Caribbean Atlantic District
Of Key Club International

Advisor’s Monthly To-Do List
    MARCH 
AFTER ELECTION OF OFFICERS. Make certain a list of new officers, advisor(s), and Kiwanis advisor(s) and their “complete” addresses, phone numbers and email address are sent to: District Administrator and to your local Divisional Lieutenant Governor
DISTRICT OFFICER ELECTIONS. Are you encouraging qualified members of your club to seek the office of Governor, Secretary, Treasurer, Web-Editor, or Lieutenant Governor? Are you sharing any campaign literature you’ve received with members of your club?  
VOTING DELEGATES. Elect two voting delegates to attend the District Convention.  
CONVENTION FORMS. Make sure all necessary forms are filled out for convention attendance.  
DISTRICT CONVENTION. Make final plans to attend your District Convention. 
PRESIDENT’S  MATERIALS. Make sure your outgoing President passes on his/her president’s binder and other files to the incoming club president. 
OFFICER TRAINING. Help train new club officers. Check with the Lieutenant Governor from your Division to assist them to setup their Regional Training Conference (RTC).
CONTINUE working on Kiwanis Family fund raisers to send delegates to the International Convention. The convention is the highlight of the year.  
SEND a New Member Add Form along with the dues to the district and International Offices for any new members joining this month. 
 APRIL 
DISTRICT CONVENTION. Attend the District Convention with club officers, advisors, and as many club members as possible. 
MAKE SURE YOUR PRESIDENT does reports to your Key Club on the District Convention.  
READ and study all Key Club educational materials available to you.  
HAVE THE PRESIDENT MAKE ARRANGEMENTS with your Lieutenant Governor to come to one of your club meetings to induct new members, install officers, or as a guest.  
CLUB OFFICER ADDRESSES. Make certain that a list of new officers and their complete addresses have been filed with the District Secretary for the directory. If any changes occur throughout the year, please notify the District as soon as possible.  
SEND a New Member Add Form along with the dues to the district and International Offices for any new members joining this month.


MAY
ORGANIZE YEAR Work on a plan for your year with your Key Club’s President.  
MAKE SURE your Lieutenant Governor has informed you and your officers when the date of the training session is planned for newly-elected officers.  
COMMITTEE CHAIRPERSONS. Assist the President, if needed, to determine club member interests and begin committee assignments for the upcoming year.  
MAKE SURE that all files have been transferred intact from the old officers to the newly elected officers.  
INSTALLATION CEREMONY. Work with the club president on this. Order pins, awards, etc., and invite the incoming lieutenant governor to install the new officers. Order items early to make this function successful. Talk to your lieutenant governor for further ideas.  
INTERNATIONAL CONVENTION. Plan on attending the Key Club International Convention usually held the first week in July. Check with the district administrator concerning district tour information.  


     JUNE 
COMMITTEES. The President should ask incoming committee chairpersons to discuss tentative goals, internal committee responsibilities, and possible budgetary needs for the upcoming year.   
BULLETIN EDITOR. Make sure articles are being submitted to the District Editor and KEYNOTER  
BOARD TRAINING. Confirm with Lieutenant Governor on the date of the training conference for club officers, Board members, committee chairpersons, and special appointments. Determine the date/time/location of your training session. Make sure all involved are aware of the training information.  
ENCOURAGE your club to carry out a Kiwanis Family summer activity.  
CREATE a budget for the coming year and present it to your sponsoring Kiwanis Club Board. 

 
     

JULY 
INTERNATIONAL CONVENTION. Attend the Key Club International Convention. Have at least two members from your club in attendance. Attend the Forum for Advisors at the convention.  
KIWANIS CLUB MEETING. Attend sponsoring Kiwanis club meeting to report on convention.  
CLUB ACTIVITY. Keep your club active over the summer months. Hold a meeting, a picnic, or complete a project.. .keep in touch.  
FOLLOW UP. Make sure every officer, Board member, committee chairperson, and special appointment is prepared to hit the ground running when the school year begins.  Relax and enjoy the year.   
PLAN membership drive to be conducted during school registration 
CORRESPONDENCE. Your club should mail club recruitment information to all new students. Invite each to the first club meeting. Also, mail club information and calendar to present members for the new school year.  
        
         AUGUST 
BOARD MEETING. Meet with your club’s officers and plan membership development.  
ACTIVITY CALENDAR Have your club officers prepare a club activity calendar for the year. Consider its relationship to the International Theme and Major Emphasis Program.
LIEUTENANT GOVERNOR’S TRAINING CONFERENCE. Make sure your club’s officers attend. READY, SET, GO!  


     SEPTEMBER 
COMMITTEE ASSIGNMENTS. Assess the members’ committee preferences and review, if needed, the assignments.  
PUBLIC RELATIONS. Make sure the President has designated a Public Relations Chairperson to see that news and photographs of club activities are sent to the District Bulletin Editor and the KEYNOTER, the school newspaper and the local paper.  
BACK TO SCHOOL MAILING. Review and share with the club’s president and officers the materials you received from the International Office. If you did not receive the Back to School Mailing by mid-September, please contact the International Office.  
FALL TRAINING CONFERENCE. Become aware of the dates of your divisional fall training conference. Make sure your club’s officers and Board members are made aware of the information as well. Fill out the necessary forms and return promptly to the designated person. Encourage the Kiwanis advisor and the Kiwanis President to attend.  
DUES. Make sure that you received your dues invoice from the International Office. The treasurer should be collecting dues and ensuring that all deadlines for dues payment are met.  
GET into the habit of club members attending your sponsoring Kiwanis club’s weekly meetings. A one-to-one relationship is the foundation for a strong Kiwanis Family bond.  
LIEUTENANT GOVERNOR’S TRAINING CONFERENCE. Make sure your club’s officers attend. 
     OCTOBER 
DUES. After a membership recruitment program, collect dues. All districts have dues and you should have received that information already. If you have not, contact your Lieutenant Governor or the District Administrator. Also, International dues should be collected and sent in this month. If a club has its own dues, it should check with the International policies for amounts allowed.  
ATTEND THE DIVISIONAL TRAINING CONFERENCE.
KEY CLUB WEEK. Make sure plans for celebrating Key Club week, in November, are in progress.  
DISTRICT PROJECT. Assist the club in determining ways to support the district project, if applicable.  
MOTIVATION. Keep projects and committees moving.  
INTERCLUB. Encourage your club’s officers to have an interclub with your Kiwanis sponsors. Meet their officers and get to know them on a personal level. Jointly plan a Kiwanis Family project with your sponsoring Kiwanis club and local Circle K, Builders Club, and/or K-Kids club.

  
         NOVEMBER 
KEY CLUB WEEK! Kiwanis International suggests celebrating Key Club Week the first week of November. Involve every member of your club. Involve your Kiwanis club. Publicize the event. Plan a special celebration. It is an excellent opportunity to educate Kiwanis, Circle K, Builders Club, and K-Kids on Key Clubbing. Key Club Week is a good time to conduct a model Kiwanis Program.  
LIEUTENANT GOVERNOR. Invite your lieutenant governor to speak during one of your meetings.  
KIWANIS MEETING. Make certain that Key Clubbers are attending Kiwanis each week and that Kiwanians attend your weekly meeting. Be planning interclub holiday parties and/or service projects with the Kiwanis, Circle K, Builders Club, and/or K-Kids club in your area.  
KIWANIS FAMILY MONTH is a great time to ask for the Circle K, Builders Club, and/or K-Kids club to attend your meeting or for you to attend one of theirs. Ask them to present a program or volunteer to be their program. Keep working for strong Kiwanis Family Relations.  
COMMITTEE UPDATE. With the Board of Directors, assess how the committees are functioning and determine how to strengthen certain problem areas, if necessary.  
DUES. Make sure your club, district, and International dues have been paid.  
     DECEMBER 
EVALUATE along with your club officers, your club’s progress so far! What’s been accomplished? How many of the nine recommended projects have been completed? 
SOCIAL EVENTS. Have a social event for the club...dance, party, etc. 
DISTRICT PROJECT. If applicable, verify that a project has been completed for the District Project. 
DUES. Verify that dues have been made to the district and International.  
RECRUITMENT. Along with the Board of Directors, determine how membership development, growth, and retention is coming along. Analyze the results to date.
DISTRICT OFFICER ELECTIONS. Are you encouraging qualified members of your club to seek the office of Governor, Secretary, Treasurer, Editor, or Lieutenant Governor? Are you sharing the literature you’ve received from District with members of your club?  
SEND a New Member Add Form along with the dues to the district and International Offices for any new members joining this month.  


JANUARY
DISTRICT CONVENTION. Start planning for your club’s participation in the district convention    contests to be entered, fundraising event, and delegates.
MEMBERSHIP DRIVE. Conduct a membership drive. Take in new members. Send their names, addresses, and dues into your district and International Offices to get their names on the roster.
INTERCLUB. Have an interclub or try hosting an interclub.
CLUB OFFICERS. Start spreading the word about the upcoming elections. Encourage the club’s members to consider running for an office.
START planning Kiwanis Family fund raisers to send delegates to the international Convention. The convention is the highlight of the year, so start early.
DISTRICT OFFICER ELECTIONS. Are you encouraging qualified members of your club to seek the             office of Governor, Secretary, Treasurer, Editor, or Lieutenant Governor? Are you sharing any campaign literature you’ve received with members of your club?
SEND a New Member Add Form along with the dues to the district and International Offices for any new members joining this month. 

FEBRUARY
ELECTIONS. Your club should hold elections to select the new club officers. Send in their names and addresses to the district so that they can    be included in the District Directory.
TRAINING. Start working with the newly elected officers so that when they take over their offices, they will know what is expected of’ them.
DIVISION MEETING. If applicable, make sure delegates from your club attend the division meeting called by your lieutenant governor. Does your club have a candidate? Each club can have two voting delegates for this meeting.
DISTRICT CONVENTION. Continue your club’s plans for attending the Key Club District Convention.
VOTING DELEGATES. Elect two voting delegates to attend the district convention. 
CONVENTION FORMS. Make sure all necessary forms are filled out for convention attendance. 
CONVENTION CONTESTS. Is your club entering the contests during the upcoming district convention? Check your district deadlines for the following contests: Talent, Oratorical, Impromptu Essay, Scrapbook, Single Service, Achievement. Check for other contests your district might offer.
ACHIEVEMENT REPORT. Make sure your club president along with the club secretary, start work on your annual Achievement Report and your club’s Single Service Report for the district convention.
DISTRICT OFFICER ELECTIONS. Are you encouraging qualified members of your club to seek the office of Governor, Secretary, Treasurer, Bulletin/Web Editor, or Lieutenant Governor? Are you sharing any campaign literature you’ve received with members of your club?
NINE RECOMMENDED PROJECTS. Continue your program of service and the completion of the Nine Recommended Projects.   
SEND a New Member Add Form along with the dues to the district and International Offices for any new members joining this month. Remember to keep all your members listed with the District for Insurance Coverage!
 

SPONSORING KIWANIS CLUB

The Kiwanis Key Club Committee should see that the Key Club:
a.
Meets regularly -- weekly.

b.
Follows the Constitution and Bylaws.

c.
Develops the nine Recommended Key Club activities.

d.
Develops club money making activities.

e.
Elects club officers early -- in February.

f.
Informs the District Key Club Administrator and International immediately upon election of the names, addresses, and phone numbers of the new club officers for the up-coming school year.

g.
Has some social activities.

h.
Develops and sends in articles of activities pertaining to the club to the bulletin editor and the Keynoter.

i.
Understands and uses correct parliamentary procedure.

j.
Keeps complete and accurate minutes and records of all meetings.

k.
Forwards monthly reports to the proper people in the District.

l.
Completes an annual Achievement Report and submits to the District.

m.
Members pay dues to both District and International.

n.
Send delegates to both District and International Conventions.

The Kiwanis Key Club Committee should personally see that:
a.
Training sessions are held for new officers.

b.
Each member is encouraged to stand up and express his/her views.

c.
Several members meet weekly with the Kiwanis Club.

d.
A file of Key Club educational materials are kept and used.

e.
Assistance is offered to send delegates to conventions.

f.
Key Club activities are well publicized in school, community, and in the sponsoring Kiwanis Club.

g.
Kiwanis Club members, several at a time, attend Key Club meetings.

h.
Key Club offers assistance to the Kiwanis Club on any activity in which members can be useful.

i.
The Key Club arranges attractive and well-planned meetings. Tentative programs arranged well in advance assure interesting and well balanced meetings.

j.
Committee members attend all board meetings and general membership meetings.

k.
Your Kiwanis Club subscribe to the official publication of Key Club International, the Keynoter.

GENERAL COMMENTS:

KEY CLUB INTERNATIONAL - Key Club International is the centralizing and unifying organization. Under the guidance of the Kiwanis and Key Club International Boards, it formulates the broad outlines of the program which each individual Key Club undertakes. It provides the means, with the KEYNOTER and an annual convention, for a continual exchange of information among all clubs. Officers represent the organization in dealing with other groups. It produces the literature and general mailings essential to maintaining some communications in the organization. It also serves to maintain some of the historical aspects of the Key Club program. In many cases, it is the only resource center available to the club or officer who needs special help.

Key Club is also divided into districts and divisions for easier and smoother functioning. Each level is designed to support and render aid to the individual club so it can become effective in its service to the school and community. Learn the individuals and officers of the structure and make use of them.

INTERNATIONAL OFFICERS - The officers of Key Club International are a President, Vice-President, Secretary, and fourteen (14) Trustees. They are elected at the annual International convention and serve from that time until new officers are installed at the following convention. Together they comprise the Board of Trustees of Key Club International, the governing body of all Key Club. Their decisions must be approved by Kiwanis International. The treasurer of Kiwanis International is also the treasurer of Key Club.

THE DISTRICT - The district also has a set of officers, which are responsible for operating within established boundaries in assisting clubs and providing personal attention. The district promotes cooperation and fellowship among clubs by encouraging participation in programs, activities, and the objects of the district and International; by strengthening existing clubs and building new ones; and by accepting and promoting the objects of Key Club

DISTRICT ADMINISTRATOR - Each year the Kiwanis Governor-elect appoints a Kiwanian to serve as District Administrator of Key Clubs. He/she is responsible for the people carrying out of the Key Club District organization’s administrative functions in accordance with the Kiwanis District Board’s approval. The District Administrator heads up a committee of Kiwanians. The Administrator is always willing to give advice and help to any advisor if you call on him/her.

DISTRICT-The district is headed by a Key Club Governor, who is the chief executive, and   presides at the annual convention and other district meetings. He/she is also an International officer and, as such, attends a meeting of the International Council once each year at the convention. Here the governors and the International board set the general outlines of policy for the entire organization, discuss problems of district administration, and other topics of mutual interest. The district also assists Key Club International through its annual conventions, by choosing winners in the achievement, oratorical and other competitions from among contestants representing the individual clubs within its jurisdiction. The district is an action arm of the International level and keeps communication between the club and International flowing, as well as supports its programs. The Administrator is counselor to all district officers.

DIVISION - The territory of the district is divided into divisions, often coextensive with the boundaries of the Kiwanis division. Each division has a Lieutenant Governor who carries out the district’s policies within his/her respective division, and assists the Governor whenever called upon to do so.

CLUB MEETINGS - Active clubs meet once a week to deal with business and keeping the membership active. Generally they do not meet for more than an hour.

Note: In the event unusual conditions prevent a weekly meeting, a club, upon receiving permission from the International Board of Trustees, may hold a minimum of two meetings a month, with the board of directors meeting every other week. The first portion of the meeting should be devoted to the regular business and the last portion to an interesting, informative program. It is realized that the length of the meeting will depend upon the time it is held. Some possible meeting times are in the evening, immediately following school, at lunch, or in the morning before school starts.

PROGRAMS - A good program is a must for a good Key Club meeting. You could be most helpful in suggesting programs to the program chairman. Kiwanis clubs are more than willing to help - their membership includes many excellent speakers on vocations and varied subjects. Counsel the program chairman in making arrangements for programs, preparing adequate introductions for speakers, etc.   

AGENDAS - One of the important keys to a successful club is to have a well-organized and interesting agenda. Nothing is so boring as to sit in a meeting that is disorganized. A well-prepared agenda will solve this problem. The agenda should be prepared by the President with the assistance of the Kiwanis Advisor.

MINUTES - The club secretary should keep an accurate account of the business conducted at the meeting. Minutes should be typed and kept in permanent files for use by future boards, and in preparing the yearly achievement report.

CORRESPONDENCE - During the year the Advisors and the president will receive correspondence from the Key Club district and International. You should check    periodically with the Advisors to make sure that their presidents are attending to that correspondence is answered promptly and that material is shared, either with the board of directors or club, as appropriate. You also receive several general mailings from Key Club International. These mailings provide updated information about the organization. Each president also receives these mailings.

FILING SYSTEM - The secretary should maintain a good filing system for the club. Check these periodically to see that they are in order.

PROJECTS - There are three types of projects with which a club should be concerned. These are: Service - Social - Fund Raising. The most important is Service but the others are necessary for a well-balanced and well-organized club. Ideas and other details are covered in various pieces of literature published by Key Club.  Where possible, participate in these projects, or at least make sure the Advisors are in attendance when they are carried out.  If you find the clubs are becoming involved in too many projects ask the Advisors to evaluate and cut down - maintaining only the best ones.

CLUB MONTHLY REPORTS - The only way the district has of knowing what the clubs are doing, and the best way to help, is through the monthly reporting system. Report forms and policies regarding their submission are supplied by the district. It is essential the club complete and file these every month, as indicated on the form.  Please check the District Policy regarding the time frame of reporting. 

KIWANIS INTERNATIONAL RESPONSIBILITY - Just as a local Key Club is sponsored by the local Kiwanis Club, so too the International organization receives advice and guidance from the Kiwanis International Board in handling matters of concern to all clubs. A committee of Kiwanis International Trustees offers counsel from time to time and reports to the Kiwanis International Board on Key Club matters requiring their attention. There is also a Key Club International Committee, composed of appointed and qualified Kiwanians, responsible for promoting the establishment of new Key Clubs, and in helping Kiwanis Clubs provide quality sponsorship.

THE KIWANIS CLUB - Each Key Club is sponsored by a Kiwanis Club. All of the activities of the Key Club are guided by the principles set forth by Kiwanis International. It is responsible for the birth of the club and must have a say in the Key Club’s activities, since it does provide the name and support of the parent organization.

Each sponsoring club provides a Key Club advisor. He/she should attend meetings, help in the planning of activities and work closely with the faculty advisor. Many Kiwanis Clubs extend an invitation to the faculty advisor to become an honorary or regular member of the club. If possible, accept and take part in Kiwanis activities.

KIWANIS MEETINGS - Kiwanis Clubs encourage attendance at their regular meetings by members of the Key Club which they sponsor. Most Kiwanis Clubs meet at noon, some in the evening, and a few at breakfast time. If possible, at least two Key Clubbers should attend the Kiwanis meeting each week. Every member of the club should have the opportunity to attend during the year.

KEY CLUB MANUAL – (The GuideBook – Mailed to every club in April, one per club) The official guide for Key Clubs. It is published and distributed by the International office. It contains a compilation of club administrative forms, the Kiwanis Family programs and projects, club resources, contests and awards, forms and constitution & bylaws.  It also has the Key Club New Member Add Form. Use this form to pay dues for additional members joining after November 1st.(The Key Club Annual Achievement Report is included in this book)

PUBLICATIONS - Each Key Club that has paid dues will receive two official  publications. One is the KEYNOTER, which is published monthly during the school year by Key Club International. Copies are sent to the president for distribution to each member. KEYNOTER contains information on what clubs are doing throughout International, announces all new programs, provides activity suggestions, reviews all obligations and carries articles of general interest to the   high school student. The second publication is the District Bulletin, published by the district. It is issued periodically during the year and is distributed in the same manner as KEYNOTER.

CONVENTIONS - Two conventions are held each year. The first is the Annual   District Convention. Each club is entitled to send 2 delegates and 2 alternate delegates, which should be the elected officers for the new year. The convention  usually lasts for two days and serves as a training session for newly elected officers. Our districts require that one adult attend for each 8 or 10 Key Clubbers attending. The convention is rewarding for every one and can help provide the enthusiasm to make a better club next year. The second convention is the Annual International Convention, held during July. The purpose of this convention is to elect the International Officers, review accomplishments of the past year and set policies for the coming year. New programs are announced and national speakers participate. Members from your club should attend annually and adult advisors are always welcome.

NINE RECOMMENDED ACTIVITIES - Key Club International recommends the eight activities listed here as Key Club goals for the year: Major Emphasis Program, Mentoring Program, Support of School, Support of Human Spirituality, Support of Home and Community, Worldwide Service Project, Civic Involvement, Partnership Project with Outside Organizations. Details on these can be found online at www.keyclub.org/clubresources  The presidents should appoint a chairman for each of these programs and set a completion date.   Each year the Key Club International Board adopts a theme and major emphasis  program for the International convention and upcoming year. Detailed information is sent each fall to every Key Club president, and the board believes each club should implement projects and programs in support of these efforts.

FINANCES - Many club projects cost money. Clubs should have fund-raising activities to supplement their service work. Money raised by the club for a particular cause should be given entirely to that cause. All activities should be  well-planned and thought out to avoid problems, and to achieve maximum results from the efforts of the individual members.

BUDGET - For an effective year, it is highly recommended that each Key Club  have a budget. This will make the operation of the club easier. If the club sets its programs at the beginning of the year, they will know how much money must be raised (and plan sufficient activities), and they will know what goals are to be accomplished by the service projects established.

DUES PAYMENTS - The Key Club district and International levels cannot function without the receipt of dues. Therefore, Key Club assesses annual dues  per member, and district dues, which are not to exceed the amount allowed for International dues, are also assessed by most districts. Dues are payable on October 1st of each year and become delinquent as of December l of each year. If dues are not paid within these dates, the club will be put on the "suspended list." The club president and the faculty advisor receive notices from the district and  International offices when the payments are due.

MEMBERSHIP-THEME CARDS - Upon the payment of dues, the International  organization will send membership-theme cards (which are the only official receipt  issued for the payment of dues) to the president for distribution to the members.

BYLAWS - The International and district levels operate under a set of bylaws  which spell out their respective policies. Clubs should also operate under such regulations. If your club does not have bylaws, obtain a copy of the Standard  Form from the International Office. The International office should also have a copy of your bylaws.

PUBLICITY - Good publicity is important because it will help promote the ideals of  Key Club. Suggest to the president that he/she appoint a capable chairman with   whom you can work and help with ideas.

CANDIDATES AND CONTESTS - Both conventions sponsor contests which  clubs are urged to enter. These are designed to recognize club achievement and  to give individual members a chance to perform. Details are sent out right after the  first of the year to each Key Club president. At the district convention a governor, secretary, Treasurer, and bulletin/web editor are elected (Lieutenant Governors are also inducted). Clubs should be encouraged to seek both district and International posts.

SUPPLIES - A catalog of supplies is available from the International office. It  contains all of the material that is available for Key Clubs. Certain supplies should  be ordered from the office at the beginning of the year, i.e., pins for members, membership certificates, decals and/or sportswear. Check the International Website for the latest products.

KEY CLUB LITERATURE - Through the years Key Club has printed and distributed excellent material to the clubs at no cost. Each club should maintain a complete set on permanent file. For a bibliography of literature or copies please check the International website. You can actually download those items you need or which can be helpful.

