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District Policies and Procedures

of the Eastern Canada and the Caribbean (EC&C) Kiwanis District

Table of Changes

The following is a summary of recent changes to this document

up to October 1, 2023:

REFERENCE DESCRIPTION OF CHANGE DISTRICT BOARD
(SECTION) APPROVED
(yyyy-mm-dd)

Appendix B Amend 2021-12-23
Appendix A Amend -Virtual Elections 2022-01-20
13.4.1 Add — Virtual Elections 2022-01-20
7.6.1 Amend 2022-01-20
7.6.2 Amend 2022-01-20
7.6.5 Add - Annual Tasks 2022-01-20
Appendix E 4 Name changes 2022-04-21
741e Add 2022-06-23
19 Add 2022-06-23

1.5 Amend 2022-06-23
4.0.8 Amend 2022-06-23
7.01 Add 2022-09-22
7.10 Add 2022-09-22
Appendix H Amend 2022-09-25
Appendix B Amend 2022-12-15
7.9.15 Add 2023-03-21
New 7.10 Amend 2023-03-21
Old 7.10 > 8.0 Amend — Outdented “District Key Positions” as its own 2023-03-21

main section (changed from 7.10 to 8.0).
8.0to0 19.0 Amend — Renumbered existing sections 8 through 19, 2023-03-21
to 9 through 20.
Appendix H Amend 2023-03-21
Appendix J Add 2023-03-21
Appendix K Add — A Brief History of the EC&C District of 2023-04-20
Kiwanis International
Previous 12.2.d Removal of section which stated, “Clubs shall not be 2023-07-20
eligible to receive the same District Award more than once
out of each three (3) years for the same, or any major part
of the same, project.”
Request for this change submitted by District Awards
Committee, and approved by District Board on July 20,
2023, to take effect October 1, 2023.
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District Policies and Procedures
of the Eastern Canada and the Caribbean (EC&C) Kiwanis District

Definitions

$3$$ - All references to money in this document are in Canadian dollars except where noted otherwise.

Aktion Club - An Aktion Club is a wholly and completely Kiwanis-sponsored service club for adults living
with disabilities.

Activity - An Activity is a project performed by the members of a committee and/or the members of the
Kiwanis Club for the benefit of an individual, a group of individuals, the community, or the nation. The
project must be consistent with the objects, objectives and policies of Kiwanis International.

Administrative Procedure - An Administrative Procedure is the method or manner by which there shall
be exercised the powers of the EC&C Kiwanis District in directing, managing, supervising, and controlling
the business, property and funds of the District. An administrative procedure shall remain in effect until
such procedure is superseded or terminated by action of the District Board of Trustees. The procedure must
be consistent with the objects, objectives and policies of Kiwanis International.

Bilingual - Shall mean written and verbal proficiency in both English and French.

Builders Club - Builders Club is wholly and completely a Kiwanis-sponsored Elementary School organization,
consisting of students, which has as its purpose service to the School and Community and the development of
outstanding leadership.

Bring—Up-Grades (BUG) - Bring Up Grades or BUG is a program designed to provide recognition to
students who raise their grades into an acceptable range and maintain or continue to raise them from one
grading period to the next. Recognition includes being placed on the school's BUG Honor Roll; a pizza,
ice cream or other food-themed party; and presentation of certificates and buttons.

Continuing Activity - A Continuing Activity is an activity, which continues for more than one calendar
month. A continuing activity should be reported on the monthly report provided, during the month when
there are Kiwanis service hours involved or funds are spent.

Circle K Club - Circle K International is a wholly and completely Kiwanis-sponsored University/College
service organization, comprised of students, which has as its purpose service to the school and community
and the development of outstanding leadership.

Division - For the purpose of and to facilitate District administration, the District has been divided into
Divisions each headed by a Lieutenant Governor (Lt. Governor). A Division is simply a convenient means
of designating a general area and the clubs in which the Lt. Governor assists the Governor and carries out
the work of the Division. There are currently 27 Divisions in the EC&C Kiwanis District.

EC&C - Abbreviated form for Eastern Canada and the Caribbean (District).

EC&C District - For the purpose of and to facilitate Kiwanis International administration, Kiwanis
International has been divided into Districts, each headed by a Governor. Eastern Canada and the
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District Policies and Procedures
of the Eastern Canada and the Caribbean (EC&C) Kiwanis District

Caribbean (EC&C) District’'s boundaries are set out in the EC&C Kiwanis District Bylaws. In this
document, refer to Appendix B — Club Assignments by Divisions and Regions and to Appendix D —
Countries in the EC&C Kiwanis District.

EC&C Executive - is composed of the District Governor, Governor-Elect, Vice Governor and Immediate
Past Governor.

K-Kids Club - K-Kids is a service club for elementary-age students, led by elementary students. It
teaches the value of helping others by taking part in community service projects and club activities. A
Kiwanis club sponsors the K-Kids Club.

Key Club - Key Club International is a wholly and completely Kiwanis-sponsored high school service
organization, comprised of students, which has as its purpose service to their school and community and
the development of outstanding leadership.

Key Leader - Key Leader is a leadership experience weekend retreat for today's youth leaders. It focuses
on service leadership as the first, most meaningful leadership development experience. A Key Leader
learns the most important lesson of leadership—Ileadership comes from helping others succeed.

Policy - Subject to the Constitution, Bylaws and Policies of Kiwanis International, a policy in the District
is a principle by which the District supervises and controls itself, chartered clubs, divisions, or other
groups of chartered clubs. A Policy shall remain in effect until such Policy is modified, superseded or
terminated by action of the EC&C District Board of Trustees.

Protocol - Protocol is the courtesy given to certain offices in Kiwanis recognizing that the person who holds a
Club, Division, Region, District or International office, gives substantially of their time and personal
resources to fill the position. It is also the official procedure or system of rules governing the affairs of Kiwanis
occasions.

Region - For the purpose of, and to facilitate District administration, the District is divided into Regions,
composed of one (1) or more Divisions, which are geographically located near one another. Each Region
shall have an elected District Trustee who serves on the District Board. There are currently 10 Regions in
the EC&C Kiwanis District.

Service Leadership Programs (SLPs) - Kiwanis Service Leadership Programs are leadership and
character-building programs hosted in a school or community agency and often sponsored by a Kiwanis
Club or another civic organization.

Terrific Kids -Terrific Kids is a student recognition program that promotes character development, self-
esteem, and perseverance. Students work with their classroom teacher and establish goals to improve
behavior, peer relationships, attendance, or schoolwork. Thoughtful, Enthusiastic, Respectful,
Responsible, Inclusive, Friendly, Inquisitive, Capable. Recognition includes being pinned as a Terrific
Kid; a pizza, ice cream or other food-themed party; and presentation of certificates and other giveaways.

Vulnerable Sector Check (Canada) - is a police information check plus a check to see if a person has a
record suspension (pardon) for sexual offences.
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District Policies and Procedures
of the Eastern Canada and the Caribbean (EC&C) Kiwanis District

Officers -0.0

Criminal Background Check -0.1

All Officers of the District are expected to undergo a criminal background check acceptable to the District

and Kiwanis International (Kl). No officer may continue to serve with a background check that is not
‘clear’.
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Governor -1.0

Executive Officers’ Guidebook -1.1

An Executive Officers’ Guidebook is available for use by the District Governor, Governor-Elect, Vice
Governor and any Kiwanis member considering running for an executive office. Copies of the guidebook
are available from District office upon request.

Governor’s Allowance -1.2

The Governor Allowance is intended to financially assist the Governor with the expenses of carrying out
the responsibilities of his/her office. The Governor and Finance Committee shall prepare a request for an
allowance supported by the annual budget presented, for approval, to the District Board of Trustees.

Allowable Expenses -1.3

Meals, entertainment, travel and miscellaneous expenses, while at recognized Kiwanis Conventions or
events and when supported by receipts or invoices, may be submitted to the District for payment or
reimbursement. All expenses of the Governor’s travelling companion are considered personal expenses
except as allowed for by the budget.

Travel -1.4

It is expected the Governor will visit one-third of the Divisions each year, by rotation, according to the
following table. The Governor will be responsible for transportation to and from the Division, to be paid for
through his/her District budget. The Division will be responsible for accommodation, meals and
transportation for the Governor and their partner during the visit. A typical visit will be three to four days
including the day of arrival and departure. Visits may be extended as the Division and Governor agree.
The Lieutenant Governor will perform the host duties during the Governor’s visit to the Division.

Rotation of Governor’s Divisional Visits -1.5

For the 27 divisions in the EC&C District here is the 7-year rotational schedule for the Governor’'s
divisional visits:

Visitation Year Divisions to be Visited
2021-2022 2,4,9,12,16, 20, 24, 27, 27A, 27C
2022-2023 5,6, 10, 13, 17, 21, 22, 25
2023-2024 3,8, 11,15, 18, 23E, 23C, 23W, 26
2024-2025 2,4,9,12,16, 20, 24, 27, 27A, 27C
2025-2026 5,6, 10, 13, 17, 21, 22, 25
2026-2027 3,8, 11,15, 18, 23E, 23C, 23W, 26
2027-2028 2,4,9,12,16, 20, 24, 27, 27A, 27C
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Governor-Elect -2.0

Allowance -2.1

The Governor—Elect Allowance is intended to financially assist the Governor - Elect with the expenses of
carrying out the responsibilities of his/her office. The Governor and Finance Committee shall prepare a
request for an allowance supported by the annual budget presented, for approval, to the Board of
Trustees.

Allowable Expenses -2.2

When supported by receipts or invoices, meals, entertainment and miscellaneous expenses may be
submitted to the District for payment or reimbursement.

Expenses related to the following events will be handled as stated:
o Governor—Elect Training — accommodation, meals, and registration costs for this event will be
covered by Kiwanis International while the cost of travel is covered by the District.
o Kl Conventions - travel, accommodation, meals, and registration costs for this event will be
covered by the District.
e EC&C District Conventions and Board Meetings - travel, accommodation, meals, and registration
costs for this event will be covered by the District.
All expenses of the Governor-Elect’s travelling companion are considered personal expenses except as
allowed for by the budget.

Responsibilities -2.3

In addition to the duties as specified in the District Bylaws, the Governor-Elect will assume the
responsibility:

1. As the Service Leadership Program Coordinator.

2. To choose a Program Administrator(s) for each of the following Service Leadership Programs:
K-Kids Club, Builders Club, Key Club, Circle K Club, Aktion Club and Key Leader Program for
the year in which he/she will be Governor.

3. To appoint the Chair of each District Committee for the year during which he/she will be
Governor and have the Board of Trustees approve the selected committee members.

Finance

Bylaws, Policies and Procedures
Leadership Development and Education
Image

Audit

Translation

District Convention

Policy Review (every 3 years)
Awards

Risk Manager

Youth Protection

Kiwanis Children’s Fund

m. Membership and Engagement

TARTTSTQM0a0 0

4. To appoint the Chair of other committees as required for the year during which he/she will be
Governor.
5. For any other portfolio that may be assigned by the Governor.
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Vice Governor -2.5

Allowance -2.5.1

The Vice Governor’s Allowance is intended to financially assist the Vice Governor with the expenses of
carrying out the responsibilities of his/her office. The Governor and Finance Committee shall prepare a
request for an allowance supported by the annual budget presented, for approval, to the Board of
Trustees.

Allowable Expenses -2.5.2

When supported by receipts or invoices, meals, entertainment and miscellaneous expenses, may be
submitted to the District for payment or reimbursement.

Expenses related to the following events will be handled as stated:
e EC&C District Conventions and Board Meetings - travel, accommodation, meals, and registration
costs for this event will be covered by the District.

All expenses of the Vice Governor’s travelling companion are considered personal expenses except as
allowed for by the budget.

Long-Range Planning Responsibilities -2.5.3

In addition to the duties as specified in the District Bylaws, the Vice Governor will assume the
responsibility as Chair of the Long-Range Planning Committee at the discretion of the Governor and
responsibility for any other portfolio as assigned by, and on behalf of, the Governor.

Immediate Past Governor -3.0

Allowance -3.1

The Immediate Past Governor’s Allowance is intended to financially assist the Immediate Past Governor
with the expenses of carrying out the responsibilities of his/her office. The Governor and Finance
Committee shall prepare a request for an allowance supported by the annual budget presented, for
approval, to the Board of Trustees.

Allowable Expenses -3.2

When supported by receipts or invoices, meals, entertainment and miscellaneous expenses, may be
submitted to the District for payment or reimbursement.

Expenses related to the following events will be handled as stated:
o EC&C District Conventions and Board Meetings - travel, accommodation, meals, and registration
costs for this event will be covered by the District.

All expenses of the Immediate Past Governor’s travelling companion are considered personal expenses
except as allowed for by the budget.
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District Trustee and Designate -4.0

Responsibilities -4.0.1

The District Trustee will be dealing predominantly with policies, procedures, bylaws, finance, and general
governance matters related to the District. The Trustee will have little interaction with the Divisions or
clubs unless it involves these roles. The Trustee is accountable to the Governor.

The District Bylaws stipulate the District Board of Trustees may conduct one face-to-face meeting each
year. It is not required that this meeting takes place at District Convention. If the meeting is to take place
at a District Convention, it is expected the meeting will not interfere with the Convention or the Lieutenant
Governors Designate (LGDs) Training. The Board may choose to meet for face-face meetings at any time
during the year. According to District Policy compensation for attendees is only provided for one meeting
each year.

The District Trustee should attend Regional meetings, called within their Region, and must attend if a
District Trustee election is taking place. The current District Trustee is responsible for conducting the
election for a new Trustee.

Refer to Appendix B for a list of all Regions.

Training -4.0.2

It is the responsibility of the Governor Elect to ensure the training/orientation of the District Trustees
Designate. The training/orientation may take place in conjunction with the face-to-face meeting or may be
a series of webinars or on one of the virtual meeting platforms.

The training/orientation shall be conducted by faculty chosen by the Governor Elect.

Allowance -4.0.3

District Trustees will be reimbursed to attend one face-to-face meeting each year when meeting as a
Board. Travel and up to three nights’ accommodation will be paid at rate established periodically by the
Board of Trustees.

Each District Trustee may claim up to the rate established periodically by the District Board of Trustees
for out-of-pocket expenses for matters such as communication or meetings related to the performance of
their duties as District Trustee.

Refer to Appendix C - Schedule of Payment Amounts.

All expenses of the District Trustee’s companion are considered personal expenses.

Regional Meeting for Election Purposes -4.0.4

o Each club will be allowed three votes, each vote to be cast independently by the President, the
President-designate, and another officer of the club as approved by motion of the Club Board.
Should the Club decide that another representative will be substituted for either of the three
mentioned above, the appropriate names shall be forwarded to the Region’s Returning Officer
prior to the vote.

e The Lieutenant Governor of each division within the Region also has a vote.

o Each Region will develop an election plan and submit it to the District Office 30 days prior to the
meeting.
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o The plan must detail the voting method chosen, i.e., in person or by Secure Electronic
Means
The date, place and time of the vote
The Region’s Returning Officer contact information
A list of the candidates declared
The chair of the meeting contact information
Total votes expected
= Number of eligible clubs in Region (three votes per club)
= Number of eligible Lieutenant Governors in the region

O O O O O

‘Statement of Intent’ Form for District Trustee Candidates -4.0.5

Each candidate for District Trustee must complete a ‘Statement of Intent’ form and file it with the District
Office at least 30 days prior to the election. This form will contain:
o Contact information

o Nominator & Seconder, each from different clubs in the region.

Voting by Secure Electronic Means -4.0.6

A Region may choose to vote electronically. Detailed below are suggestions for voting by Secure
Electronic Means. It is important that all clubs in the Region adopt the same guidelines and rules for
voting electronically. This adoption should be in writing and provided to the person designated as the
Region’s Returning Officer each time a vote takes place.

Voting by Email or Fax is not permitted under Kl Policy.

Guidelines and procedures:

e Avote, to conduct the election of District Trustee by Secure Electronic Means, shall be passed by
2/3 of the clubs in the Region.

o Failure to achieve the above will require an election at a face-to-face meeting.

e The Secure Electronic Means approved by the EC&C District is the Election Buddy service
which can be found at http://electionbuddy.com.

e Other secure electronic voting services or methods besides the Election Buddy service may be
used but must be approved by the District Secretary-Treasurer (DST).

e Cost for using secure electronic voting services is reimbursable by the District.

e A Returning Officer for the Region should be appointed by the current Trustee to have oversight
and authority on the election process.

o The Election Buddy service will issue the electronic ballots to all eligible voters, receive all
completed electronic ballots, count them and determine the successful candidate.

» Each club will be allowed three votes by Secure Electronic Means. Refer to section 4.0.4.

o The Lieutenant Governor of each division within the Region also has a vote.

o Alist of eligible voters, showing only their email address and their Identity Key should be provided
by the Region’s Returning Officer to the Election Buddy service in order to conduct the election
and for audit purposes.

o A specified start and end time for the election shall be provided by the Region’s Returning Officer
to the Election Buddy service which, in turn, will inform all persons eligible to cast votes in this
election.

o Votes received outside of this timeframe will be disallowed.
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e The successful candidate must receive a majority of the valid votes cast. The votes cast must
represent two-thirds of the clubs eligible to vote.

e The Election Buddy service will be instructed to destroy the voting electronic ballots once the
results have been received and accepted by the Region’s Returning Officer.

e The name of the successful candidate is then reported to District Office, current District Trustee
and all candidates, by the Region’s Returning Officer.

e Voting representatives should refrain from indicating publicly how they voted.

Regional Returning Officer Job Description -4.0.7

« The Regional Returning Officer, who is responsible for the voting process, shall be appointed by
the current Trustee.
e The responsibilities shall include:

O

Ensuring all candidates are eligible & have completed the required forms and filed same
with the District Office 30 days in advance of the vote.

Candidates are duly nominated & seconded.

Preparation of the ballot, listing candidates alphabetically by last name.

Ensuring a quorum exists for voting Delegates from at least a majority of the clubs in the
Region shall constitute a quorum.

The election process continues until the successful candidate receives the majority of valid
votes cast. The candidate receiving the lowest number of votes will be dropped from the
ballot.

The counting is completed using candidate scrutinizers or a neutral third party.

The ballots are destroyed.

The successful candidate is reported to District Office.

Election Periods -4.0.8

Each District Trustee shall serve for a term of three (3) years. No District Trustee may serve for more than

one consecutive three-year term.

The table of District Trustee elections below will be followed for the 10 Regions over the next 7 years:

Election Year Commence Term of Office Regions with
Term on 3 years Elections
2021-22 Oct. 1, 2022 2022-25 C,E,G
2022-23 Oct. 1, 2023 2023-26 A D, I J
2023-24 Oct. 1, 2024 2024-27 B,F,H
2024-25 Oct. 1, 2025 2025-28 C,E,G
2025-26 Oct. 1, 2026 2026-29 AD,IJ
2026-27 Oct. 1, 2027 2027-30 B,F,H
2027-28 Oct. 1, 2028 2028-31 C,E, G

Under this 3-year election cycle, approximately 1/3 of the individuals serving as District Trustees on the
District Board will be replaced each year.
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Lieutenant Governor and Designate -4.1

Lieutenant Governor’s Guidebook -4.1.1

Kiwanis International produces a Leadership Guide detailing the responsibilities and duties of a
Lieutenant Governor.

Training -4.1.2

Training for Lieutenant Governors-designate is conducted by the Governor-Elect and his/her faculty. This
training may take place in conjunction with the District Convention and is considered mandatory.

Allowance -4.1.3

Lieutenant Governors-designate travel compensation to one Training Session will be based on actual
travel cost, one way, from the nearest gateway airport or by automobile using rates set by the Board
whichever is lower.

Refer to Appendix C - Schedule of Payment Amounts.

Two (2) nights’ hotel accommodations will be paid at rate established periodically by the Board of
Trustees.

All compensation will be paid in the currency as deemed appropriate to the country and to the nature of
the expense by the District Office.

Attendance at the Training Session is a pre-requisite to the Lieutenant Governor-designate being
compensated, unless absence to attend another meeting is specifically allowed by the Governor.

Club Visits -4.1.4

The Lieutenant Governor will be compensated by the District for one (1) visit to each of the clubs in their
Division at a rate established periodically by the Board of Trustees. The compensation will be based on
the kilometre distance, one way, from the Lieutenant Governor’s home club to the club being visited
except in Divisions 22, 26, & 27 where the compensation will be based on airfare not km.

Refer to Appendix C - Schedule of Payment Amounts.

Allowable Expenses -4.1.5

The Lieutenant Governor should present a budget to the Division for financial assistance for any other
expenses incurred. The District will not cover any expenses of the Lieutenant Governor except as shown
under Allowance above.

All expenses of the Lieutenant Governor’'s companion are considered personal expenses.

Service Leadership -4.1.6

The current Lieutenant Governor is requested to work with the Lieutenant Governor-Elect to find, within
their respective divisions, a suitable candidate to fill the position of Service Leadership Program (SLP)
Divisional Chair, by the next Kiwanis Administrative Year (October 1 — September 30) and make that
individual a vital part of the Division Council.
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New Club Building -4.1.7

The Lieutenant Governor of the Division in which a New Club is being formed, shall verify, to the District
Governor, that the incoming executive of that New Club has received appropriate training prior to being
chartered. One or more club coaches should be assigned to the new club by the Lieutenant Governor.

Election Periods -4.1.8

Each Lieutenant Governor shall serve for a term of either one (1) or two (2) years as determined by each
division. No person shall serve more four (4) consecutive years as a Lieutenant Governor.

Secretary-Treasurer -5.0

Appointment -5.1

The Secretary-Treasurer of the District is appointed by the Governor to serve during their term. The
qualifications found in 5.2 should be used when considering a candidate for District Secretary-Treasurer
(DST).

Qualifications -5.2

1. Must be an active member of a Kiwanis Club in EC&C.

2. Preference will be given when a candidate is a Past Lieutenant Governor and all other factors are
considered equal.

3. The selected individual will have demonstrated experience in office administration. This shall
include, but not be limited to, human resources, contract preparation and negotiation. He/she will
also have a sufficient background in the use of information technology. This shall include a good
working knowledge of word-processing and data collection and interpretation.

4. The selected individual will have a good working knowledge of accounting principles,
applications, and practices, including acceptable financial reporting capability.

5. The selected individual will have a good working knowledge of parliamentary procedures and the
ability to implement these procedures in a clear, fair and orderly fashion.

6. Where all other capabilities are equal, preference will be given to candidates who have written
and verbal proficiency in both English and French.

Selection Committee -5.3

The Governor will form a selection committee where at least one member shall be a fluently bilingual
Kiwanian.

The evaluation of the candidates for the DST position will be a multi-part process.

Part A - The selection committee members will evaluate the resume of each candidate and score each
using a common score sheet.

Part B - Each candidate will be given two questions to answer in writing prior to the interview, one of
which will address salary expectations and travel arrangements.

Part C - Each candidate, prior to the interview, will be given one (1) hour to prepare answers to pre-
determined questions. The questions will include computer knowledge and skills, parliamentary
procedures, translation of a document from French into English, and of another document from English
into French.
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Part D - The Selection Committee will interview each candidate on the answers to Part C, followed by
additional questions covering knowledge of duties of the DST, communications skills and relationships of
the DST with staff, Clubs, the Governor and other Officers of the District.

Part E - Following the interview process, each member of the selection committee will indicate his or her
choice based on a common scoring system. When a decision is reached, the selection committee will
make its recommendation to the Governor.

Duties -5.4

1. Keep all records of the District.

2. Assist the Governor and the District Board of Trustees in conducting the business of the District.

3. Be an ex-officio member of the District Board of Trustees, and the Finance and District
Convention Committees.

4. Be the Executive in charge of the District Office and its departments and, subject to the direction
and control of the District Board of Trustees, select and supervise the staff and be responsible for
the selection and the supervision of any employees.

5. Submit to the proper officers, committees, or persons, all communications received from Kiwanis
International, and cooperate with the Governor in forwarding all reports required by Kiwanis
International.

6. Attend and keep the minutes of the meetings of the District Board of Trustees and the District
Conventions.

7. Attend all Conventions of Kiwanis International and, if invited, attend meetings of the
International Council.

8. Keep the financial accounts and records and be responsible for proper internal control
procedures, including the receipt, deposit, and disbursement of District and Service Leadership
organization funds in the manner authorized and prescribed by the District Board of Trustees.

9. Regularly review and advise the District Board of Trustees on the financial condition of the District
and its Service Leadership Programs.

10. Make available for inspection by the Governor, the District Board of Trustees, or any authorized
auditors, the financial accounts, records, and books of the district and its Service Leadership
Programs.

11. Make a report to the District at its Annual Convention and such other reports as directed by the
Governor or the District Board of Trustees.

12. Carry out such other duties and responsibilities as usually pertain to such office or as may be
assigned by the Governor or the District Board of Trustees.

Allowance -5.5

The District Secretary-Treasurer shall include, in the budget, the full costs of compensation for the District
Secretary-Treasurer and the District Office or as set out in the service contract between the District
Secretary-Treasurer and the District.
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Terms of Employment -5.6

The position of District Secretary-Treasurer is expected to be one of an independent contractor, with
compensation approved by the District Board of Trustees and limited to invoices provided by the
contractor. There is no employer/employee relationship with the District implied.

Signing Limit -5.7

The District Secretary-Treasurer is authorized as the single signing authority for cheques up to a value
set by the Board of Trustees as shown in Appendix C — Schedule of Payment Amounts.

Succession -5.8

For succession planning purposes, the current contractor shall maintain all electronic transactions on a
shared computer drive devoted specifically to the business of the District.

All passwords and other identifiers should be in a single file that is updated weekly. The designated file

shall be accessible by the current Governor, Governor-Elect and Vice Governor. The computer drive, or
the portion containing all this information, shall be surrendered to the District Governor upon the vote of
the Board of Trustees.

All other property of the District shall be surrendered in the same manner. In the interest of clarity all input
and output documents, printed material, backup electronic media, and hardware identified as purchased
by the District shall be considered the property of the District.

The current contractor shall, to the best of their ability, provide guidance to any successor for a period not
to exceed 120 days prior to the expiry or cancellation of their contract.
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District Board of Trustees -6.0

Composition -6.1

The District Board of Trustees shall consist of the District Governor, District Governor-Elect, District Vice
Governor, District Inmediate Past Governor, District Secretary-Treasurer (non-voting), District Trustees,
and the Class Chair of the Lieutenant Governors.

Term and Appointment -6.2

The terms of all district officers, Governor, Governor-Elect, Vice Governor, Immediate Past Governor,
Class Chair of Lieutenant Governors and DST, shall be one (1) year while District Trustees shall be three
(3) years and shall begin on the first day of October of each year and continue for the term described
above, or until their successors shall be duly elected and qualified. If the first meeting of the District Board
of Trustees is held prior to October 1st, any action taken shall become effective on October 15t

Meetings -6.3

Face-to-Face Meeting -6.3.1

The Board of Trustees of Eastern Canada & the Caribbean District will meet in person, once, prior to the
commencement of each Kiwanis year. The Face-to-Face Trustee meeting is to be held in Toronto,
Ontario, Canada no earlier than the last week of August but no later than the last week of September and
notice will be given prior to June 1st to the members of the Board of Trustees of the meeting date.

This meeting will be organized and chaired by the Governor Designate. The meeting participants shall
consist of the Executive, District Trustees and Class Chair of Lieutenant Governors who have been
elected to serve or are continuing to serve for the Kiwanis year commencing October 1. Guests may be
invited to attend to speak to an agenda item either in person or via electronic means, wherever practical.

Travel will be reimbursed on shortest route or lowest Airfare based on the prices determined three
months in advance of the meeting. Attendees are responsible for any pre, or post meeting travel and
meal costs.

Teleconference Call Meetings -6.3.2

All other meetings are held via the teleconference call method and typically these meetings of the District
Board of Trustees are held every 2 months. The Governor shall chair the meeting. In the absence of the
Governor (or Acting Governor) from a meeting, the District Board of Trustees shall designate one of its
members to act as chair as per the Bylaws. (District Bylaws Article 4, section 7)

Special Meetings -6.3.3

A special meeting of the District Board of Trustees may be called by the Governor or two thirds (2/3) of
the members of the entire Board.

Notice of Meeting -6.3.4

The District Secretary-Treasurer, or if he/she is unable to do so, the person designated by the Governor,
shall notify each member of the District Board of Trustees and the International Executive Director in
writing, or electronically, of the time, place, and date of any meeting at least three (3) weeks in advance of
the date of such meeting.
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Quorum -6.3.5

Fifty percent (50%) plus one (1) of the total members of the District Board of Trustees shall constitute a
quorum, and a majority vote of those present shall decide any question, with the exception of those
questions for which a greater proportion is specifically required in the Bylaws. (District Bylaws Article 4,
section 8)

Conduct of the Meeting -6.4
Agenda -6.4.1

The District Secretary-Treasurer shall prepare a draft agenda from the written reports submitted by the
Committee Chairs and, after approval by the Governor, send the package to the Board of Trustees no
later than one (1) week in advance of the date of the meeting. All material related to the agenda will also
be sent at that time or as soon as it becomes available. Wherever possible, the contents should be
prepared and sent as a package. At the meeting, a final agenda will be placed on the table for all
Trustees and Officers. No verbal reports will be accepted on the agenda unless approved by the majority
of the Board. Written reports, received after the deadline of 10 days in advance of the meeting, will only
be included in the agenda if approved by the DST and Governor.

Meeting Rules -6.4.2

All meetings of the Board of Trustees will use “Robert’s Rules of Order” [Abridged version] as the final
authority. Wherever possible, the business of the Board will be by consensus with votes being called to
clarify the intention of the Board around the motion before them. A motion with a mover and seconder is
not required to begin discussion of a topic. The meeting chair may request a motion, at any time, to focus
the discussion. The object is to continue to give the Trustees their fair representation but with a working
system which will enable the meeting to finish on time.

Reporting -6.5

Within thirty (30) days after any special or regular meeting of the District Board of Trustees, the District
Secretary-Treasurer shall provide minutes of the meeting and, after approval by the Governor, distribute it
to each member of the District Board of Trustees and all District Committee Chairs who submitted reports.
The minutes will provide a synopsis of the actions taken, and detail further actions required with the date
and the person(s) responsible to take the action. The minutes will also identify changes to the District
Bylaws and District Policies & Procedures. The minutes shall also be sent to the Kl Chief Executive
Officer and, if requested, to the member of any chartered club within the District.

Insurance -6.6

The District Secretary-Treasurer will ensure that the District maintains adequate insurance. A report will
be delivered at the first meeting of the Board of Trustees confirming that the Directors and Officers
Liability Insurance and Errors and Omissions Insurance are in place for the new Board.

The District Secretary-Treasurer shall ensure that the District maintains adequate insurance for fire, theft,
liability, non-owned automobile and any other protection deemed advisable for the nature of the business
conducted by the District.

Members of the Board of Trustees are encouraged to obtain appropriate insurance to cover out of
Country travel. The District does not provide this or any type of travel insurance.
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District Standing Committees -7.0

District Standing Committees Required by Kiwanis International — 7.01
List of District Standing Committees required by Kiwanis International:
Aktion Club
Builders Club
Bylaws, Policies and Procedures
Circle K
District Convention
Finance
Kiwanis International Convention
Key Club
Key Leader
Kiwanis International Foundation / Kiwanis Children’s Fund
Kiwanis Kids
Leadership Development and Education
. Resolutions (covered by Bylaws and Policies)
Service (includes Children and Youth Services)

S3ITFTToQ@ 00000

Establishment and Purpose -7.1

The District Standing Committees and Chairs are established by the incoming Governor, according to the
EC&C Kiwanis District Bylaws and District Policies & Procedures and will be confirmed by the Governor’s
Board of Trustees at their first Board Meeting. The purpose of these committee chairs is to assist the
District Governor, District Trustees, Lt. Governors and Kiwanis clubs in achieving their objectives.

Expenses -7.1.1

The Governor and Finance Committee shall prepare a request for expenses supported by the annual
budget presented to the Board of Trustees for approval.

Only budgeted expenses will be allowed. No funds will be distributed for these budgeted amounts without
appropriate receipts or approvals provided to the District Secretary-Treasurer. All submitted receipts and
approvals must take place before the end of the fiscal year.

Secretarial Help -7.2

The District Office will not provide secretarial assistance to committee chairs or members unless
specifically authorized by the Governor.

FINANCE COMMITTEE -7.3

Functions -7.3.1

The functions of the District Finance Committee are:
a. To know the operating plan and procedures of the EC&C Kiwanis District and its financial
requirements.
b. To prepare, with the assistance of the District Office, the annual budget and to present the budget
to the District Board of Trustees for its approval before October 1st.
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To examine carefully and regularly the accounting system of the District Office.

To examine and consider the report of financial operations for the District and its Service
Leadership Program (SLP) organizations, and to make any recommendations concerning such
reports to the District Board of Trustees.

e. To determine the financial impact of matters considered by the District Board of Trustees.
Carry out the duties of the Investment Committee as detailed in Appendix F — District
Investment Policy.

oo
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Composition -7.3.2

The Finance Committee shall be composed of seven Kiwanis members: The Governor, Governor-Elect,
Vice Governor, District Secretary-Treasurer, a member of the current Board, a member of the immediate
Past Board and the Finance Committee Chair chosen by the Governor. The District Secretary-Treasurer
is a non-voting member and may not move or second motions.

Term and Appointment -7.3.3

The Finance Committee shall be appointed by the Governor-Elect for a one-year term beginning October
1st,

Financing -7.3.4

The Finance Committee shall ensure that the District Budget allows the Committee to meet via
Teleconference Calls as required.

Qualifications of Chair-of Finance Committee -7.3.5

The Chair of the Finance Committee should be a Professional Accountant with a designation as a
Chartered Professional Accountant (CPA), or equivalent. If a qualified person cannot be secured, the
Governor-Elect should seek out an individual with a professional background that includes familiarity with
standard accounting procedures. Members of the committee would also benefit from having a similar
background.

Meetings -7.3.6

a. The Finance Committee shall function during the entire year and shall meet at such time, place
and manner as the chair of the committee may designate.

b. In addition to the budget meetings which are held before October 1, the Finance Committee shall

confer at least twice during the administrative year before August and in January.

Special meetings may be called by the Governor, the chair or by a majority of the committee.

Advance notice shall be given for either regular or special committee meetings.

e. A quorum of the Finance Committee shall consist of a majority of the members of such
committee.

f. The Committee shall provide written reports to the Board of Trustees.

oo

Budgets -7.3.7

Preparation of Budget -7.3.7.1

The new Finance Committee shall meet to prepare the budget for the twelve-month period beginning
October 1.

By August 1, the budget shall be completed by the Finance Committee and given by the District Secretary-
Treasurer to the incoming Board of Trustees.
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Balanced Budget -7.3.7.2

In the budget, as proposed by the Finance Committee, total expenditures for District operations
(exclusive of convention budgets) shall not exceed the estimated income.

Adoption of the Budget -7.3.7.3

Prior to October 1, a budget of estimated income and expenditures for the year will be approved and adopted
by the Board of Trustees.

Budget Changes -7.3.7.4

Any request for change to the budget should be submitted, in writing, to the Finance Committee Chair and
the reasons detailed.

The change shall be considered by the Finance Committee at its next meeting.

Any change to the budget must be approved by the Board of Trustees.

Requests for Funds Not Budgeted -7.3.7.5

a. Any request for funds not budgeted should be in writing to the Finance Committee Chair, and
such request should be handled as a request for budget change. Such request shall be
considered on the basis of need and the financial status of the District at the time the request is
made and approved by the Board of Trustees.

b. Expenditures authorized, or obligations incurred, by District Officers, Committee members or any
persons for non-budgeted items shall be the personal responsibility of the person authorizing the
expenditure or obligation.

c. Any request for purchases of non-budgeted items by District Officers, District Committee Chairs
or District Administrators shall be submitted in writing to the District Office, and all purchases shall
be authorized by and signed by the District Secretary-Treasurer.

d. No funds within the budget may be transferred or used for any purpose other than the stated budget
items without approval of the Finance Committee and the Board of Trustees.

Budget Required Unrestricted Net Assets -7.3.7.6

EC&C Kiwanis District shall maintain, on a perpetual basis, minimum Unrestricted Net Assets in cash and/or
near cash securities to the equivalent of twenty-four (24) months operating cost, based on the average of the
last three years audited expenditure (not including district convention expenditure) as at the 30th of September,
and the amount of reserves be determined on the completion of each audit. The Board of Trustees determines
how to treat any surplus in excess of the sum of the Unrestricted Net Assets and all other reserves.

Books and Records -7.3.8

Generally Accepted Accounting Principles -7.3.8.1

The District books and records shall be maintained in accordance with generally accepted accounting
principles and with proper internal controls.

Fiscal Year -7.3.8.2

The fiscal year of the District begins on October 1 and ends on September 30.
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Inspection -7.3.8.3

The books and records of the District Secretary-Treasurer, and any of the Service Leadership
Programs, at all times, shall be open for inspection by the Finance Committee, the Board of Trustees, or
the Governor.

Closing of Books and Records -7.3.8.4

By November 1, every effort shall be made by the District Secretary-Treasurer to account for all of the prior
year’s receipts and expenses to permit the closing of the books and records, and to process any excess funds
or deficits increasing or decreasing the general fund.

Signing Officers -7.3.9

District Signing Officers be any two of the following:

District Secretary-Treasurer, Governor, Governor-Elect, Vice Governor, Immediate Past Governor, a
member of the Board of Trustees or a District Office staff member shall have signing authority. Any other
Kiwanis member, on a one-year basis, must be approved by the Board.

Signing Limit -7.3.9.1

The District Secretary-Treasurer is authorized as the single signing authority for cheques or electronic
transfers up to a value as shown in the Appendix C - Schedule of Payment Amounts.

Two authorizations will be required to sign off on any invoice to be paid over the amount specified. This
reflects that electronic transfers do not require a signature.

Revenue -7.3.10

Receipt of Funds -7.3.10.1

All funds received shall be deposited within three (3) workdays in regular commercial accounts, as set up
by the District Office. Funds shall not be deposited in any special commercial accounts except as approved
by the Finance Committee.

Dues -7.3.10.2

Dues are collected by Kiwanis International on behalf of the District. All Canadian clubs will pay their dues
in Canadian dollars. All other clubs will pay dues in US dollars.

Each year, upon a vote of the Board, the District Dues may be reduced, guided by the surplus calculated
using the audited statements of the previous 3 years, divided by the members who paid dues in the
current year. Such reduction will always result in the dues rounded to an even dollar amount.

New Member Dues -7.3.10.2.1

New Club Members: The prorated schedule for district dues for new members used by Kiwanis
International and this District is currently as shown below. If this schedule is adjusted by Kiwanis
International, the Kl schedule will apply.
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First month of membership| Prorated amount
October 12/12ths
November 11/12ths
December 10/12ths
January 9/12ths
February 8/12ths
March 7/12ths
April 6/12ths
May 5/12ths
June 4/12ths
July 3/12ths
August 2/12ths
September 1/12ths

Accounts Receivable -7.3.10.3

The management of the Accounts Receivable is the responsibility of the District Office. Working from
reports provided by Kiwanis International, the Governor will direct the Lieutenant Governors to follow-up
on unpaid dues with the applicable Club Secretaries at thirty (30), sixty (60) and ninety (90) day intervals
past the due date.

Financial Reports -7.3.11

Form of Financial Reports -7.3.11.1

a. Allfinancial reports to the Board of Trustees shall reflect, in detail, income and expenditures for
the current year to date, a comparison to the same period of the previous year, variations for
the current year’s budget, and comments if such variations are material.

b. Quarterly operating statements and financial reports shall be sent to the Board of Trustees and be
prepared in a form approved by the Finance Committee.

c. The proposed budget, as submitted to the incoming Board of Trustees, shall provide a detailed
comparison between:

e Current income and expenses, incorporating projected income and expenses for the
balance of the current year, as they compare to the budget of the current year.
o Estimated income and expenses for the upcoming year.
An accompanying document shall comment on material variances and any suggested changes or
recommendations. The latest District financial reports should be included with this submission.

Financial Reports by District Treasurer -7.3.11.2

a. The Financial Chair shall make a written financial report to the Board of Trustees at each of its
regular meetings from reports prepared by the District Secretary-Treasurer.

b. Monthly operating statements will be prepared by the District Secretary-Treasurer and be sent to the
Finance Committee no later than10 business days after the month end.

Revised: October 1, 2023 Page 27



Kiwanis

District Policies and Procedures
of the Eastern Canada and the Caribbean (EC&C) Kiwanis District

c. Quarterly operating statements will be prepared by the District Secretary-Treasurer and sent to
members of the Finance Committee, Board of Trustees, no later than 20 business days after the
quarter’s end.

d. For the District Convention, the District Secretary-Treasurer shall prepare a condensed financial
report for the previous administrative year, and the condensed budget for the current
administrative year.

Financial Reports by Finance Committee Chair -7.3.11.3

a. Ateach of the regular meetings of the Board of Trustees, the Chair shall make a report covering the
District’s financial operations and the financial operations of the Service Leadership Programs.

b. The proposed budget shall be presented by the Finance Committee Chair to the incoming Board
of Trustees at its first meeting. Before such meeting, the proposed budget shall be reviewed in
detail by the Board at its Face-to-Face meeting, for approval before October 15t

District Auditors -7.3.12

Appointment -7.3.12.1

At the first meeting of the District Board of Trustees, upon recommendation of the Audit Committee, the
Auditor shall be appointed by the Board, and the auditor’s report shall be provided to the current Board. The
Auditor shall be an independent auditing firm.

Annual Audit -7.3.12.2

By March 30 of the following year, the annual audit shall be conducted in accordance with generally
accepted auditing standards and the report shall contain an opinion and financial statements for the fiscal
year ending September 30 and a note stating the results of the Net Asset Surplus as set outin 7.3.7.6.

Distribution -7.3.12.3

By the last day of March, the draft audited statement shall be distributed to the current District Board of
Trustees and the District Finance Committee. Following approval, the Final Audit will be sent to the
Kiwanis International CEO and, upon request, any member of the District.

Audit Committee -7.3.13

1. The Audit Committee shall consist of the Chair of the Finance Committee, who shall not be
Chair of the Audit Committee, and not fewer than three (3) other elected members, one of
whom shall be elected chair.

Advance notice shall be given for either regular or special committee meetings.

A quorum of the Audit Committee shall consist of a majority of the members of such
committee.

4. The Committee shall provide written reports to the Board of Trustees.

5. The Audit Committee shall:

a. review with the District Secretary-Treasurer (DST) and the Auditor, the annual audited
financial statements including the Auditor’'s judgment about the quality (not just
acceptability) of accounting principles, the reasonableness of significant judgments, and
the clarity of the disclosures within the statements.

b. discuss, with the Auditor, the results of the annual audit and any other matters required
to be communicated to the committee by the Auditor under generally accepted auditing
standards.

c. consider and recommend to the District Board, at their first meeting, the reappointment
or appointment of the Auditor.

wn
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d. review and approve internal audit plans, including the nature and scope of specific
internal audit projects to be carried out, and receive the reports and recommendations
arising from such internal audit projects. Obtain assurance that the DST has established
and implemented the appropriate control environment that emphasizes accountability of
staff for the management of funds.

e. confirm the existence of policies and procedures with respect to controlling and
safeguarding assets, such as insurance coverage.

f. review the systems of internal control over financial reporting.

g. check policies and procedures to ensure compliance with legal, regulatory, ethical and
environmental requirements; and disaster recovery procedures with respect to the
District’'s computer systems.

h. assist the Board in ensuring the on-going financial viability of the District.

i. ensure the credibility and objectivity of the financial reports.

j- assume responsibility for any other matter that the Board believes is important to its
mandate and chooses to delegate to the Audit Committee.

The Board shall strive to ensure that at least two (2) members of the Audit Committee are
financially literate and at least one (1) member has accounting or related financial expertise.
The Auditor may submit to the Audit Committee, for any one of its meetings, a report in
writing, without any requirement for personal attendance, and such report shall be tabled for
discussion at the next meeting at which meeting the Auditor may attend and be heard.

The DST shall send a copy of the minutes of such meeting of the Audit Committee to the
Auditor.

The Audit Committee will meet at least twice per year.

BYLAWS, POLICIES AND PROCEDURES COMMITTEE -7.4

Functions -7.4.1

The functions of the Committee are:

a.

b.

C.

To know the Bylaws, Policies and Procedures of the EC&C Kiwanis District, and to recommend
any changes in such bylaws, policies and procedures to the Board of Trustees.

To review all proposals and resolutions to the District Board of Trustees to determine compliance
with District Bylaws and District Policies and Procedures.

To review any request for an amendment in the bylaws, policies and procedures, and to submit
its recommendations concerning such amendments to the District Board of Trustees.

To present all amendments to the EC&C Kiwanis District Bylaws to the House of Delegates
at the annual District Convention for adoption.

To publish the updated District Bylaws to the EC&C Kiwanis District website annually as of
October 1%t each year; and to publish the updated District Policies and Procedures document
to the website semi-annually, as of October 15t and April 15t each year.

Composition -7.4.2

The Committee shall consist of five members, one of which will be a Past Governor. The members of the
Committee shall be selected by the Chair and approved by the Governor-Elect and by the Board of
Trustees of the Governor-Elect’s year.

Term and Appointment -7.4.3

All appointments shall be for a one-year term beginning on October 1%t of the Governor’s year.
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Referrals -7.4.4

Any and all matters pertaining to any policy item must be reviewed by the Committee and
recommendations made to the District Board of Trustees at the next regularly scheduled meeting of the
Board, unless the Board authorizes an extension of time for such report.

Proposed Changes to Policies or Procedures -7.4.5

Any changes proposed to the District Board of Trustees will have a copy of the existing policy or procedure
attached.

Review and Approval -7.4.6

No statement of policy or administrative procedure shall become effective until it has been submitted to and
reviewed by the Committee and the policy or procedure has been approved by the District Board of
Trustees, except that the Committee may make typographical and grammatical corrections.

Policy Review Committee -7.4.7

Composition -7.4.7.1

The Committee shall be composed of the Governor; Governor-Elect; Immediate Past Governor; the
District Secretary-Treasurer; the Vice Governor; the Chair of the Past Governors Committee; the Chair of
the Bylaws, Policies and Procedures Committee; the Chair of the Finance Committee, and others to
reflect District-wide experience and representation. The Chairman of the Committee shall be appointed by
the Governor-Elect for the term during which he/she shall be Governor.

Duties -7.4.7.2

The Committee will study and make recommendations for changes to the policies and procedures for the
Eastern Canada and Caribbean District to the Board of Trustees. Not more than three years shall elapse
between reviews. The Governor should make sufficient time available at the next meeting of the Kiwanis
District Board of Trustees to explain the nature of the changes and to seek approval.

PAST GOVERNORS’ COMMITTEE -7.5

Executive Officers’ Guidebook Function -7.5.1

The Past Governors’ Committee is responsible to maintain the Executive Officers’ Guidebook for use by
the Governor, Governor-Elect, Vice Governor, Immediate Past Governor and any Kiwanis member
considering running for the office of Governor. They will also have the responsibility of “Search and
Encouragement” to find persons for the position of Vice-Governor. Refer to Appendix G.

LONG-RANGE PLANNING COMMITTEE -7.6

Function -7.6.1

The District Long-Range Planning Committee shall have the responsibility of reviewing and developing
proposals and plans regarding the future of the district and to make the recommendations it deems
appropriate and necessary to the Board of Trustees.
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Composition -7.6.2

The Vice Governor will be chair of this Committee. The members of the Committee shall include the
Governor Elect and Immediate Past Governor as well as three members at large selected by the Chair
from committees who will be affected by the current focus of the LRP committee. All members shall be
approved by the Governor. The chair may add as many resource members as required.

Term -7.6.3

The Chair will serve for one year commencing on October 1st and ending September 30th of the next
year.

Financing -7.6.4

The District Board shall ensure that the District Budget allows the Committee sufficient funds to complete
its responsibilities. The Committee shall not spend more than the amount budgeted without approval of
the Governor.

Annual Tasks -7.6.5

The Executive Committee along with the Board shall assign projects or tasks to the Committee no later
than December 30 of the administrative year. The committee may request projects or tasks from the
Governor based on their vison or findings. All projects or tasks shall have a clear start and end date. The
committee shall report quarterly to the Board.

PAST LIEUTENANT GOVERNORS’ COMMITTEE -7.7

Authorization -7.7.1

The Past Lieutenant Governors’ Committee is recognized by the EC&C District as an advisory committee
to the Governor and the District.

In accordance with Article 5, Section 2a of the District Bylaws, the Governor assigns to the Past
Governors’ Committee, the responsibility of acting as the “Search and Encouragement Committee” for the
position of Vice Governor, by encouraging Past Lieutenant Governors to seek the position.

The Past Governors’ Committee Chair shall make a report to the Board regarding their strategy and
activities related to this assignment, no later than December 31st

The Governor assigns the task of compiling the annual list of the 27 Division PLG Chairs to the Chair of
the District PLG Committee.

The District Board of Trustees recommends that every Division have a PLG Committee who will be the
responsible body to act as a ‘Search and Encouragement Committee’ to fill the position of their Division
Lieutenant Governor-Elect. A major role of the District PLG Committee is to support the Division PLG
Committees, in their efforts, by providing whatever assistance is deemed useful.

TRANSLATIONS COMMITTEE -7.8

Function -7.8.1

The District Translation Committee shall have the responsibility of translating all District written material
from English into French.
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Composition -7.8.2

The Chair of the District Translation Committee shall be appointed by the Governor of the year in which
the committee will serve, with the consent of the Governor’s Board of Trustees. The members of the
Committee shall be selected by the Chair and approved by the Governor.

Term -7.8.3

The District Translation Committee will serve for one year commencing on October 15t and ending
September 30" of the next year.

Financing -7.8.4

The District Board shall ensure that the District Budget allows the Committee sufficient funds to complete
its responsibilities. The Committee shall not spend more than the amount budgeted without approval of
the Governor.

DISTRICT CONVENTION COMMITTEE -7.9

Function -7.9.1

The District Convention Committee shall have the responsibility of receiving, reviewing and
recommending for approval, applications to host District Conventions and to ensure that all necessary
documentation has been received. The Committee shall meet with the various delegations and make
necessary recommendations to the District Board of Trustees for the selection of cities and sites for future
conventions.

The District Convention Committee shall be responsible for the preparation of basic criteria which will
need to be met before a club can apply to host a District Convention.

The District Convention Committee shall have the responsibility for examining the format, structure and
programming of District Conventions and to make the recommendations it deems appropriate and
necessary to the District Board of Trustees.

The District Convention Committee shall appoint one member to act as liaison to the current Host
Committee. This individual will work closely with the Host Committee attending meetings and providing
answers to ensure the District Convention is successful. The accommodation for this member, at District
Convention, shall be covered by the Convention Host Committee.

Composition -7.9.2

The Chair of the District Convention Committee shall be appointed by the Governor of the year in which
the committee will serve, with the consent of the Governor’s Board of Trustees. The members of the
Committee shall be nominated by the Chair and approved by the Governor.

Term -7.9.3

The District Convention Committee will serve for one year commencing on October 1st and ending
September 30th of the next year.

Financing -7.9.4

The District Board shall ensure that the District Budget allows the Committee sufficient funds to complete
its responsibilities. The Committee shall not spend more than the amount budgeted without approval of
the Governor.
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Authority -7.9.5

The District Board of Trustees shall have ultimate oversight of all conventions. However, it is agreed that
all matters regarding District Conventions will be referred to the District Convention Committee and
District Secretary-Treasurer and appropriate decisions made by them.

District Convention Planners Guidebook -7.9.6

The District Convention Planners Guidebook will form the policy for District Convention Protocol and will
be maintained and updated by the District Convention Committee. Amendments will require the approval
of the Board of Trustees. Copies of this Guidebook are available from the District Office and be made
available to any Kiwanis Division at the request of the Lt. Governor.

Insurance -7.9.7

The Host Convention Committee must obtain insurance from Kiwanis International for the event and
provide the District office with a copy of the cover page no later than 30 days prior to the convention.
Minimum liability coverage is two million dollars CDN.

Provision of Office Space -7.9.8

The Convention Host Committee must arrange for a lockable room that can be used as the District Office
during the convention and for the three days preceding convention.

Administrative Assessment -7.9.9

The Host Committee for a District Convention shall include a $12,000 assessment fee in their budget for
the Administrative Expenses incurred by the District Office for providing administrative services.

Financial Advance -7.9.10

The Host Committee may apply to the District Secretary-Treasurer for startup funding up to $5,000. That
must be repaid to the District and receipts submitted for the expenses.

Division of Profits -7.9.11

After the final reports are received from the Host Committee and approved by the Board of Trustees, fifty
percent (50%) of the profits provided from a District Convention shall belong to the Club(s) hosting the
Convention. Fifty percent (50%) of the profits provided will be paid to the District.

Provision for Loss -7.9.12

In the event that the revenue does not cover all expenses causing a loss, the first $1,000 is the
responsibility of the Host Committee and the balance by the EC&C District. Therefore, all contracts need
to be reviewed by District Office and a copy sent to the Chair of District Convention Committee.

District Election Procedures -7.9.13

The District Election Procedures set out as Appendix A shall not be changed without the approval of the
Board of Trustees.

Convention Promotion -7.9.14

The budget can include all promotional expenses from the date of Board approval of the Convention site
but cannot exceed five percent (5%) of the overall convention budget.
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VIP’s at District Convention — 7.9.15

In the case of the Governor, Immediate Past Governor, Governor Elect, Vice Governor, International
Counsellor/Trustee, District Convention Chair, District Secretary-Treasurer, District Administrative
Assistant, and Service Leadership Programs (SLPs) Governors, their District Convention expenses, as
specified in Appendix J — VIP’s at District Convention Expense Coverage, shall be allocated and
charged to the appropriate District Leader’'s annual budget.

No member is reimbursed for District Convention registration, accommodation, or meals other than those
specified as Very Important Persons (VIP’s) in the District Convention policy.

LEADERSHIP DEVELOPMENT AND EDUCATION COMMITTEE - 7.10
Function -7.10.1

The purpose of this committee is to provide support and guidance to the delivery of prescribed training to
the membership of the District, thereby promoting leadership development and effective governance at
the club and division levels.

Composition -7.10.2

The Committee is to be Chaired by the District Leadership Development Coordinator which shall be
appointed by the Governor of the year in which the committee will serve, with the consent of the
Governor’s Board of Trustees. The members of the committee include the Governor-elect, Vice Governor,
Lieutenant Governors Class Chair, and the Lieutenant Governor Training Coordinator

Term and Appointment -7.10.3

The appointment of the District Leadership Development Coordinator is by the Governor and is for a
three-year period as defined by Kiwanis International.
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DISTRICT KEY POSITIONS - 8.0

Kiwanis International also requires and shall significantly support the following key positions in
districts, which shall apply to all districts unless otherwise noted. Key Positions shall be selected by
the district boards and approved by Kiwanis International.

Appointees should have previous experience in their subject area; are requested and strongly
encouraged not to simultaneously hold other Kiwanis leadership positions above the club level; and
are encouraged to serve multi-year commitments of three years unless otherwise noted.

Key positions may have a committee to assist them, if the district deems appropriate, appointed at the
discretion of the District Board.

Other details regarding key positions shall be determined by Kiwanis International and stated in the
respective position descriptions.
District Key Positions required by Kiwanis International in policies are as follows:

Risk Manager

Youth Protection Manager

Membership Growth and Retention Coordinator
Leadership Development Coordinator
Partnership Coordinator

Public Relations Coordinator

Kiwanis Children’s Fund Coordinator

@ poooTw

Kiwanis Risk Manager -8.1

The Risk Manager will instruct clubs on how to avoid or minimize risk and communicate regularly with
Kiwanis International. This person should have a background in property or casualty insurance.

Kiwanis Youth Protection Manager -8.2

The Youth Protection Manager will instruct clubs on how to help protect the youth served by Kiwanis
clubs and their service leadership programs and communicate regularly with Kiwanis International. This
person should have a background in youth training, education, or law enforcement.

Kiwanis Membership Growth and Engagement Coordinator -8.3

The Membership and Engagement Coordinator is responsible for providing direction and support for
opening new clubs and encouraging membership engagement in existing clubs via guidelines established
by Kiwanis International. This coordinator will work in collaboration with Area Coordinators appointed by
the Kiwanis International President and with Kiwanis International Staff.

Kiwanis Leadership Development Coordinator -8.4

The Leadership Development Coordinator is responsible for implementation of the education, training,
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 district’s discretion, in educating or training
other leaders such as Lieutenant Governors and Trustees.
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Kiwanis Partnership Coordinator -8.5

The Partnership Coordinator is responsible for connecting clubs with our District's and Kiwanis
International’s official partners and supporting clubs in developing and maintaining signature projects in
their communities. The Partnership Coordinator may also help form new partnerships in selected regions,
applicable to those areas.

Kiwanis-Staples Ontario Partnership Coordinator(s) -8.5.1

A subcommittee of the Kiwanis Partnership Coordinator dealing with the Staples — Kiwanis
project throughout Ontario, Canada. The coordinator(s) is/are responsible for the operations,
promotion and reporting, of the project during any given Campaign.

Kiwanis Public Relations Coordinator -8.6

The Public Relations Coordinator is responsible for guiding and assisting clubs with public relations via
various media and ensuring adherence by clubs, Divisions and the District to the branding guidelines
established by Kiwanis International.

Kiwanis Children’s Fund -8.7

A District Chair for the Kiwanis Children's Fund shall be appointed by the Governor. The duties, term,
selection process, and other details related to this position shall be determined by the Kiwanis
International Children’s Fund Board. The Chair acts as a liaison to the Kl Associate Director and has the
focus to notify the EC&C Lieutenant Governors and thus the clubs