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- An Event Request Form 
(ERF) is required to be 
filled out when your club is 
collaborating with another 
club for an event. 

- All participating clubs 
must fill one out, and it is 
important that all ERFs are 
filled out and submitted 
no later than 3 weeks prior 
to the actual event. 

- Prior to the approval of an 
ERF, publicization of an 
event outside the 
immediate club 
membership is not 
permitted.

- The event must be 
approved by the the 
faculty advisor, region 
advisor, and a Kiwanis 
advisor.

- Click HERE to see an 
example.

- An Attendance Request 
Form (ARF) is required to 
be filled out when board 
member wishes to attend 
event outside of their 
division.

- Prior to the approval of an 
ERF, publicization of an 
event outside the 
immediate club 
membership is not 
permitted.

- The event must be 
approved by the the 
faculty advisor, region 
advisor, and a Kiwanis 
advisor.

- Click HERE to see an 
example.

https://www.cnhkeyclub.org/images/Resources/Forms/2324/CNH_KeyClub_ERF_Revised_7-25-23_fillable.pdf
https://drive.google.com/file/d/1t7jr9pGlTYMuaGetvHnZDMSM4B7vtmrU/view?usp=sharing
https://drive.google.com/file/d/1-7qE5ahzp1p2Y2Ms5fJ8k7oASBSGnBLe/view?usp=sharing
https://drive.google.com/file/d/1-7qE5ahzp1p2Y2Ms5fJ8k7oASBSGnBLe/view?usp=sharing
https://drive.google.com/file/d/1t7jr9pGlTYMuaGetvHnZDMSM4B7vtmrU/view?usp=sharing




Chaperone Guidelines
- 21 years of age or older. 
- Approved by club, school, 

or agency to accompany 
youth at the event.

Overnight Stays
- 1 male adult per 1-10 

males. 
- 1 female adult per 1-10 

females. 
- Separate sleeping quarters 

for chaperones 
○ A parent may share a 

room with their own 
child 

○ Adults may share the 
sleeping quarters with 
youth members of the 
same gender if two or 
more adults are 
present

Background Checks
- Kiwanis Advisors to a 

Service Leadership Partner 
(SLP) are required to have a 
BG Check conducted and 
verified by Safe Hiring 
Solutions, though the 
company may be 
changing 

- Valid 2 years

Transportation
- Rule of three: There should 

always be at least three 
people in the car.

- Written approval from 
parent/guardian.

- Follow all local law and 
school policies

- Transportation Form: 
Documents by which 
means students can be 
transported to and from 
Kiwanis family events

https://drive.google.com/file/d/18fY1YnAq4OiO55ViGGyR3NfRRmvuymyT/view?usp=sharing


Social Media
- Adults should not initiate 

“friendships” or 
connections. 

- Interactions are public. 
- Refrain from excessive 

“liking” or “retweeting”.

- You must report if you:
● Observe troubling 

behavior
● All forms of child 

abuse.
● Behavior not in 

accordance with KCI 
Guidelines.

● Illegal behavior of a 
youth or adult.

- If participants or 
chaperones are not in 
immediate danger, 
contact school personnel 
first. 

- Emergency? Call local law 
enforcement!

Behavior and Health
- Leave it to the professionals 

○ You are mentors, not 
doctors, therapists, or 
their parents. 

- Behavioral vs. personal: use 
good judgment. 

- Help the youth find 
professional help. 

- Know who and how to 
contact.
● Ex: counselors at the 

school or agency 
where the youth 
attends.

Best Practices
- Background checks: 

required every 2 years 
- Protection: rule of 3’s 
- Reporting: follow the bylaws 
- Media: be helpful, but let 

the authorities take charge. 
- Maintain confidentiality

Reporting



Step 1: Obtain Access to the MUC
The Membership Update Center (MUC) is a database in order to 
properly ensure that members are dues paid and officially 
recognized by Key Club International. If you are unsure if you has 
access to the MUC, complete the following steps:
1. Click THIS link (This may be different based on whether your 

club has recently gotten a new advisor or not) 
2. Scroll down to your club name under 

California-Nevada-Hawaii Key Club 
3. Look for the name of the advisor that has access to the 

MUC. 
4. The advisor whose name is listed on the Club Report is the 

advisor that should have access to the MUC. 

If you do not have access to the MUC, or your name is not listed 
on the Club Report, complete the following steps: 
1. If your club has recently changed advisors, communicate 

with member services via call or email. 
2. After you get in touch with them, they will ask for your 

information and you will be all set!
3. Email: memberservices@kiwanis.org 

Phone: 1(800)KIWANIS 
4. If your advisor does not have their password, click HERE and 

select "Forgot Password?" and follow the steps as prompted.

https://members.kiwanis.org/SignIn/Index?returnUrl=https://reporting.kiwanisone.org:443/Account/ResolveFederatedToken?returnUrl=%252F&instant=True
https://www.kiwanis.org/docs/default-source/training/service-leadership-programs/slp-club-reports/key-club/club-information-listing
https://members.portalbuzz.com/Member/User/Login?federated=True&instant=True&returnUrl=https%3a%2f%2freporting.kiwanisone.org%2fAccount%2fResolveFederatedToken%3freturnUrl%3d%252f&skin=kiwanis


What are Membership Dues?
Membership Dues are important when it comes to making a lot of 

the background things in Key Club happen! The submission of 
membership dues allow members to do some of the following: run 

for office (club, district, or international), attend District 
Convention, receive credit for service hours completed by Key 

Club events, and more! Dues are broken down into International 
Dues, District Dues, and Club Dues

Due Dates and Reminders
● Clubs can start paying 

dues on October 1st 
● Early Bird: November 

1st 
● On-time: December 

1st 
● Clubs become 

delinquent: December 
2nd 

● The cut-off date in 
order to enter Member 
Recognition contests is 
December 1st

● International: $7.00 
● District: $5.50 
● Total: $12.50
● Each club sometimes 

charges more for 
membership dues to 
reduce the cost of Fall 
Rally and DCON or 
they could be used to 
fundraise for PTP or for 
your own individual 
club.



Throughout your Key Club journey, there will be tons of 
opportunities to gain recognition for your hard work, dedication, 

and passion for this organization. If you are interested in achieving 
any of the following awards, please feel free to contact your 

Lieutenant Governor. 

ADVISOR
Advisor of the Year (Faulty & 

Kiwanis)
Marvin J Christensen

CLUB
Club Attire
Club Poster
Club Video

Most Improved Club
Year In Review (Digital)

Year In Review (Traditional)

MEMBER
Member of the Year

Sandy Nininger
Talent

Member Recognition 
Program 

OFFICER
Distinguished President, Vice 

President, Secretary, or 
Treasurer

SERVICE
Single Service

Major Emphasis

WEBSITE
Club Website Contest

Division Website Contest

NEWSLETTER
Club Newsletter Contest

Division Newsletter Contest



DISTRICT GOVERNOR | Justin Kuo
dgov@cnhkeyclub.org 

DISTRICT SECRETARY | Abigail 
Jensen 
dsec@cnhkeyclub.org 

DISTRICT TREASURER | Chloe Wu
dtreas@cnhkeyclub.org  

DISTRICT NEWS EDITOR | Willa Lim
dne@cnhkeyclub.org 

DISTRICT TECHNOLOGY EDITOR | 
Katherine Geng
dte@cnhkeyclub.org 

DISTRICT VISUAL MEDIA EDITOR | 
Chloe You
dvme@cnhkeyclub.org 

COMMUNICATIONS & MARKETING 
CHAIR | Joshua Santhirasegari
cm.chair@cnhkeyclub.org 

DISTRICT CONVENTION CHAIR | 
Angelina Nguyen 
dcon.chair@cnhkeyclub.org 

KIWANIS FAMILY & FOUNDATIONS 
CHAIR | Kenneth Nguyen 
kff.chair@cnhkeyclub.org 

MEMBER RECOGNITION CHAIR 
Chloe Hartanto 
mr.chair@cnhkeyclub.org 19

MEMBER RECOGNITION CHAIR | 
Chloe Hartanto 
mr.chair@cnhkeyclub.org 

MEMBERSHIP DEVELOPMENT & 
EDUCATION CHAIR  | Lina Tran
mde.chair@cnhkeyclub.org 

MEMBERSHIP GROWTH CHAIR | 
Henrina Zhang 
mg.chair@cnhkeyclub.org 

POLICY, INTERNATIONAL BUSINESS & 
ELECTIONS CHAIR | Sophia Nguyen 
pie.chair@cnhkeyclub.org 

SERVICE PROJECTS CHAIR | 
Annabel Lee
sp.chair@cnhkeyclub.org 

CNH CYBERKEY 
cnhkeyclub.org 

CNH YOUTUBE CHANNEL
CNH Key Club

CNH INSTAGRAM
@cnh_keyclub

Please feel free to reach out to your 
respective Lieutenant Governor 
and fellow advisors 
if you have any questions! 
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The CNH Key Club District would like to acknowledge the 
following individuals who have contributed to this manual over 
the years:

- Minseo Seo, 2022-2023 Division 03 North Lt. Governor
- Brighton Quintana, 2022-2023 Division 39 Lt. Governor
- Joshua Placido, 2022-2023 CNH District Membership 

Development & Education Chair
- Sunyodh Sandhu, 2023-2024 Division 27 South Lt. Governor
- Anthony Nguyen, 2023-2024 Division 37 South Lt. Governor
- Lina Tran, 2023-2024 CNH District Membership Development 

& Education Chair


