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M E M O R A N D U M

To: 
Candidates for Governor-elect
From: 
Joan Wilson, Manager of Member Services
Subject: Forms and Information needed by Kiwanis International
This document includes four forms required by candidates running for the office of 
2013-14 Governor-elect:
· Criminal History Background Check: Complete and submit.

· Role Summary and Agreement to Perform the Duties of Office: Read, sign, and submit.
· Conflict of Interest Form: Read, sign, and submit.
· A biographical form: Complete and submit.  (Note: Photos are no longer required. They will be taken during the Governors-elect Education Conference instead.)

Because the criminal history background check process can take up to 30 days in the U.S. and up to 60 days outside the U.S. and because background checks must be completed and verified prior to your election, all forms are due by the following dates:

Districts with May 2013 conventions: 
No later than March 15, 2013
    (Austria and France-Monaco)
Other districts outside of the U.S.: 
No later than May 31, 2013
All districts within the U.S.: 
No later than June 30, 2013.

This document also includes some basic information about the Governors-elect Education Conference in November 2013, which should be helpful as you plan your schedules.
Submit all forms to:
By mail: 
Attn: Joan Wilson


Kiwanis International



3636 Woodview Trace



Indianapolis, IN 46268 (USA)


By fax:
Fax: 317-217-6663

By email:
Scan completed pages and send to: jwilson@kiwanis.org

(Note that two pages require an actual signature) 

Thank you in advance for meeting these deadlines. If you have any questions, let me know.
cc:
John Button, International Vice-President


Stan Soderstrom, Executive Director

District Secretaries


	
	District Governor-elect 2013-14
Criminal History Background Check


Kiwanis International requires all candidates for Governor-elect to have a criminal history background check conducted and verified as clear by Kiwanis International. This is necessary to qualify as a valid candidate and to later hold the offices of Governor-elect and Governor.  A “clear” background check is based on policy and procedure established by the Kiwanis International Board; a copy of the full text is available upon request. 
Background checks conducted by Kiwanis International are handled electronically through a third-party vendor, Safe Hiring Solutions (SHS).  Kiwanis International does not have access to the personal information submitted by the individual electronically to Safe Hiring Solutions; that is confidential between the candidate and SHS.

Background check results normally take up to 30 days in the U.S. and up to 60 days outside of
the U.S., so this form must be submitted by the following date:

Districts with May 2013 conventions: 
No later than March 15, 2013
    (Austria and France-Monaco)
Other districts outside of the U.S.: 
No later than May 31, 2013
All districts within the U.S.: 
No later than June 30, 2013.

After you submit this form, you will receive two emails: one with a link to Safe Hiring Solutions, and another with a personal access code. You will need both emails to complete the application process. Kiwanis will notify the individual and district secretary when a clear check has been received.  If a check is not clear, the individual will be notified directly, with a follow-up to the district. If you need language assistance with any part of the process, contact languages@kiwanis.org. 
The cost of the background check is the responsibility of the individual. You will be prompted for credit card information after beginning the process with SHS. Visa and MasterCard are accepted.  Check with your district about possible reimbursement of costs.
U.S. law governing background checks is the Fair Credit Reporting Act (FCRA), which will be mentioned in the information sent to you; however, Kiwanis International will not be conducting a credit check—only a criminal history check.

Background checks are considered valid for two years.  Even if you have had a Kiwanis International background check within the last year, we suggest you have a new check now, which will be valid for your year as Governor-elect and the following year as Governor (provided, of course, no new charges are added to your record).
If you have any questions about background checks, please contact staff members Vicki Crabtree regarding process (vcrabtree@kiwanis.org or ext. 210) or Lisa Heindricks regarding policy (lheindricks@kiwanis.org or ext. 112) by email or by phone at 1-800-549-2647 (or 317-875-8755).

Information Needed to Start the Background Check Process

Formal name:      _____________________________   District:      _____________________
Email Address:      _____________________________   Date:      ______________________
	
	District Governor-elect 2013-14
Role Summary and Agreement 
to Perform Duties


Job Title:
Kiwanis District Governor 
Reports to:
Kiwanis International Board of Trustees and the Kiwanis International President

Role Summary:
Leads the district by implementing organizational goals, developing and leading a strong district leadership team, communicating the vision/messages of the organization to the members in the district and aligning followers by motivating and inspiring the members to take action.

Qualifications:   A proven servant leader with the ability to:

· Communicate the vision

· Focus energy on the objectives 

· Empower and influence others

· Motivate and inspire volunteers

· Lead by example

· Delegate to staff and volunteers

· Build relationships

· Facilitate change

· Use Microsoft Office Products Suite

Role Responsibilities:
· Serves as a leader of Kiwanis International.
· Implements organizational goals and establishes and/or implements district goals. 

· Communicates the vision of the organization to the members in the district and aligns followers by motivating and inspiring the members to take action.

· Influences and empowers volunteers and staff to fulfill the district’s strategic objectives.  

·  Communicates regularly with Governor elect and Lieutenant Governors electronically to ensure that energy is focused on the objectives.  

· Speaks at district conventions, lieutenant governor education sessions, club meetings and other events.  Prepared messages are positive, personal and passionate and motivate members to take action.

· Supports the goals of the Kiwanis International strategic plan.  

· Accountable for meeting the membership growth goals for the district.  Drives growth of district membership by implementing the growth plans established in the district, specifically focusing on opening new clubs.
· Ensures active participation by lieutenant governors and TAG Team/district growth team members, assists in identifying new club sites, participates in the process of opening new clubs, and presents charters to new clubs.
· Actively supports Kiwanis branded service projects and Kiwanis Service Leadership Programs.

Develops and leads an effective District Leadership Team, establishes a district action plan, supports lieutenant governors (and district trustees if applicable) and leads effective and efficient Board Meetings.

· Establishes or supports a strategic plan for the district.

· Leads the Board by communicating with board members regularly between meetings and leading efficient meetings.  Plans and communicates the board agenda in advance focusing on those topics directly related to success in the district.  Facilitates relationships between the district leaders, committee chairmen and lieutenant governors to ensure district goals are met.

· Develops and maintains sound working relationship with Service Leadership Programs district leadership.

· Supports member pride and education by ensuring quality district events and promoting attendance at district and international events.

· Ensures that all district-sponsored events are fun, educational and motivational and represent “excellence”.  
· Ensures that convention forums support the goals of the district.
· Serves as an ambassador for Kiwanis International Foundation by demonstrating personal support for the Foundation and promoting its services in the district.

· Fulfills all other duties documented in the Kiwanis International Bylaws, Board Procedures, and/or the Standard Form for District Bylaws.

If you have any questions about this role summary, Michelle Morrison, Manager of Education and Club Excellence, mmorrison@kiwanis.org or 800-549-2647 (317-875-8755), extension 139.

Agreement to Perform the Duties of Office

I have read this and understand this document and agree to perform the duties of Governor-elect and Governor as defined herein.  
Name:      ________________________________   District:      _____________________

Signature:      _____________________________   Date:      _______________________

	
	District Governor-elect 2013-14
Conflict of Interest Policy




Following is a summary of Kiwanis International’s Policy B13 and Procedure 197 on Conflict of Interest. A copy of the full text is available upon request. 

Purpose: In order to protect its interests as a tax-exempt organization, Kiwanis International, when contemplating a transaction or arrangement that might benefit the private financial interest (see below) of an interested person (see below), Kiwanis International shall exercise due diligence to assure no conflict of interest exists and/or it shall take appropriate disciplinary and corrective action if, upon investigation, a conflict of interest is determined to exist.  

Definition of ‘interested person’: Any Kiwanis International Board member or Governor or member of a committee with Board-delegated powers who has a direct or indirect financial interest.

Definition of ‘financial interest’: Any of the following circumstances, directly or indirectly, through business, investment, or family: 
1. An ownership or investment interest in any entity with which the Organization has a transaction or arrangement;
2. A compensation arrangement with the Organization or with any entity or individual with which the Organization has a transaction or arrangement; or 
3. A potential ownership or investment interest in, or compensation arrangement with, any entity or individual with which the Organization is negotiating a transaction or arrangement. 
4. Compensation includes direct and indirect remuneration, as well as gifts or favors that are not insubstantial.
5. A financial interest is not necessarily a conflict of interest, unless determined to be by the International Board.
Duty to Disclose:  An interested person must disclose the existence of any actual or possible conflict of interest and be given the opportunity to disclose all material facts to the International Board.  If the Board has reasonable cause to believe an interested person has failed to disclose an actual or possible conflict of interest, it shall inform the person and give him/her the opportunity to explain.  If failure is determined, the Board shall take appropriate disciplinary and corrective action. 

Determination:  An interested person may make a presentation to the International Board about a possible conflict of interest. The Board shall then decide whether a conflict of interest exists, and, if so, whether to continue the arrangement or practice or to offer alternatives that would prevent the conflict.
Annual Statements: Each interested person shall annually sign a statement that affirms they understand and comply with Kiwanis International Policy and Procedure on Conflict of Interest.
If you have any questions about conflict of interest, contact Jeff Oatess before signing this document:  joatess@kiwanis.org, 800-549-2647 (or 317-875-8755), extension 181.

Conflict of Interest Policy

I have read this and understand the essential elements of Kiwanis International’s Policy and Procedure on Conflict of Interest as stated in this document.
Name:      ________________________________   District:      ________________________
Signature:      _____________________________   Date:      _________________________


	
	District Governor-elect 2013-14
Biographical Information Form



· Please type all information (or print clearly).
· This is a Microsoft Word formfill document, which can be completed much like an Adobe PDF document but also can be saved electronically.  Most fields will extend as you type, up to a pre-set maximum number of characters.

· Please use the Roman (English) alphabet to complete this form so there will be no question about the spelling of your name or other information in English.

· Complete and return this form prior to election (see deadlines stated on cover memo).
· Note: Photos are not required. A photo will be taken while you are here for the Governors-elect Education Conference instead.
	DISTRICT:      
CLUB NAME:        

CLUB KEY NUMBER: K       (exactly 5 digits)


	MEMBER ID NUMBER (if known):  (up to 10 digits)       
NAME:   (Last)                                        (First)                               (Middle)      
Public Nickname (if any):                                  Birth date (mo/day/yr)      
 FORMCHECKBOX 
Check this box if you prefer to use your nickname on Kiwanis name badges.



	PRIMARY MAILING ADDRESS:  List only your preferred address.
Address:      
City                                                                   State/Province         

Postal Code                                                      Country      
If your primary mailing address above is a PO Box, then please list below a street address and corresponding postal code for packages:  

Street address:      
City                                                               State/Province         

Postal Code                                                 Country      


	PRIMARY phone and fax:  List only your preferred phone and fax number.  
Include area code, or country and city code if outside the U.S. and Canada.
Phone:                                                                 Fax:       


	PRimary E-Mail Address:   List only one.  
E-mail:            


	LANGUAGES:    
My native language is:      
I read, write, or speak the following languages—check all that apply:

English
 FORMCHECKBOX 
 write
 FORMCHECKBOX 
 read
 FORMCHECKBOX 
 speak

Dutch/Flemish
 FORMCHECKBOX 
 write
 FORMCHECKBOX 
 read
 FORMCHECKBOX 
 speak

French
 FORMCHECKBOX 
 write
 FORMCHECKBOX 
 read
 FORMCHECKBOX 
 speak

German
 FORMCHECKBOX 
 write
 FORMCHECKBOX 
 read
 FORMCHECKBOX 
 speak

Italian
 FORMCHECKBOX 
 write
 FORMCHECKBOX 
 read
 FORMCHECKBOX 
 speak

Spanish
 FORMCHECKBOX 
 write
 FORMCHECKBOX 
 read
 FORMCHECKBOX 
 speak

Other--list below:

     
 FORMCHECKBOX 
 write
 FORMCHECKBOX 
 read
 FORMCHECKBOX 
 speak

 FORMCHECKBOX 
 If you need translation of written materials, please check this box.

 FORMCHECKBOX 
 If you need an interpreter for Kiwanis International meetings, please check this box.


	BUSINESS OR PROFESSION:
Field of work:       

Position/Title:      
Company:      


	PERSONAL INFORMATION:
College or university:      
Honors or recognition:      
Hobbies or interests:      


	PLEASE NOTE:  Some of the information you provide will appear in International and District directories.  This information also may be listed in an electronic format on Kiwanis Web sites.

 FORMCHECKBOX 
 Check this box to indicate you have read this note.  


Biographical Form for Spouse or Partner
of Candidates for 2013-14 Governor-Elect
Please type all information (or print clearly)
	NAME:   (Last)           (First)           (Middle)      
Public Nickname (if any):           Birthdate (mo/day/yr)      
 FORMCHECKBOX 
Check this box if you prefer to use your nickname on Kiwanis name badges.

PREFERRED E-MAIL ADDRESS: (list only one)      
MEMBER ID NUMBER (if a Kiwanis member):       
CLUB NAME (if a Kiwanis member):       


	LANGUAGES

My native language is:      
I read, write, or speak the following languages—check all that apply:

English
 FORMCHECKBOX 
 write
 FORMCHECKBOX 
 read
 FORMCHECKBOX 
 speak

Dutch/Flemish
 FORMCHECKBOX 
 write
 FORMCHECKBOX 
 read
 FORMCHECKBOX 
 speak

French
 FORMCHECKBOX 
 write
 FORMCHECKBOX 
 read
 FORMCHECKBOX 
 speak

German
 FORMCHECKBOX 
 write
 FORMCHECKBOX 
 read
 FORMCHECKBOX 
 speak

Italian
 FORMCHECKBOX 
 write
 FORMCHECKBOX 
 read
 FORMCHECKBOX 
 speak

Spanish
 FORMCHECKBOX 
 write
 FORMCHECKBOX 
 read
 FORMCHECKBOX 
 speak

Other--list below:

     
 FORMCHECKBOX 
 write
 FORMCHECKBOX 
 read
 FORMCHECKBOX 
 speak

 FORMCHECKBOX 
 If you need translation of written materials, please check this box.

 FORMCHECKBOX 
 If you need an interpreter for Kiwanis International meetings, please check this box.


	PLEASE NOTE:  Some of the information you provide will appear in International and District directories.  This information also may be listed in an electronic format on Kiwanis Web sites.

 FORMCHECKBOX 
 Check this box to indicate you have read this note. 




	
	District Governor-elect 2013-14
Governors-elect Education Conference Information



The Governors Elect Education Conference is an annual event to provide incoming district leaders with information and resources to help prepare them for a successful year as governor.  This is an important event in your Kiwanis leadership career.  All 2013-14 Governors-elect should plan to attend, from all districts.
Date: November 6-9, 2013. The conference is expected to start on Wednesday evening, November 6, and end on Saturday evening, November 9. Departures will be on Sunday, November 10.  
Location: the Kiwanis International Office in Indianapolis, Indiana, USA
Things to note: 

· When you fill out your biographical form, be sure to include a valid email address as this will be the primary method of communication from Kiwanis International.
· After your election, your District Secretary will notify Kiwanis International that you are the winning candidate.
· Beginning in September 2013, you will receive a series of communications leading up to the Education Conference.  These will include travel instructions, advance work requests, agenda information, and expectations. 
· All flights for the Governors-elect Education Conference must be arranged through Kiwanis International’s official travel provider.  Once we have confirmation of your election, you will receive information on how to arrange your travel.  Do not arrange your travel in advance of receiving specific instructions to do so. 
· Attendees requiring a visa to travel to Indianapolis should inquire with the U.S. embassy in your country as to the scheduling requirements to complete the application process.   If you need a letter from Kiwanis International to accompany your paperwork at your appointment, please email a request to dsuker@kiwanis.org (Diane Suker) and provide the following details:  your complete name, your club's name, your Kiwanis membership number, the year you joined Kiwanis and the email address to which the letter should be sent.
· Due to the working nature of the meeting, spouses are not invited.

· A formal individual photo will be taken while you are at the conference, as well as a group photo.  The individual photo will be made available for district use as well.  

· Attire for the majority of the conference is business casual.  However, business professional attire is requested for the individual photograph. 

We look forward to seeing you in November 2013!
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