District Administrator, will apphoist
subcommittee to diwely recruit recent CKI alumni and other young adults as members of
Kiwanis clubswithin the District The subcommittee shall report on progress regularly to the
Membership Committee.

Membership Should includ€KI alumniThe District CKI Governor shaé invited to participate.

Duties
1 With the help of the CKI District Board, solicit contact information for all graduating CKI
members who intend to remain in the Capital District.
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Provide letters of introduction to Kiwangtubs in the vicinity othe relocating alumnus
asking the contacted clubs to extend an invitation to the alumnus to attend club
activities and consider membership in the club.

Contact the alumnus ahirty (30), sixty 60), andninety ©0) day intervals following the
letter of introduction to determine whether or not the alumnus was contacted.

In the event the alumnus was not contacted, follow through with the affected club to
determine why the alumnus was not reached.

Maintain an informal and ongoing liaison with CKI alumni sttosequently joined
Kiwanis clubsvithin the Districtto qualitatively assess their Kiwanis experiences and
report this to the Committee.

Contact transitioned alumni who subsequently resign from Kiwanis to determine their
reason(s) for leaving.

Annuallyreport successes and shortfalls to tB&IDistrict Administrator and make
recommendations for improvements in successfully transitioning CKI alumni and young
adults to Kiwanis.
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New Club Building*

Service Agreement
Capital District, Kiwanis International

Thisservice agreemerutlines the minimum requirements of membership on Capital District
Committees The committee chair and all committee membe&rgo wish to servegree to thefollowing
service agreementt is understood that failure to observe thiellowing agreement could restil
possible removal fronthe committee.

Committee TypeSupport Committee

Membershig Each Lieutenant Governd@resignate will appoint a New Club Builder for their division
who will serve on the committee. The Goverddesgnate will appoint the chair of the committee. The
Governor and Governeflect are ex officio members of all committees.

Duties This committee will introduc&iwanis into communities around the District with a goal of at
least one(1) new dub in each egion annuallySpecific duties include

1. Locate potential building sites and, in coordination with the@dvernos, identify one(1) or more
sponsoring Kiwanis clubs.

2. Form a new club building team and lead the team thrbdhe new club buildingrocess.

3. oordinate new club building efforts with the Kiwanis International Field Service Representatives.
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Public Relations*
Service Agreement
Capital District, Kiwanis International

Thisservice agreemenutlines the minimum requirements afiembership on Capital District
Committees The committee chair and all committee membe&rgo wish to servegree to thefollowing
service agreementt is understood that failure to observe thiellowing agreement could restil
possible removal fronthe committee.

Committee TypeSupport Committee

Membershig Each committee will have at least® (1) member from each regiom addition to the
regional members, the District Editor and the District Web Master shall be membtis cbmmittee.

The chaiwill designate one (1) member from each region as the regional coordinator. Chairs will serve
as regional coatinators for their home regionsh& Governor and Governdtlect are ex officio

members of all committees.

Duties The@ Y Y A (1 1 SS Qa biity i& t indidask hudngrieds of Kiwafiis.,who we arewhat
we do) to both Kiwanismembers and the commutiés in the Capital DistricEpecific duties include:

1. Provide clubs with a list of media contacts in their region.

2. (oordinate with the membes of the Achievement Committee to identify significant achievements
of Kiwanians and clubs in the reg®n

3. Ensure press releaseoncerning significant achievements are prepared by either the club or
Committee member and provided to the public media ahlge Capital Kiwanian

4. Forward clippings of public media coverage of Kiwanis activities to the District Historian.
5. Develop a District Wide public relations campaign for the public media.

Awards The Committee will establish the criteria and procedures fier District Bulletin Contest.
Annually, the Committee will present first place and honorable mention ribbons in each of tt{g)five
membership size categories. The winners in each categdripenvibrwarded toKiwanisinternational for
entry into the International Bulletin Contest.

Digital DistrictSubcommittee ThePublic Relations Committesill have one (1) standing subcommittee
named theDigital DistrictSubcommitteeThe Digital District Subcommittee will develop and maintain
the information infrastructure for the DistricThePublic Relation€ommittee has responsibility for
ensuring that theduties of thissubcommittee are performedrhe subcommittee shall reporégularly

on progress to théublic Relation€ommittee

BackgroundThe Digital Distridgs an integral part of and responsible to the Committee on Public
Relations. The Governdect, in consultation with the chair of the Committee on Public
Relationswill appoint sufficient people to achieve the goals and responsibilities assigned to the
Digital District byhese Blicy Satements,DistrictBoard or Governor.

Members The members should include:
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District Web Masterwho maintains the District WeS8ite.

District List Masterwho maintains an email remailing capability to provide rapid

dissemination of information throughout the District.

9 District Forum Moderatgiwho maintains a facility for open electronic discussion of
District issues

9 District Déaabase Coordinatgmvho maintains the District database that includes
leadership contact information and club statistics.

9 Other Kiwanis Family Web Mastdfsr examplethe Foundation, CKand Key Clup

these web masters shall lex officio members of this committee.

= =4

Duties
1 Develop and maintain the information infrastructure for the District, includihe:
District Web Site, District List Server, District Forum, and District Database.
1 Encourage and assislvisions analubs inestablishing their own home pages and link
such pages to the Distrig¥eb Ste.
1 In coordination with the Training and Education Committee, provide trainimyjsitict
andregional convention and conferences.

Awards Annually, theSubommittee will pregnt ten (10) ribbons for the best club web pages

based on criteria established by tBeibommittee and provided to the clubs. All clubs will
compete equally in this contest, regardless of club size.
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Servicé
Service Agreement
Capital District, Kiwanis bernational

Thisservice agreemerutlines the minimum requirements of membership on Capital District
Committees The committee chair and all committee membe&rgo wish to servegree to thefollowing
service agreementt is understood that failure to observe thiellowing agreement could restil
possible removal fronthe committee.

Committee TypeSupport Committee

Other Committees Encompassed Within This Committeleiman & Spiritual Values*

Membershig Each commtee will have at leastme (1) member from each regiomhe chair will

designate one (1) member from each region as the regional coordinator. Chairs will serve as regional
coordinators for their home regionsh& Governor and Governdtlect are ex officimembers of all
committees.

Duties Thiscommitteeassists with all service activitidzroughout the District@ther thanthe Service
Leadership Programs and Children and Youth Servigestgific duties include:

1. Assist clubs in conducting community seys and developing service projects tailored to the needs
of their communities.

2. (oordinate with the LtGovernors to identify needs in the region and develop regional service
projects.

3. Promote Human and Spiritual values through cooperation on bro@ttienominational lines
between clubs and local religious leadegsoups in creating a greater public consciousness of the
importance of religious and spiritual valu&ncouragenembers to support these values by precept
YR SEFYLX S Ay daminitiesSYoSNBEQ 26y O

4. Administer theTeenager of the Year program (described belfowpachregion and the District by
publicizing the programs to clubs

Teenager of the Year Prografrior to District Convention, conduct the annual District Teenager of
the Yearcontest which includes:

i Establisingan equitable judging procedure for the District selection.

1 Encouragingach club to select a club Teenager of the Year

1 Coordinatingwvith eachLt Governor to seleca dvision Teenager of the Year from the
club seletions.
Slectingthe District Teenager of the Year from t@ision nominations.
Arranging with the support of the Capital District Foundation, for the District Teenager
of the Year and parents to attend the District Conventianquet and presering
suitable recognition (typically, a plaque and scholarship funds) to the District Teenager
of the Year at thdanquet.

=a =
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Awards: Annually (preferably at the MilVinter Conference), the Committedll present the
Arthur A. (Junie) Lancaster Youth Service Award to the club in the District with the best
comprehensive Service Program for Youth between the ages(6) aixd eighteel(l8). The
Committee will establish the criteria for the award and saiott judge nominations from clubs
throughout the District
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Conventions and Meetings
Service Agreement
Capital District, Kiwanis International

Thisservice agreemerutlines the minimum requirements of membership on Capital District
Committees The committee chair and all committee membe&rgo wish to servegree to thefollowing
service agreementt is understood that failure to observe thiellowing agreement could restil
possible removal fronthe committee.

Committee TypeSupport Commite

Membershig The Governor shall appd committee members for three (3)ear terms. The Committee

will be composed oéight(8) members who have prior experience with negotiations and contracting for
meeting facilities. Geographic diversity should masideration. However, these members do not

need to represent individual regionghe District Secretary/Treasurer as signer for all contracts is always
a member of this committee.

Duties

1. Develop and maintain a comprehensive list of meeting fadlitithe Capital District that meet the
requirements set forth in théolicy Code.

2. Solicit proposals, evaluate proposals, and present contracts for future meeting sites no less than
three (3)years in the future. When it is advantageous to the Distnuilti-year contracts at the
same location or with the same facilities will be submitted. The Board will approve all proposals
before the contracts are signed by the District Secretary/Treasurer

3. Review the currenpoliciesrelating toDistrict Conventiosand Conferencesndsuggest revisions to
the Boardas appropriateto meet the current and future needs of the Capital DistriRevisions
should be presented for review and approval annually atRebruaryboard meeting

4. Provide assistan¢as requeted, to eachRegions in soliciting and evaluating proposals for Regional
Conference sites

5. Maintain Kiwanigamily calendar of all meetings to ensure that no scheduling conflicts occur with
RegionalEducational Gnferencespistrict Gonventions, or otheDistrict Meetings. All events must
be cleared byhe Committee prior to entering into any contracts or other roancellable
commitmens.

6. Review proposals and recommend to tBestrictBoard, hosts and sites for future District

Conventions and Distri@ducationalConferencesif held and assist in the creation of proposals, if
necessary.
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Historian
Capital District, Kiwanis International

Thisdescriptionoutlines the duties and responsibilities of the District Support Committees and Groups
of the Capital District

Chair The GovernoiElect will appoinan eligible Kiwanisiemberas Chair for a one (1) year term for
the upcoming administrative year. Chairs may be reappointed.

Membership: The Chair will appoint as many additional members withnéerest in District
Hi story as are needed to carry out the Commi:t

Duties Consistent with théBylaws and these Policy Statements, the Committee shall:

1. Maintainthe Historical Archives of the District, including

Annual club narrative reports

Record of club charter dates

List of District, regional, divisigand club officers

Press clippings reporting Kiwanis activities in the Distdad

Cther information of historical interest provided by Clubs and members

=A =4 =4 =8 =9

2. In coordination with the District Web Master afistrict Database Coordinatanake the material
available through publication and posting on the District Web. Site
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Past Governors*
Capital District, Kiwanis International

Thisdescriptionoutlines the duies and responsibilities of the District Support Committees and Groups
of the Capital District

Chair ThepenultimatePast Governor will chaihe Past Governors Committele. the event the
penultimatePast Governor is unable to serve for some or alhefterm, the Past Governors Committee
will select a chair for the remainder of the term.

Membership All Past Governors of any Kiwanis District are members didghenittee as long as they
are members in good standing of a Capital District Kiwanis Club.

Duties The Committedunctions as a senior advisor to the District Governor BisdrictBoard Specific
duties include:

1. Consider and report to the Governor and District Board its conclusions on all matters referred to it.
The Committee, or approprialg constituted subcommittees, may initiate studies and discussions
on subjects of interest to the District and report their conclusions and recommendations to each
member of the Committee, District Governor, and District Secrefaeasurer.

2. AssigringaPast Governor to ane (1)year term on the Long Range Plann@mgmmitteeand a
different Past Governor to @ane (1)year term onthe Bylaws and Policy Committeghould a Past
Governor on either of those Committees be unable to complle&dr term, the Rist Governors
Committee will appoint another Past Governor tovaethe remainder of the term.

3. Adopt rules and procedures for the conduct of the associafgnce he Committee also functions
as an association of Past Governpmovided that rules angrocedures do not conflict with the
District Bylaws or Policy Statements.

4. \Verify and certify to the District Board that the candid@dor International Trustee meet the
requirements to runshould one(1) or more Capital Distriahembers desire to rufor the office of
International Trustee

5. Meet at District Conferences and Conventions and hold other meetings at the call of the Chair.
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Past Lt Governors
Capital District, Kiwanis International

Thisdescriptionoutlines the duties andesponsibilities of the District Support Committees and Groups
of the Capital District

Chair. At the District Convention, the Committee shall elect ¢hjof its members as President (Chair).
Should the President be unable to complete the term, the Goaewill appoint a member of the
Committee to serve as acting President until the next regular or called meeting of the Committee.

Membershig All Past t Governors of a Division in any KiiaDistrict are members of theo@mittee
as long as they areembers in good standing of a Capital District Kiwanis ®embers of the Past Lt
Governors Committee are encouraged to establish Division Pasbiernor Associations to serve as
senior advisors to Division.lGovernor.

Duties The Committedunctions as an advisor to the District Governor @idtrictBoard Specific
duties include:

1. onsider and report to the Governor and District Board its conclusions on matters referred to it. The
Committee, or appropriately constituted stdmmmittees may initide studies and discussions on
subjects of interest to the District and report their conclusions and recommendations to each
member of the Committee, District Governor, and District Secrefaeasurer.

2. Establish regional subommittees that have the spéic responsibility of advising the Goverror
Elect onDistrict Committee assignments @ub Support Committee

3. Adopt rules and procedures for the conduct of the associaf&ince he Committee also functions
as an association of Past lGovernor$, provided that rules and procedures do not conflict with the
District Bylaws or Policy Statements

4. The District Committee shall meet at District Conventions and Conferences and may hold other

meetings at the call of the Chair. Regional Subcommittee steat at the Regional Conferences
and may hold other meetings at the call of the Sitmmittee Chair.
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APPENDIXD T DISTRICT STAFF POSITION JOB DESCRIPTIONS

District SecretaryTreasurer

Summary:
The District Secretary/Treasurer tiet Capital District is the sole administrative staff of the District and

is appointed annually and is responsible to the Capital District Board of Trustees. This individual is
responsible for providing support to district officers, communicating with Kisvemand Kiwanis Clubs,
acting as diaison with Kiwanis Internationaind all Kiwanis International districts and entities,
maintaining all district records and performing all administrative and financial duties assigned by the
Capital District Board ofrlistees. Attendance at training scheduled by Kiwanis International will be
required.

Quialifications:
1 Demonstrate experience with administrative functions including report preparation, task
management and financial data management
Knowledge of the Kiwanfamily structure and function
Excellent verbal and written communication skills
Exhibit knowledge of and experience with basic computer programs (i.e., Word®, Excel® and
Publishing®, or similar programs)
Experience that demonstrates the ability to perfothe tasks of the district secretary/treasurer
Evidence of ability to work independently and to meet deadlines
Satisfactory completion of Kiwanis International background check
Bondable

=A =4 =4
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Preferred Experience:
1 Organizational administrative experience
1 Secretarial experience within the Kiwanis family
1 Kiwanis administrative experience at club, division or district level
1 Event planning

Duties and Responsibilities:
1 Administrative
provide administrative continuity for the Capital District
staff liaison between Capital District and International
support of CKI and Key Clubs
maintenance of district directory records
District Board support (including agenda preparation and report distribution)
attendance at district and international training and events
report review
information dissemination
District purchasing and procurement
District and event planning and related contract review
0 Bylaw and policy preparation
1 Financial
0 receiving and accountability of funds
o funds deposit management

O O0OO0OO0OO0OO0OO0OO0OOo0OOo
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o funds disbursement (includingKl and Key Club)
o0 journal and accounts bookkeeping
o maintenance of all financial records (including CKI and Key Club)
budget preparation in conjunction with finance committee
 Communication

0 participates with the District Administration and OperatidBemmittee
correspondence
annual report to House of Delegates
report preparation
correspondence with clubs

o0 interaction with Kiwanis International and other Kiwanis districts
9 Electronic

0 club support for Kiwanis electronic communications and sitbs

0 participation in district website maintenance

o

O O oo
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Di strict Yout h Protect.

The District Governor may choose to have this position report to him/herself, or a related committee
chair, such as the Key Club Administrator or the District Risk Manager.

Respmnsibilities:

T

= =4

Duties

oo

8.

9.

10.

To advocate within the district the importance of youth protection to both the youth
served by Kiwanis and the Kiwanis members, as well as the necessity of complying with
Kiwanis Youth Protection Guidelines.

To help clubs understand thegsponsibilities in youth protection.

To be a connection between Kiwanis International and the Kiwanis district/youth clubs
on issues of youth protection.

. Learn and understand the contents of the Youth Protection Guidelines and serve as a

resource for members of the district. Provide answers to questions and instruct the clubs
as to how to utilize the materials provided.

Know the local/state/provincial lawslated to reporting for your district.

Provide and/or coordinate for Kiwanis district staff and leadership to receive annual
training on the Youth Protection Guidelines.

Serve as a resource to the SLP Kiwanis advisors or SLP club chairman on their
respnsibilities related to Kiwanis Youth Protection Guidelines.

Submit youth protection articles for the district bulletin.

Conduct workshops and training at district events using materials provided by Kiwanis
International. Such events include, but arelmoted to, Kiwanis district convention,

Key Club district convention, other district sponsored conferences or trainings (such as
Mid-Year Conferences, Regional Trainings, etc.).

Regularly communicate with Kiwanis International regarding club acti\atigispolicy
issues that arise.

Provide assistance as needed in ensuring that Kiwanis clubs comply with the Youth
Protection Guidelines.

Assist Kiwanis clubs and districts with developing their own background check policies
to compliment the Youth Proteoti Guidelines.

Attend the Youth Protection Guidelines training and seek to keep up to date on trends
impacting youth protection.

Quialifications:

1
T
T
T
T

l

A background in youth work, education or law enforcement is ideal.

Active Kiwanis member in good standing.

Ability to speak in public and conduct workshops and training sessions.

Clear criminal history background. Check to be administered by Kiwanis International.
It is strongly encouraged that the individual appointed to this position serves a minimum
of athreeyear term.

As indicated in Kiwanis policy, the Youth Protection Manager should not hold any other
District or International volunteer leadership positions.
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APPENDIXE T BUDGET TEMPLATE FORREGIONAL CONFERENCES

LAV ELTS
Capital District

Meeting Name:
Proposed Meeting Date:

Budget Submission
Capital District
Kiwanis International

Imstructions: Please complete all
spreadsheet cells highlighted in pink.
Make sure that total income equals
total expenses (or net income equals
zero) before submitting to the Budget
B Finance Committee for review.

Income Expenses
Fee Per Cost Per
£ Person  Total Fees £ Person Total Cost
Registration Fees Meal Expenses
Kiwanians Fs - Meal #1 Fs -
Guests Fs - Meal #2 Fs -
VIPs 5 - s - Meal #3 s -
SLP Members s - Meal #4 s -
Other: Please Specify s -
—— .
F o s -
Total Cost
Are meals included in this registration fee? VIP Expenses
If yes, skip to alternative income. VIP Hotel Rooms
If no, please detail meal income. VIP Meals
Misc.
Fee Per
# Person  Total Fees Registration Expenses Total Cost
Meals Served Envelopes
Meal #1 s MNarme Tags
Meal #2 s Tag Holders
Meal 43 s Signs
Meal #4 Fs Tent Cards
Tickets
0 5 - Printing
Misc.
Expected
Income Other Items Total Cost
Alternative Income Roarm Rental
Source #1 Gifts
Source #2 Flowers
Source #3 Postage
Source #4 Telephone
Haomor Guard
5 - Audio/MVisual Aids
Publicity
Entertainment
Please list any other events you plan on having at the meeting: Speakers
Event #1 Awards
Event 42 Other: Please Specify
Event 43 Other; Please Specify
Event #4 Mise.
TOTAL INCOME s - TOTAL EXPENSES i -
NET INCOME B

Note: Please make sure that tetal income eguals total expenses (or net income eguals zero).
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APPENDIXFT SAMPLE CLUB POLICY ON BACKGROUND CHECKS

SamplePolicy and Procedures for Clubs

On Criminal History Background Checks
Capital District

Applicability: To ensure the highest standards of leadership and that adults working with youth are ditlestu
moral fiber, the Kiwanis Club of requires a clear criminal history background check$etect
those that apply to your club, unless requixed

| Required: any member serving as advisor to any Service Leadership Program club, program or activity.

A Encouraged:all club members who willdworking with youth or who may not have undergone a
background check.

A Not Required:A check shall not be required if the individual has had a check by SHS within the past two
years because he or she attends Key Club International Conventions or Key Leader events.

Options

A All officers and Directors as criteria for holding office.

A Al persons making a new application for membership.

Clear Checksuccessful completion of the background check (a "clear check") is based on verification that none of
the convictions stated in Kiwanis International Procedure 197 (see attached). A chdi oasubtract from this
list.

Service Provider
This club shall use the following options for their criminal history background check service p(okietgs all that
apply):

A Local Courts, etc. (specify)
[20Ff t2ftA0S 2F {KSNATTQE 2FFAOS 06alISOATFRED
Local vendor/provider of background checks (specify)

Safe Hiring Solutions, Kiwanis International preferred vendor.

D i D

An exception to the above will be for those Service Leadership Program adksoase employed by a school

system or club members who, by virtue of their employment, have had a current (not older than two years)
criminal background check completed. These individuals will be required to provide the Club Secretary proof that
theyhadS I 4 Of SI NJ OKSO1 ¢ o

Criteria: All background checks shall be reviewed and evaluated by the Club Secretary, or other designed Club
Officer, and determined to be clear or not clear, based on the criteria established by Kiwanis International and the
CapitalDistrict.

Notification: The person being checked and the Club President shall be advised by the Club Secretary if a check
indicates a problem or concern that requires further investigation or is determined to be not clear.

Validity: Background checks are valid for a period of two years. All relevant persons who have not had a criminal
history background check conducted and verified as clear within the past two years are required to a have new
check.
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APPENDIXFT SAMPLE CLUB POLICY ON BACKGROUND CHECKS

Copy:An individual may receiva copy of his/her background check by requesting it in writing.

Responsibility for Costgselect the appropriate option)
A The Club shall be responsible to pay the charges. Checks shall be conducted as inexpensively as
reasonably possible to assure accurate results.
A Each individual member responsible for a background check will be responsible to pay the cost. Checks
shall beconducted as inexpensively as reasonably possible to assure accurate results.
A Each applicant for membership will be responsible to pay the cost. Checks shall be conducted as
inexpensively as reasonably possible to assure accurate results.

Convictions thatCause Ineligibility A criminal history background check is considered "not clear" if it
indicates: a felony or misdemeanor involving moral turpitude; a felony or conviction or sex offender
registration of a violent and/or sexual nature, involving any tgpabuse of a child, involving threatening or
intimidating behavior, or otherwise of a physical nature; or a felony related to larceny or theft. The club shall
refer to the representative examples of such convictions found in Kiwanis International Predsdae

attached). Other types of felony convictions will be reviewed on a-bgsmase basis by the Club Secretary.

Any conviction legally reversed or overturned by the proper authorities shall not be considered when
evaluating the background check.

Discipline: A check that is not clear causes automatic denial of the right to participate in the event in
question or to hold the office or position in question or to be a candidate for such office or position.

Appeal Anyone subject to action as a resultsobackground check shall have the right to appeal such action.
However, they will not have a right to appeal or retry the original conviction.

1. Appeal Committee
The Secretary and President of the Club will constitute the Appeal Committee.

2. Appeal Process
The action resulting from a conviction shown on a background check may be appealed by the
following process:

A. The appeal must be submitted in writing to the Club Secretary within thirty (30) days from
notification, stating the grounds of thappeal. The appeal may only come from the person who
has been checked.

B. The Club Secretary shall refer the matter to the Club President within fifteen (15) days of
receipt.

C. The Club President shall consider the merits of the appeal within ten (10}adg$ermine if a
hearing is warranted.

D. If a hearing is warranted, the Club President and Secretary shall meet within thirty (30) days to
consider the grounds of the appeal and the alleged facts. The person making the appeal shall be
GhOSy (6S8Syie& 6nn0 RI8&AQ y2GA08 2F YS&8SiAay3a IyR
expense.

E. The appellant shall have the option to have legal counsel present, at his/her own expense. If
the appellant has legal counsel present, the club may alsh Wi have legal counsel present
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APPENDIXFT SAMPLE CLUB POLICY ON BACKGROUND CHECKS

and/or seek the guidance of the District Risk Manager.

F. The Appeals Committee shall hear testimony and consider the evidence presented. All parties
shall be allowed to ask questions of witnesses. The hearing shall be rdcorde

G. The Appeals Committee shall report its findings to the appellant within fif{@Bydays after
meeting.

Ho LT (GKS 1 LISt a /2YYAGGSS OF yy 2 (iDirécerg Shallhave | O2y a
final authority on these matters
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