Distinguished District Secretary’s Award

A. An evaluation will be made on the basis of the criteria set forth below. This is not a contest between district officers, but recognition of an individual’s performance. 

B. Only persons elected or officially appointed to their positions may be submitted for consideration. In order to be eligible for this award, the nominee must have complied with all aspects of the Constitution, Bylaws and Board Policy Code pertaining specifically to serving as a district officer.

C. Nominations must be received at Circle K International no later than May 1st.

D. All nominees must have completed a minimum term of six months. Copies of all required documents must accompany the nomination. In order to be considered for this award, the nominee must accumulate a total of at least 1,152 points out of the 1,280 possible points. All nominees must have completed at least eight board communications (e-mails, newsletters, written correspondence) and six club communications (e-mails, newsletters, written correspondence) in order to be considered for this award. 

E. Information must be submitted in no more than one binder, not to exceed three inches, keeping the information in accordance with each individual heading described below.

F. If the criteria requests proof of attendance at an event, provide a copy of a registration form, program, or an agenda, which documents your attendance.  If this is not available, a signed document from the district administrator or district governor confirming your attendance at the event is acceptable. 

G. Only twenty percent of those eligible will receive this recognition.

H. Criteria

1. Board Communication (90 points maximum) 

Produce and distribute at least eight communications to district board members. All communications should reflect proper spelling and grammar. (Communications may take the form of an e-mail, newsletter, or other written correspondence.) The following are to be taken into consideration. 

a. Appearance (5 points)

b. Timeliness (5 points)

c. Content (10 points each)

1. Service Initiative

2. Tomorrow Fund 

3. Kiwanis Family 

4. New Club building

5. District Convention

6. International Convention

7. Service Hour Reporting

8. Other responsibilities/duties of club secretary and treasurer

2. Club Communication (90 points maximum) Produce and distribute at least six timely communications to clubs. All correspondence should reflect proper spelling and grammar. (Communications may take the form of an e-mail, newsletter, or other written correspondence.) The following are to be taken into consideration.

a. Appearance (5 points)

b. Timeliness (5 points)

c. Content (10 points each)

1. Service Initiative

2. Tomorrow Fund 

3. Kiwanis Family
4. New Club building

5. District Convention

6. International Convention

7. Service Hour Reporting

8. Other responsibilities/duties of club secretary

3. Club Secretary’s Workshop (100 points) Develop materials for and conduct a club secretary’s workshop before the district convention at the end of his/her term of office. Provide a copy of the agenda and educational materials distributed during this workshop. 

4. Board Minutes (100 points maximum)

Distribute copies of all district board minutes to district board officers and the International Office. 


Within 15 days of the board meeting:

100 points 


Within 30 days of the board meeting: 
  50 points 


Within 45 days of the board meeting: 
  25 points


Later than 45 days of the board meeting: 
  10 points


No report: 




    0 points

5. Required Attendance (75 points maximum – deduct 25 points for each event not attended. 

a. District convention at the beginning and end of term

b. International Convention and District Secretary Forum at Convention

c. All district board meetings

d. 25 POINT BONUS FOR ATTENDING LEADERSCAPE

6. Reporting (100 points maximum for four reports – deduct 25 points for each report not submitted) Present the Secretary’s Report at all official Board meetings.

7. Club and District Officer Directory (100 points maximum) Produce and distribute a club and district officer directory for distribution to club and district officers. 

Directory produced and distributed before (May 15): 100 points 

Directory produced and distributed before (May 20): 75 points

Directory produced and distributed before (May 25): 25 points

8. Club and District Officer Directory Addendums (25 points maximum)

Produce addendums to the club and district officer directory with updated information for distribution to clubs through lieutenant governors or district mailings and district officers.

9. Monthly Report Form Collection (100 points maximum) 

Collect the monthly reports from each club secretary.  Report the percentage of monthly reports collected out of the total number of potential reports.  This percentage will equal the total number of points awarded. 

10. Service (2 points per service hour with a 200 point maximum – if service is verified.) Perform at least 50 hours of service through Circle K activities. Verification shall consist of a description of service performed certified by the club president or secretary and faculty or Kiwanis advisor. Deduct 5 points if less than 50 hours of service was completed.

11. Home Club involvement (Maximum 100 points) Provide proof of attendance at club events and meetings. Verification shall consist of a document certified by the club president or secretary and faculty or Kiwanis advisor.  Do not include club events missed due to classes or district board events when calculating percentage attendance.

100% attendance


100 points

75% or more attendance:
 
75 points 

50% or more attendance:
 
50 points 

25% or more attendance:

25 points 

Below 25% attendance:

0 points

12. Setting and Achieving Goals 

(100 points possible) 

Provide a copy of the goal sheet submitted to CKI for the current year.  (50 points)

On a separate sheet of paper in 300 words or less, describe how each goal was met.  If a goal was not achieved, explain what you learned as a result of not accomplishing this goal. (75 points)

13. Above and Beyond (20 points per document with 100 point maximum.) (No more than 5 documents may be submitted.) Submit evidence of performance above and beyond the call of duty including recommendations and documentation of achievements not covered by these criteria. 

Note: If you would like special consideration for any or all of the criteria, please include an explanation signed by the district administrator. 

