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2012-2013 
Elections Procedures & Candidate Forms
District Webmaster  

This document contains the policies, procedures, and sample forms 
relating to elections of District Board of Trustees and endorsement of 
candidates for Key Club International office. 


Send all completed forms to:

Amanda Saguil 

Assistant Administrator – Elections and Credentials
7136 Lake Magnolia Drive, Apt C
New Port Richey, FL  34653
aazonee@FloridaKeyClub.com

Minimum Responsibilities and Commitments for Applicants for District Webmaster Position
The District Governor, with the advice and consent of the District Administrator and current District Webmaster, will appoint a District Webmaster to serve on the District Board for the year. 
The District Webmaster will be responsible for the following duties: 
1. Have working experience with Adobe Dreamweaver and/or Microsoft SharePoint/FrontPage.
2. Knowledge of HTML, PHP, and ASP coding. 
3. Applicants for District Webmaster should possess Key Club experience. In addition, in depth experience with Microsoft Word and minimum knowledge of Adobe Photoshop.
4. Update the website every ten days or as needed or as requested by the Governor or District Administrator. 
5. Oversee the submission of Online Pride Reports which includes, but not limited to:
· Reply to emails from clubs having issues
· Make sure the website and database is 100% functional at the end of each month in preparation for Pride Reports
· Help the District Secretary generate reports for hours completed each month
6. E-mail a board newsletter monthly 
7. Attend all District Board meetings and report on the progress of the website. 
8. Attend District Convention May 10-13, 2012.
9. If possible, attend the Key Club International Convention in Orlando, FL, July 4-8, 2012, unless otherwise excused by the District Administrator in writing.
10. Work with the District Governor, Kiwanis District Technology staff member, the District Website Advisor, and District Administrator to make the District website useful for the clubs and Key Clubbers of the District.
11. Maintain content on personal and district social networking sites (FaceBook, etc.) appropriate to your position as a Key Club District leader and allow access by the Kiwanis Key Club Committee members.  

Key Club Members interested in applying to serve as District Webmaster must complete the following five forms:
 
1. Statement of Candidacy for Governor, Secretary, and Treasurer
2. Kiwanis Statement of Support for Candidates for District Office
3. Permission to Travel
4. Web Page Posting and Directory Listing Authorization
5. Biographical Sketch of Candidate

Applicants should bring these completed forms as well as two letters of reference and an example of a website to the District Convention. Applicants with all of the above forms will be interviewed by the candidates for District Governor, the current District Webmaster, the District Technology Advisor, and the District Administrator at the Convention. 


Kiwanis Statement of Support for Candidates for District Office

All Candidates for All Positions (Except Int’l Endorsement) Must Complete

This form must be typed.  Complete this form prior to printing, then provide to those who must sign.

[bookmark: Text15][bookmark: Text16][bookmark: Dropdown3]Candidate’s Name: <TYPE YOUR NAME>	Division: <TYPE YOUR DIV. NO.>	Zone: 

Office Sought:   District Webmaster

The Kiwanis Club does hereby agree that if the above named candidate is successful in seeking the District Office indicated above, that our Kiwanis Club, if requested, will assist with the travel necessary to perform the obligations of the office within the Division and Zone. Travel outside of the Division for Key Club business must be approved by the Zone Administrator. Travel outside of the Zone for Key Club business must be approved by the District Administrator or Zone Administrator. Lieutenant Governors are expected to attend and pay their own registration for District and International Key Club Conventions. Sponsoring Kiwanis Clubs and home Key Clubs usually assist with these expenses. 

The Florida District of Key Club International will assume the responsibility for the travel of members of the Board to the District Leadership Training Conference (LTC) in June and the District Board Meetings in August and January. Attendance at these three events is a required condition of holding the office sought. An absence from either LTC or any Board Meeting, not previously excused in writing by the District Administrator, constitutes a resignation from the office held. 

The Florida District of Key Club International also assumes the responsibility of travel arrangements for the District Governor, Secretary, Treasurer, Webmaster, Editor, and Executive Assistant for functions that require their attendance. The Secretary, Treasurer, Webmaster, Editor, and Executive Assistant will need financial assistance to attend the International Convention. The sponsoring Kiwanis Clubs and home Key Clubs usually assist with these expenses. 

We further agree to assist with the necessary financial support of the above candidate as he/she performs the duties and responsibilities of the office indicated above. We acknowledge and accept this responsibility. Within budget limitations, the Florida District of Key Club reimburses members of the Board for copying, long distance phone calls, and postage required for the officer to complete his/her responsibilities. Some Kiwanis Clubs do offer additional financial support for a member of the Key Club Board. Questions regarding the need for such assistance should be directed to the District Administrator. 


_______________________________________________________________   _____________________________________________   _______________________
Signature of Kiwanis Club President 			Print Name				Date 

Kiwanis Club of ___________________________________________________________________________________________________________________

Mailing Address: __________________________________________________________________________________________________________________ 

Phone Number: _________________________________________

_______________________________________________________________   _____________________________________________   _______________________
Signature of Kiwanis Advisor 				Print Name				Date

Phone Number:  ______________________________


Code of Conduct

Key Club members, adult advisors and invited guests are expected to demonstrate behavior consistent with the high ideals of Key Club International and should abide by the provisions of this code while in attendance at any Key Club event. Every member will respect the authority of the Sergeant-at-Arms Committee, Key Club Administrators, and designated staff.

Responsible Behavior
1. All participants are expected to abide by all governmental laws and regulations.
2. Attendees must attend all sessions and activities and will be expected to follow the published dress code at all times.
3. Members may not possess or consume any alcoholic beverages.
4. Members may not possess or use any drugs or other controlled substance, with the exception of medication prescribed for the attendee as indicated on the medical form.
5. Members may not possess or use tobacco products. Smoking is prohibited at all functions, hallways, reception areas and sleeping rooms.
6. Members are expected to abstain from any activity of a sexual nature.
7. The use of fireworks, weapons or anything of a dangerous nature or act in any way unbecoming a Key Club member is prohibited.
8. Use of strong language or profanity will not be permitted by anyone registered at Key Club events.
9. A retiring hour, to be announced, will be observed and enforced. Advisors will conduct a room check at curfew to make sure that the curfew is enforced. Unnecessary noises at any hour are prohibited. All violations will be reported to the Sergeant at Arms Office.
10. NO FEMALES ARE ALLOWED IN MALES’ SLEEPING ROOMS. NO MALES ARE ALLOWED IN FEMALES’ SLEEPING ROOMS.
11. Members are expected to not tolerate hazing or any action that creates unnecessary physical or mental discomfort, embarrassment, or harassment.
12. Members must respect the personal property of others as well as the property of any meeting or lodging facility. The placing of signs or messages on the windows of the hotel rooms is prohibited. No material may be affixed to any hotel wall. Any damage caused by a member must be paid for by that member.
13. In case of emergency or illness, the Sergeant at Arms will be contacted.
14. The Florida District of Key Club International requires that only advisors be permitted to drive private vehicles during Key Club events.
15. Key Club members may not use cell phones, personal walking talkies or other communication devices during the event activities. They may be used during social/private time. If brought to the event it is the responsibility of the chaperone to be sure these devices are used appropriately.
16. Any action unbecoming a Key Club member will not be tolerated by anyone.

Lodging
17. Members participating in any Key Club events must sleep in their assigned rooms.
18. Female members are not allowed in the room of any male member, and male members are not allowed in the room of any female member.
19. Male and female members may be present together in hospitality suites when an adult chaperone is present.
20. Care shall be taken not to deface, destroy or remove any property belonging to the event hotel. Damage report forms will be used and damage costs will be paid immediately. Rooms should be kept in an orderly manner to allow housekeeping services.
21. There will be no charges allowed to any room during any event; all bills shall be paid at the time of purchase.
22. The Florida District reserves the right to have its Sergeants at Arms inspect any rooms in the hotel reserved by and for the Florida District of Key Club International without notice to the occupants.
23. The tapping of glasses and dishes with silverware, tying of napkins, writing on tablecloths, and other disruptive and distracting behavior during meal functions is unbecoming Key Club members and is prohibited.

Dress Code
24. All participants are expected to abide by the designated dress code for each session.
25. ”Formal” attire refers to black suit with dress or tuxedo shirt, bow tie or neck tie, suit jacket, and appropriate shoes for males, and formal dress and appropriate shoes for females.
26. “Professional” refers to dress shirt, slacks, necktie, sport or suit coat and appropriate shoes for males, and dress or suit, skirt or slacks, blouse, and appropriate shoes for females.
27. ”Business Appropriate” attire refers to slacks, collared shirt, and appropriate shoes for males, and slacks, skirt or short, blouse or collared shirt and appropriate shoes for females.
28. “Casual” attire refers to shorts or jeans, collared shirt, sweatshirt, or appropriate t-shirt and casual footwear for males, and shorts, skirt, or jeans, collared shirt, sweatshirt, or appropriate t-shirt and casual footwear for females.
29. At no time will any clothing with inappropriate language or graphics be allowed. Any shirts, shorts, or skirts deemed to be of inappropriate length will not be allowed.
30. All participants are required to wear name badges for all Key Club events.

Enforcement
31. Violations of this Code will result in notification to the district administrator and event chaperone.
32. Violations involving breaking of curfew, males in females’ rooms, females in males’ room, destruction of property, possession, consumption or use of alcoholic beverages or controlled substances will result in dismissal of the attendee from the event.
33. Violation of all other infractions will call for a meeting of the Sergeant at Arms, the District Administrator and those as appointed by the District Administrator. A determination will be made at the end of the meeting on appropriate consequences; which may include but are not limited to dismissal from the event.
34. Notification, in writing, will be made by the Florida District Key Club Administrator or his representative, to the school administration, Kiwanis sponsor and parents/guardian of any member disciplined under this section.
35. These rules are effective as of the time you arrive at this event, until the time you depart.
36. An adult chaperone for Key Club shall be a Kiwanis member, faculty member, parent, legal guardian, or person who is: in loco parentis, over the age of twenty-one (21), approved by the school, and registered with and accompanying the Key Club members at the event. Ultimately, the adult chaperone shall be responsible for the Key Club members assigned to him/her.

I have read and agree to follow the above Code of Conduct while attending any Florida Key Club event.
	
___________________________________________________________________     ______________________
Key Club Member Signature                                                                               Date
	
___________________________________________________________________     _______________________
Parent/Guardian Signature                                                                              Date

	
_____________________________________________________________________   ___________      ________
Key Club Member Printed Name                                                         Division          Zone
	
_____________________________________________________________________________________________
Parent/Guardian Printed Name 





Permission to Travel

Acceptable Modes of Transportation:

Key Club Members attending or traveling to any Key Club function or event, or traveling in their capacity as a Key
Club member or officer shall be limited to the following modes of transportation:
1. If air travel is required, said travel is limited to commercial airlines;
2. If bus or rail travel is required, said travel is limited to properly licensed commercial bus or rail services, except that the sponsoring school and/or entity may provide their own school bus or school bus-comparable transportation;
3. Travel in excess of 10 hours per day shall require an overnight stop;
4. Individual members may drive themselves to activities only within their own Key Club Division, but may not transport any other member;
5. Personal vehicles may be used when said vehicles are being driven by chaperones (as defined by the Florida District of Key Club) and where such vehicles and drivers are licensed and insured to carry on the transportation undertaken. Any personal vehicle used for the transportation of members of the Florida District of Key Club shall contain enough seat belts for every passenger, and the driver shall ensure compliance with the use of such seat belts.
The only exception to these requirements is where a parent or guardian personally transports the member and assumes all risk and liability in said transportation.

(Candidates Name): _______________________________________________________________ has our permission to travel to the:
										         CIRCLE ONE

	A. Spring Regional Lt. Governor Training (April 14, 2012, April 21, 2012 or April 28, 2012)
	Yes
	No

	B. Leadership Training Conference and Key Leader (June 15-19, 2012)
	Yes
	No

	C. Fall Board meeting (August 3-5, 2012)
	Yes
	No

	D. Winter Board meeting (January 4-6, 2013)
	Yes
	No

	E.  Key Club Kick Off Conference (September-October 2012)
	Yes
	No

	F. Spring Rally (January-March 2013)
	Yes
	No

	G. Other (List any Spring Rallies you might attend in 2012) _______________
	
	

	     ______________________________________________________________________________
	
	

	     ______________________________________________________________________________
	Yes
	No

	He/she will be traveling with (circle one).  Zone Admin. is primary.
	
	

	   Zone Administrator
	
	

	   Parent/guardian
	
	

	   Other (explain):  ___________________________________________________________
	
	

	_________________________________________________________________________________
	
	



All approved travel will comport with the Policies and Bylaws of Florida District of Key Club International

________________________________________________________________________   __________________________________________________________________   ___________________________
Signature(s) of parent(s) or Guardian(s) 				Print name(s)				Date 

________________________________________________________________________   __________________________________________________________________   ___________________________
School Administrator 					Print name				Date




Web Page Posting and Directory Listing Authorization
 
All Candidates for All Positions Must Complete

Complete this form online before printing.  All information must be typed or it will not be accepted.

Please complete this form to authorize use of your personal information in Florida District of Key Club materials, including but not limited to the official Florida District of Key Club International Web Page, Directory, and the publication Sunshine Source. If you are under eighteen years of age, you must have your parents sign this release. Unless authorized by signing this form, your personal information will only appear in the restricted directory provided to the Board of Trustees and Committee members of the Florida District of Kiwanis and its associated Florida District K-Family entities.

[bookmark: Text17]Name as you wish it listed: <TYPE YOUR NAME>

[bookmark: Text25][bookmark: Dropdown7]Division: <TYPE YOUR DIV. NO.>	   Zone:    Date of Birth (M/D/YYYY):          Year of Graduation: 

[bookmark: Text18][bookmark: Text19][bookmark: Text20]Mailing Address:           <Type Street>          ,      <Type City>     , FL 0

[bookmark: Text21]Home phone number:     -   -        Cell phone number:    -   -    

[bookmark: Text22]Cell phone company (AT&T, Verizon, etc.):  <TYPE COMPANY NAME>

[bookmark: Text23]E-mail address:  <TYPE YOUR EMAIL ADDRESS>	    School: <TYPE SCHOOL'S FULL NAME, NO INITIALS>

Office Sought (check one):   District Webmaster

[bookmark: Text24]Parent(s) or Guardian(s) Name(s):  <TYPE FULL NAME)>


You must select either “Y” (Yes) or “N” (No) for each of the six items to accept or decline permission for use of information: 

	[bookmark: Check1]|_|Yes
	[bookmark: Check2]|_|No
	Official Board Picture 
	|_|Yes
	|_|No
	Email address 

	|_|Yes
	|_|No
	Cell number 
	|_|Yes
	|_|No
	Name of school 



My or my child’s picture and information may or may not be used by the Florida District as circled above. 

________________________________________________  ____________________________________________  __________________
Signature(s) of candidate 					 Print name				Date 

________________________________________________  ____________________________________________  __________________
Signature(s) of parent(s) or Guardian(s) 	(If under 18)		Print name(s)				Date 

________________________________________________________________________   __________________________________________________________________   ___________________________
Signature of Faculty Advisor 					Print name				Date



 Biographical Sketch of Candidate for District Office and International Office Endorsement

All Candidates for All Positions Must Complete

Complete this form online before printing.  All information must be typed or it will not be accepted.

NOTE:  Some of this information will be printed in the Candidates Book at the District Convention, so be sure to take care in what you write. 


[bookmark: Text26]Name:  <TYPE YOUR NAME> 

Candidate for:   District Webmaster	Division: <TYPE YOUR DIV. NO.>		Zone: 
	
[bookmark: Text27]Name of School:  <TYPE FULL NAME OF SCHOOL>

[bookmark: Text28]Sponsoring Kiwanis Club:  Kiwanis Club of <TYPE NAME OF KIWANIS CLUB>

[bookmark: Check3][bookmark: Check4][bookmark: Dropdown5][bookmark: Dropdown6]Gender (check one):   |_|Female    |_|Male       Age:      	Year of graduation:  

What elected offices have you held or do you hold in K-Kids, Builders Club, and Key Club?
 			    

What appointed officers have you held or do you hold in K-Kids, Builders Club, and Key Club?
[bookmark: Text30] 			    

What other non-Key Club officers have you held?
[bookmark: Text31] 			    

What awards or honors have you received?
[bookmark: Text32] 			    

What Divisional and/or District Key Club functions have you attended?
[bookmark: Text33] 			    

In what other activities or organizations are you?
[bookmark: Text34] 			    
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