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What kind of projects should my club do?

There are many clubs who are out doing service but if it’s not needed, why do it?  Members want to see results, they want to feel that they are change-agents through their work.  And in truth, everyone who is volunteering is basically agreeing that something could be done to ameliorate the situation, by even belonging they think something they will do or the club does makes a different at some level.  Think about problems in your school, in your neighborhood, community, county, state, nation and world.  The reason we have such iniatitives as the Worldwide Service Project (to virtually eliminate IDD) is because it is such a far overarching problem.  It literally affects hundreds of million and something like 130 countries.  Keep this in mind when doing your projects.

What kind of projects do memebers want?

Members also want to have fun doing what they are doing.  Some members regardless of the amount of fun they will have or not have will do activities because they know they are important and help others.  Most, however, will only participate if they think they will find some pleasure or enjoyment in the activity—a mutual benefit, if you will.  How will you know your members are having fun?  Better participation, more feedback, more smiles…  

How do you k now how to find activities that are fun?  

Finding activities that are fun for your members is difficult because it requires your time.  The easiest way is to know your members and what interests them.  Maybe your political science majors see the usefulness of getting people registered to vote, your science majors might think its important to raise money for research to end a disease, and your information systems majors might think that children should have access to the internet and be knowledgable of computers. ..  Most likely, every person will not find every activity exciting, that’s why you need to offer a variety of service options.  Eventually because you are offering a broad range of activities, you will get more members because you are reaching more areas of interest.  

Where should our projects be?

Projects do not have to take effect only outside of your school.  If there is a major problem with drugs or suicides on your campus (for example), your club can encourage withdrawal from drugs or offer suicide prevention programs.  The key is looking for where people need help.  Various newspapers (perhaps even your school newspaper) offer service opportunities on a weekly basis.  In addition, most schools have a collegiate service clearinghouse that puts people who want to help in contact with those who need help.  

How can we get more members through service and how do we make an impact with our projects?

In the process of doing the projects, don’t forget to bridge gaps in your school or community or the Florida District by encouraging non-members to participate.  If you are building houses for Habitat for Humanity talk to your architectural department or religious organizations.  If you are doing a program on breast cancer, try to get a women’s group or a women’s studies department interested.  At the same time, don’t be afraid to join other groups in doing a project, it gets the Circle K name out and any free advertising is good.  You may also attract non-members to become active participants and these people may eventually become dues paying members.  

How do we get members at service projects?

Announce service projects at your meeting. The VP’s report, if you are doing your job correctly, usually takes up the most amount of time because you are explaining what projects are being done and all other pertinent information.  Service is arguably the most important aspect of the organization and you want to make sure everyone knows this!  

How many projects should we do and when should we do them?

A good club will have 3 to 5 ongoing projects (depending on the amount of members), 1 service project every week and at least 1 big annual project.  When and where you offer these activities will be up to you and your club.  For commuter schools, projects that offer opportunities for the whole family to participate are better.  For traditional universities, members may have more time in the afternoon or on the weekends to participate.  The rule of thumb is know your school!!

How many hours of community service should our members do?

Set goals and set them high.  You want to be able to attain them but you don’t want them to be so easy that you organization is only barely helping others.  You should expect at least 10 hours from your members per year but aim for 50.  Like the old saying goes, “aim for the moon because even if you miss you’ll land among the stars.”  

Who should be in charge of or chair each project?

Every member of the club should chair at least one individual service project (this should be a subcommittee of your Service Committee, see committees). This means that everyone will learn how to, at a very basic level, do your job. You will, of course, help them to arrange the project and prepare volunteer lists, etc.  You can either let the members pick their committees, or you can meet with the chair and appoint certain individuals. While letting people choose their favorite type of service committee is more acceptable, it is sometimes advisable to intervene, for example if 15 people sign up for one committee and only 2 sign up for another. The committee is here to benefit the club, not vice-versa, so intervene whenever necessary.
Where can you turn for help with projects?  

Besides former board members and district officers, a multitude of good websites exsistes.  Remember, anyone who can hold a hand or utter a word can be a volunteer.  Volunteers can be engaged in any type of project from as simple as reading stories to as difficult as being a “friend” to a person living with AIDS.  The ammount of commitment varies.  Below are a list of websites that offer information about service projects/ideas/events.

Volunteers needed

www.helping.org
www.voluntermatch.com
www.idealist.org
www.volunteers.org
www.philanthropy.org
Volunteer organizations

www.habitat.org  ( Habitat for Humanity

www.cancer.org  ( American Cancer Society

www.lungusa.org ( American Lung Association

www.cmn.org ( Children’s Miracle Network

www.vote-smart.org  ( Project Vote Smart

www.cns.gov  ( Corporation for National Service

www.advocatesforyouth.org ( Advocates for Youth

www.famlit.org ( Family Literacy

www.connectforkids.org ( Connect for Kids

www.makeadifferenceday.org ( Make a Difference Day

www.bbbsa.org ( Big Brothers Big Sisters of America

www.pointsoflight.org  ( Points of Light Foundation

www.aidsquilt.org ( The Names Project: AIDS Quilt

Other links

www.fsu.edu/~focv ( Florida Office of Collegiate Volunteerism

www.energizeinc.com ( Energize Volunteers

www.iyv2001.org  ( International Year of the Volunteer 2001

Committees

Depending on your club’s size, the number and type of committees will vary.  One committee that you absolutely want to have is a service committee.  Your service committee will help to do any of the background work in preparing a project.  They will also come up with ideas and help you to decide what the general membership is interested in doing.  And, nothing is better than determining your club’s strength and health by the activity of your committees.  When your club is not strong, members usually won’t be on committees or if they are on them, they will not be active.

What type of committees do we need?

Organizing your club and its committees is really quite easy.  Think about where the majority of the work lies in your organization.  Service is definitely one, perhaps an IDD committee, public relations, fundraising, and  membership are others.  Let’s use one as an example (service) and break down the steps in creating a committee.

How do you form a committee?

First, the president should appoint a chair.  Preferebaly, someone who has been involved in the last few months or in the last year.  If your club has a bunch of new members, it’s fine to appoint the new members but you will have to work very closely with them to help them with all the steps along the way.  Next, your committee needs members.  Some clubs like to appoint their members, others like to let members choose which one they will be a part of – the option is yours.  When creating committees you want to make sure some do not have too many members, so encourage people to spread out.

How do we create a successful committee?

Next, secure the information of all of the committee members, such as their phone numbers, etc.  Help the chair to plan out the goals of this committee (preferably they have already been set by the board) and then set the agenda for the semester.  Because the service committee is such an important committee, you also want to keep track of what you all do this year to make it easier on next year’s members.  You will also have to decide where and when meetings for the committee will be held.  Some clubs prefer not to have them after the meetings because it intereferes with socials afterwords.  Think about your club and when the best time is for your committee to meet and then have it at this time.

Am I on every committee?

You should check to see that all committees are working well by attending as many meetings as possible, but NOT running the meetings. The meetings will be the chair's responsibility and it is part of his/her role as a developing leader to run them. After every meeting, however, you should get a copy of the minutes, which should be short, concise, and summarized so that you can put it into the club newsletter. Also, keep a copy for your files. These minutes may be helpful in the future when deciding whom to appoint as project chairmen.  It is your responsibility to educate the committee chairmen at the beginning of the year. Make sure they know that the committee is there to discuss new projects, as well as those already in action. Within the committee, the chair is in charge. He/she must know how to write an agenda and conduct an informal meeting.
Leadership/Filling in for the President

Don’t forget that you are also a leader within your organization, even if you are not running the meetings.  If anything should happen and the president is not present, it is your responsibility to be willing to take over the role.  This means that if he/she, for whatever reasons, is unable to fulfill his/her duty and/or must leave, you will become the Club’s President.  Therefore, you must develop a good relationship with all of the members like the President will do.  You want to be respected for your decisions and your ability in anything the club does. You go first or second and the rest follow. Don't be afraid to make decisions. (That's your job!) Be a careful planner.  If you start to make a lot of mistakes like service projects falling through (which does happen from time to time) or poor project planning, it will be easy for your club members to loose respect. When you plan something, do it right. You only have a certain amount of mistakes to make before people stop trusting you. Save yourself some heartache by listening to the advice of your predecessors. Ask around your club and find out what other people have done for better or for worse in the past.  Create a list of objectives for the committee chairs to follow.  It makes your job and their job easier because they know what is expected.

What is the most important part?

The best VP, like all leaders, knows his/her members and he/she gained trust in the members As you will all find out quickly, there is an awful lot to do. You might easily become overwhelmed. You especially, as a Vice President, have to learn to DELEGATE responsibility. Notice learning to delegate responsibility is an art. Telling someone to "do this" and then turning your back on him or her is not delegating responsibility (it is passing the buck). You must teach people how to do the job. Take them by the hand and show them every step. No matter how long it takes, eventually they will learn and will do it well. It will only be a matter of time before you discover that leading does not mean making every decision for everyone. The best way to lead is to let the members decide on what they want to do.   You, as their leader, are there to help steer them. It's a lot easier to lead people to where they want to go rather than drag them to where they don't want to go.

Club Meetings

At the regular club meeting, you will have to give a report on service. This report should follow your board meeting agenda, except for the past project analysis. You can -- and should -- mention past projects, and thank people involved, but don't analyze them. Remember that the president has a time schedule to stick to for that meeting. As for future projects, only mention them briefly, unless they are going to be in the next week. It is important to tell the date and time of future projects, however, because many people will have to take off from work to attend, and if you wait until the last minute to tell them when a project is, they may not be able to change their schedules. The main object of a project report is to keep the membership informed. This, of course, is flexible. Use your judgment.

Your report should be no longer than 15 minutes, but keep in mind that service is the main goal of your club, so don't be afraid to take more time. From the podium, you are the master of ceremonies, calling on different actors to perform their parts. Each project chair should stand up as you introduce them, and give a brief description of the project: time, date, meeting place, how long it will last, and all other relevant information. While he is asking everyone to attend, it is your job to start passing around a sign-up sheet. 

When you get the sign-up sheet back, make a note of the promised attendance and give it to the project chair, he or she will be responsible for calling all those who signed up the day before the project. The only time you should announce a project is when the chair of that project is not there or when it is another club's project.

Telephone all your chairs before the meeting. Make sure they know they will be standing in front of the club to announce their project and be certain that they know what they are going to say. Being unprepared throughout the year is irresponsible. People get bored at a meeting where sign-up sheets have not been prepared in advance, or when project chairs stumble over what they are presenting because they were not prepared. If a meeting is boring, chances are there will be fewer people at the next meeting. Make your presentations short and efficient. The better prepared you are, the more class you give your act, earning everyone's respect.

Speakers  

You are also responsible for getting speakers for the meetings. This is not as difficult as it sounds. Every time there is a new project in the wings, someone should speak about it, and explain the need for that project. If you are working with the Blood Bank, the hospital, a local orphanage, or whatever, there is bound to be someone from their Public Relations department who is willing to donate 15 minutes of their time for a presentation that will eventually provide their organization with 25 solid, young volunteers. Speakers don't just have to talk about service; just about any topic is fair game. The goal is to keep your members interested as well as informed. Other sources for speakers include professors from your own campus, Kiwanians, other Circle K Club representatives, District or International officers, and, of course, Key Club should give at least one presentation per year. Has-beens and alumni are also good sources for the non-traditional presentations like old stories about Circle K many years ago or how your club in particular once won the Great Chicken Race for the local March of Dimes. You should have speakers at least bi-weekly. The speakers should present their material for no more than 15 minutes. Be sure to prepare a Certificate of Appreciation (available from the International Supply Catalogue) beforehand. Present this to the speaker after his/her presentation with your thanks and an invitation to come back. By now, you understand that the most important part of your job is education and training. If, at the beginning of the year, you establish a system of checks by which no one is neglected, and you are kept informed of every service project, your job is halfway done. The test involves making your members believe that they do make a difference and that Circle K is fun.

Vice President's File Box  

Yes, you too can have a file box of your own! In trying to juggle all your duties as vice president, it can be easy to lose track of things. This is where your box comes in handy. All you need are Manila folders and any type of box that will hold them (preferably waterproof). Your files will prove to be important to you because they will hold things like a folder for each project (this way your successor can have something to refer to when he or she attempts the same project) and a folder for each service committee, lists of speakers, your monthly hour sheets, District information, International information, logos, phone numbers and addresses, upcoming projects, incoming mail, outgoing mail, blank report forms, blank agendas, old agendas, certificates of appreciation, the district vice presidents' award form, and any other heading you can think of. The whole idea is to be organized so that any one can look through your files and UNDERSTAND them. Also the secretary will need to "borrow" your service project folders for his/her award. By having a neat file box, it will enable you to perform your job better and it will make it easier to train your successor.

Awards

Finally, let's talk about awards. The whole reason awards are given out at convention is not to "show off', but to try to get clubs do the right things. The best way to approach this is to use your awards manual as a guideline as to what you need to do. If you can fill out the form well, then you've done your job as vice president well. If the form asks how many speakers did you have, obviously having speakers must be an important part of being vice president. The vice presidents' award counts towards points for the CLUB OF THE YEAR award. So, even if you're not interested in awards for yourself, enter it for your club. Nothing is better for morale than winning an award for your club in front of hundreds of cheering Circle K members. It is also nice to have the trophies to display at your membership drives so that prospective members can see that your club is really going strong.

This manual was copied, with revisions, from the Florida District's 1985-86 Vice Presidents’ Manual, 1989-90 Sunbelt Lieutenant Governor William Incatasciato made the 1989-90 manual revisions. Joseph F. Kolacinski, District Administrator and Governor 1986-87 edited the 1997-98 edition of this manual.  John Sullivan, Lieutenant Governor 2000-2001, reedited the 2001 edition.  Amy Charpentier, Membership Development and Education Chair for 2001-2002, revised, reedited, and reformatted the 2001-2002 version of the Vice President manual.




Vice President (VP) is one of the least complex but most exciting positions within the club.  As VP, you serve three very important functions: to encourage service, to oversee committees, and to fill in the President’s absence.  This handbook will break down, in question format, the material into these three sections.  








**Please note that your club, in its bylaws, may prescribe more than these three functions but these are the basic tasks of a club vice president.





Service





Let’s start with service… Service at its losest form is defined as a contribution to the welfare of others, a helpful act.  If you ask many people, they will ordinarily tell you that they don’t do a lot of daily service but in actuality they do.  How many times during a day has someone helped to carry a bag, open a door, share an answer, etc.  Your role as VP is to facilitate others participating in good deeds and activities that are both useful for the community and fun for the person doing the service.  








What does Circle K International Policy consider a service hour? 


Community Service


Policy Definitions 


A voluntary act is one for which no payment is received for service rendered. 


A charitable entity is an organization that provides service or monetary assistance to an individual or group of individuals who possess a basic need for said services. 


A K-family function is any project, meeting, banquet, rally, conference, or convention of CKI, Kiwanis, Key Club, Builders Club, or other Kiwanis sponsored organization. 


A service hour is 60 minutes of work performed by a member of a CKI club on a service project approved by the club or club board of officers. 


Service Hours 


A service project is a voluntary act by one or more members of a CKI club for the sole benefit of an individual or group of individuals who possess a basic need for said services. All proceeds raised during a fund-raising activity must be applied toward a charitable entity for the fund-raiser to be considered a service project. 


Preparation and travel time for service projects are considered service hours, not administrative hours. 





* Hours expended by non-CKI members such as faculty advisors, members of the sponsoring Kiwanis club, and honorary members shall not be counted as service hours performed by the club. 





“It just takes one heart, one a heart a time.... You’ll be the link in the powerful chain...”





Your job, even if it has only a few tasks can easily be one of the most diffiicult tasks if you try to take it on alone.  But, as good vice presidents will tell you, they were not afraid to create and use a service committee. 











