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Once the Kiwanis club has committed itself to building a Circle K club, it must identify a college or university campus at which to build the Circle K club.  When identifying a college or university for the Circle K club, the Kiwanis club should rate the following for each school being considered:





1.  Does the college or university have a service learning program in place? _____  Yes  _____  No  If no, does the college or university have any plans to integrate a community service program into the structure of the college? _____  Yes  _____  No





2.  How many student organizations exist on the campus?  _____





3.  Do any of these student organizations have community service as a focus? _____  Yes  _____  No





4.  Has building a Circle K club ever been attempted on this campus in the past?  _____  Yes  _____  No  If yes, what was the outcome of that effort?





5.  Rate the overall potential for successfully building a Circle K club.





Very Weak    Very Strong





1  2  3  4  5  6  7  8  9  10





A Kiwanis club should focus its Circle K club building efforts on the college or university campus at which there is the greatest potential for success. Once a college or university has been identified, the Kiwanis club should outline its plan to approach the college or university administration about building a Circle K club.


Steps Involved in Securing Support from the College or University


1.  Begin by contacting the Office of Student Affairs or the Student Activities Office and ask with whom you should speak about establishing a new student organization on campus.  These offices most typically manage the organization of new clubs on campus.  In addition, these offices often offer training to assist students in managing their club activities.  Set-up a meeting with that individual and be prepared to respond to their questions. Provide to them a copy of the "Circle K Information Sheet for College/University Administrators" included on ivory in this bulletin.  Use the script on page 2 to evaluate the type of support the college provides to its organizations and to explain the benefits of organizing a Circle K club on campus.





2.  Mail a follow up letter to introduce the administrator to Circle K and to indicate that you look forward to your scheduled meeting.





3.  Prepare for the meeting by referring to the information on page 2 of this bulletin .  A script is provided to guide the Kiwanis club in explaining Circle K to the administration and when asking questions to solicit the school's support.  Also included in this bulletin is a handout that should be given to the administration as an overview of the Circle K program and the expectations of the faculty advisor.





4.  Meet with the appropriate administrator and use the script in this bulletin to facilitate this meeting.  Provide to them the handout included.





5.  Once the college or university agrees that a club can be organized, ask what the procedures are to establish a club.





Communicating with the College or University to Initiate the Club Building Process


When attempting to establish a Circle K club on a local college or university campus, it is imperative that the Kiwanis club communicate effectively with the school administration.  The college or university must be made aware of the benefits a Circle K club will provide to their campus and students, as well as the resources that will be provided to the Circle K club by the local Kiwanis club, the district, and the International Office.





To market Circle K to the college or university you must describe to the administration the ways Circle K will benefit the campus and community. Colleges and universities have limited financial and personnel resources to establish clubs; therefore, Kiwanis' role with the Circle K club will be important to highlight.
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�Outlined below is Circle K International's Mission Statement.  The underlined areas are objectives of Circle K's mission that a college or university will be most interested in supporting and that the Kiwanis club should focus on when speaking to the administration about club establishment.





The Mission of Circle K International...





Circle K International is college and university students who are responsible citizens and leaders with a lifelong commitment to community service worldwide.  





In support of this we are committed to: 


collaborating with all members of the K-family to achieve our common objectives;





continuing student management of the organization at all levels; 





developing positive role models;





enhancing inter-cultural understanding and cooperation;





increasing our service potential;





providing opportunities for fellowship, personal growth, and professional development;





working toward greater public recognition of the organization.








Script for Presenting Information about Circle K to College or University Administration


Outlined here are a variety of questions you should ask the college or university administration when inquiring about building a Circle K club.  Also included is information you can provide to the college or university administrator to describe Circle K in greater detail.  All italicized information should be presented to or asked of the college or university administrator.





1.  Are you at all familiar with the Circle K program?  (It is likely that they don't have an in-depth understanding of the organization.  Listed below is information you can present to the administrator to describe Circle K.)





It's an international organization for college students interested in providing community service while also taking part in fellowship activities and developing their leadership potential.





It is international in scope and exists on over 500 campuses in nine countries.





There is an international membership of over 11,000 students at public and private colleges, community colleges, and technical colleges.





There is an international office located in Indianapolis, Indiana which plans international meetings, trains district (regional) and international leadership, develops 5 issues of Circle K Magazine, forwards five informational mailings to all club presidents and faculty advisors, and writes leadership development and service programming literature.





There are three levels of the organization -- the club, the district, (which may be either a state or combination of states, provinces or countries) and the international level.  The organization is student-run at all levels.





Circle K is sponsored by Kiwanis International, a service organization for professional women and men.  Each Circle K club is sponsored by a local Kiwanis club.  The sponsoring Kiwanis club will be _____________ and _________________ is the Kiwanis club's president. The sponsoring Kiwanis club often supports the club financially so members and advisors may attend conferences and sponsor speakers and other programs. Because of the Circle K club's interaction with Kiwanis, Circle K involves members of the community with campus life.  A Kiwanis advisor co-advises the club with a faculty advisor from the college.





Circle K offers excellent leadership development opportunities for the students at your college.  They will have the opportunity to attend annual conferences and conventions at which skills development is a focus.





The greatest benefit will be that which the campus and community receive as service hours.





The organization does have an established Constitution and Bylaws which thoroughly outlines the policies of the International organization.  Each club is required to submit a set of club bylaws upon chartering.  Because each college and university has unique stipulations regarding such documents, it is important that the administration outline the parameters which must be included in the club's bylaws.





Members pay dues -- $18.00 to international, $ ____ to district and then whatever dues, if any, the club requires the members to pay.





2.  To organize a Circle K club there are a few things that the organization needs from the college or university.





The organization asks for your support in getting the club started.





We ask that you help us identify potential faculty advisors.  The club will need someone interested in the student's development as well as community service.  Obviously the club will require more assistance in the beginning stages.  The faculty advisor can help us target a core group of students whose interests may be compatible with the objectives of Circle K.





The faculty advisor should attend as many meetings and activities of the club as he or she can.





The faculty advisor will be responsible for co-advising the club with the Kiwanis advisor.  The job does require a time commitment so we are looking for someone willing to give about 1-3 hours per week, depending on the week, to work with club leadership and the club itself.





The advisor, too, will be invited to participate in training programs and conferences.





We also will sit down with the advisor to orient him or her to the position and train him or her for his or her role in the organization.





The college has no financial obligation to the club.





3.  Does ________________ College/University have any type of service-learning program?  (Service learning may include service requirements as a component of the curriculum, or a volunteer resource center, or structured service programming through student organizations.)





(If yes, ask what types of service learning programs are sponsored on the campus.  And ask how the Circle K club can tap into these resources.)





(If no, ask if there are any plans to integrate a community service program into the structure of the college or curriculum.  Circle K can be a catalyst to start such a program because few resources are needed by the college.)





4.  How many student organizations are on campus?





5.  How many of these organizations have service as a focus?





6.  What are the procedures for starting an organization on this campus?  Are there other individuals whom I should contact?





7.  Are there any reasons you can see for not organizing a Circle K club on campus?





8.  Can you direct me to some individuals on campus -- students, staff and administration -- who may be helpful in starting a Circle K club?  (If you already have generated some student interest, tell the administrator that there is a group of students already interested in organizing the club.)





9.  Do you need any additional information?





10.  What do you need from us next to complete the proper paperwork for the college or university?





11.  Can you make any recommendations on how we can secure a faculty advisor?





Once you have met with the administration you should have a solid foundation to begin building the Circle K club.





Securing a Faculty Advisor


The faculty advisor can help the Circle K club connect with the campus.  The faculty advisor's familiarity with college/university personnel, policies and procedures will enable the Circle K club to utilize its resources effectively.





To identify potential faculty advisors, ask the college or university administration for assistance in finding a faculty or administrator who might be interested in assisting with this community service program.





You also should ask members of your Kiwanis club and any student contacts if they have suggestions for potential faculty advisors.  Once potential faculty advisors have been identified, forward a letter asking if they would be interested in this advising opportunity.  Include in the letter a description of the benefits of establishing a Circle K club, the responsibilities of the college or university to the club, duties of the faculty advisor, and the support the faculty advisor will receive from the Kiwanis club and Circle K International.





After mailing the letters, follow up by phone and perhaps in person.  Before contacting each potential faculty advisor, review the handout in this bulletin so you may provide clarification on the duties of the faculty advisor and support this individual will receive from the Kiwanis club, the Circle K International Office and the district.  Discuss the following with each potential faculty advisor:





Circle K's ideals and objects





the unique advising relationship between the Kiwanis advisor and faculty advisor





the commitment and responsibilities of the position, and the opportunities they may experience as described on the Circle K Information Sheet for College/University Administrators included in this bulletin





Strategies the Sponsoring Kiwanis Club can use to Support the Faculty Advisor


The Kiwanis advisor and faculty advisor have the opportunity to develop a unique advising relationship.  Because collegiate faculty advisors are not typically compensated, it is important that the Kiwanis club identify other means in which to support this individual to ensure their ongoing support of the sponsored Circle K club.  The sponsoring Kiwanis club should consider supporting the faculty advisor in the following ways:





Make the faculty advisor an honorary member of the Kiwanis club.





Ask the faculty advisor to join the Kiwanis club as an active member and waive his or her dues payment.





Host, annually, a faculty appreciation meeting and present the faculty advisor with a small token of appreciation.





Provide time during Kiwanis club meetings to allow the faculty advisor to report on the Circle K club's activities.





Send a letter to the college president, commending the faculty advisor's efforts.





Buy a "thank you" ad in the school newspaper to thank the faculty advisor for his or her support.





Support, financially, the faculty advisor's attendance at district and international conferences and conventions.





Once a faculty advisor has been identified, the faculty advisor should meet with the Kiwanis club's Committee on Circle K to outline its club building strategy.
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Circle K Information Sheet for 


College/University Administrators





(Photocopy this sheet and give it to the administration and faculty advisor at the college or university at which you would like to build a Circle K club.)





NAME OF SPONSORING KIWANIS CLUB:____________________________________________





NAME OF CONTACT PERSON:_____________________________    PHONE:______________








Established in 1955 as a collegiate service affiliate of Kiwanis International, Circle K International's mission is college and university students who are responsible citizens and leaders with a lifelong commitment to community service worldwide.  Circle K inspires people to better our world.  More than 11,000 college students in nine countries have discovered that helping others is personally rewarding; they also have learned that their involvement in Circle K International enhances their cultural understanding and ability to respond to the changing needs of their campuses and communities.








Benefits of Establishing a Circle K Club on Campus





What makes Circle K unique from the other collegiate service programs?  Circle K is a well-established network of college students and community leaders.  It has an International Office located in Indianapolis, Indiana where a professional staff develops program materials on community service and student leadership, as well as coordinates an annual convention of the members of the organization.  Because each Circle K club is sponsored by a local Kiwanis club, few resources are required by the college or university to support a Circle K club.  In addition, Circle K involves members of the community with campus life activities.  Students' career development is an indirect benefit of Circle K's affiliation with Kiwanis, as Circle K'ers interact with their professional counterparts.  Circle K International is student-run at the club, district (regional) and international levels, and provides numerous leadership development opportunities through regional training conferences and inter-Circle K club service projects.  By establishing a Circle K club on your campus, your college or university can tap into an active community service network.








Responsibilities of the College or University to the Circle K Club





Although there will be a local Kiwanis club which sponsors your college or university's Circle K club, there is one resource the college or university should provide to the Circle K club -- a faculty advisor.





The faculty advisor will share a unique co-advising relationship with the Kiwanis advisor.  Because the faculty advisor will be accustomed to working with college students, he or she may have a clearer understanding of how to best advise student leaders while preserving their autonomy.  The faculty advisor will be the Circle K club's immediate resource on campus and he or she can share the college or university perspective on programs.  The Kiwanis advisor, on the other hand, can share service program ideas, educate the students about the structure of the organization, and direct students to community resources.  The faculty advisor and Kiwanis advisor should share the advising responsibilities and delineate reasonable expectations of each ones involvement with the club.
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Duties of the Faculty Advisor





The position of Circle K club faculty advisor is both rewarding and challenging.  Candidates for the position should be familiar with the following duties.  A faculty advisor should:





Make certain that all CKI club projects and fundraising activities are in accordance with college/university policies.


Make certain that CKI club bylaws conform to college/university policies that govern student organizations.


Make certain the CKI club officers and club members maintain grade averages which conform to college regulations for  holding office and maintaining active membership.


Assist the CKI club in obtaining meeting room space for regularly scheduled club and board meetings.


Work with the CKI club in communicating with all college/university departments, faculty and administration.


Assist in obtaining proper and adequate publicity for the CKI club in college publications.


Help recruit potential club members through contacts with other faculty members and students.


Keep the club leadership informed of all college activities and events which will be helpful in planning the program of the CKI club.


Work with advisors of other campus organizations in forming possible joint service projects.


Ensure that the CKI club's financial records conform to college regulations for student organizations.


Seek out ideas and suggestions for CKI club service projects from the faculty, administration and other groups.





The faculty advisor can help the Circle K club connect with the campus.  The faculty advisor's familiarity with college/university personnel, policies and procedures will enable the Circle K club to utilize its resources effectively.








Support the Faculty Advisor Will Receive





The International Headquarters develops leadership, laws and regulations, public relations, service programming, and club administration materials.  The faculty advisor has access to all resources available to the Circle K club. In addition, the International Headquarters will forward to the faculty advisor five mailings annually.  These mailings will keep the faculty advisor apprised of international events and remind clubs of programs in which they may participate.





Faculty advisors, Circle K members, and Kiwanis advisors are invited to attend district and international leadership training conferences and conventions. These events will expose the faculty advisor to the structure of the organization and provide ongoing training to the faculty advisor.  The faculty advisor will have the opportunity to network with other college and university professionals and engage in problem solving and idea sharing.





Circle K International also offers programs to recognize the outstanding contributions of faculty advisors.  Each district also offers services to the club of which faculty advisors can take advantage.








For more information about Circle K International, visit our web site at www.kiwanis.org/circlek/.  Information about the organization, projects, programs, services and materials can be accessed via the Internet.  




















