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PREFACE

Fellow Rotarians

I am pleased to present to you the Rotary Club of St Kitts’ Manual.  This manual is intended to serve as a guide to the workings of the Club, but is as well a rich repository of historical information.  Indeed, as far as I am able to determine, this is the first time in its 36-year history, that such comprehensive information on this Club has been chronicled in a single document. It is quite fitting as we embark on the second century of service above self that we seek to enhance the club’s internal efficiency, and deepen the knowledge of Rotary amongst our membership.  

The Club is deeply indebted to Rotarian Leah Sahely – Club Secretary 2004-05, for compiling this manual.  She has toiled tirelessly over several months, researching, checking sources, revising and editing to finally produce a document that I hope will become an integral part, if not the centrepiece, of each member’s Rotary Library.  I commend her initiative and hard work on this project. 

I am honoured to transmit this manual to all members of the Rotary Club of St Kitts.  I hope it will long be of utility to all members of the Club.  

Yours in Service 

Trevor E Blake

President 2004/05

Rotary Club of St Kitts

1. INTRODUCTION 

What follows is a handbook for new and long-standing members alike.  In it you will find information on club etiquette, traditions, policies and structure.  It is presented with the hope that each of you will read it and have a better understanding of our rich heritage and how we operate.  Your club President and Board of Directors believe it will be a valuable resource for each of us, as we grow in the Rotary ideal of “Service Above Self”. 

2. OBJECT OF ROTARY

The Object of Rotary is to encourage and foster the ideal of service as a basis of worthy enterprise and, in particular, to encourage and foster:


FIRST: The development of acquaintance as an opportunity for service

SECOND: High ethical standards in business and professions, the recognition of the worthiness of all useful occupations, and the dignifying of each Rotarian's occupation as an opportunity to serve society.

THIRD: The application of the ideal of service in each Rotarian's personal, business, and community life.


FOURTH: The advancement of international understanding, goodwill, and peace through a world fellowship of business and professional persons united in the ideal of service.

3. THE FOUR WAY TEST 

"Of the things we think, say or do:

1. Is it the TRUTH? 

a. Am I truly a Rotarian at heart
?

b. Do I always act with truth and sincerity in dealing with my club?

c. Do I defend and proclaim the truth about Rotary?

d. Do I want to serve through Rotary, or be served by it?
2. Is it FAIR to all concerned? 

a. Have I been fair with my fellow Rotarians, with whom I share a common ideal?

b. Do I try to do my part to keep from overburdening my associates unfairly?

c. Before criticizing, do I try to understand the reasons, so my judgement can be a fair one?

d. Am I fair with myself, or do I think I’m better (or worse) than everyone else?  

e. Do I apply the same standards to other people?
3. Will it build GOOD WILL and BETTER FRIENDSHIPS? 

a. Do I practice goodwill, or do I look for excuses to say, “I can’t”?

b. Am I a voice of harmony, or do I look for the ways to cause turmoil in my club?

c. Am I only seeking professional contacts, or am I open to good friendships and the spirit of service?

d. Am I part of a “clique”, or do I share my fellowship with all Rotarians?

4. Will it be BENEFICIAL to all concerned?” 

a. Is my performance as a Rotarian valuable and beneficial to my club?

b. Have I exercised my talents, intelligence, and leadership in my duties to my club?

c. Do I try to be useful and unselfish, or do I look for the personal gain and immediate awards?

d. Do I communicate Rotary’s ideals to my community, offering a true example of dedication and service?


4. ROTARY CODE OF ETHICS FOR BUSINESS PEOPLE 

(Adopted by the Sixth Annual Convention of the International Association of Rotary Clubs in San Francisco, July 19-23, 1915.) 

My business standards shall have in them a note of sympathy for our common humanity.  My business dealings, ambitions and relations, shall always cause me to take into consideration my highest duties as a member of society.  In every position in business life, in every responsibility that comes before me, my chief thought shall be to fill that responsibility and discharge that duty so when I have ended each of them, I shall have lifted the level of human ideals and achievements a little higher than I found them.  In view of them, it is my duty as a Rotarian, 

FIRST: To consider my vocation worthy, and as affording me distinct opportunity to serve society. 

SECOND: To improve myself, increase my efficiency and enlarge my service, and by so doing attest my faith in the fundamental principle of Rotary, that he profits most who serves best. 

THIRD: To realize that I am a businessperson and ambitious to succeed; but that I am first an ethical person, and wish no success that is not founded on the highest justice and morality. 

FOURTH: To hold that the exchange of my goods, my service, and my ideas for profit is legitimate and ethical, provided that all parties in the exchange are benefited thereby. 

FIFTH: To use my best endeavours to elevate the standards of the vocation in which I am engaged, and so to conduct my affairs that others in my vocation may find it wise, profitable, and conducive to happiness to emulate my example. 

SIXTH: To conduct my business in such a manner that I may give a perfect service equal to or even better than my competitor, and when in doubt to give added service beyond the strict measure of debt or obligation. 

SEVENTH: To understand that one of the greatest assets of a professional or of a businessman is his friend and that any advantage gained by reason of friendship is eminently ethical and proper. 

EIGHTH: To hold that true friends demand nothing of one another and that any abuse of the confidences of friendship for profit is foreign to the spirit of Rotary, and in violation of its Code of Ethics. 

NINTH: To consider no personal success legitimate or ethical which is secured by taking unfair advantage of certain opportunities in the social order that are absolutely denied others, nor will I take advantage of opportunities to achieve material success that others will not take because of the questionable morality involved. 

TENTH: To be not more obligated to a Brother Rotarian than I am to every other man in human society; because the genius of Rotary is not in its completion, but in its cooperation; for provincialism can never have a place in an institution like Rotary, and Rotarians assert that Human Rights are not confined to Rotary Clubs, but are as deep and as broad as the race itself; and for these high purpose does Rotary exist to educate all men and all institutions. 

ELEVENTH: Finally, believing in the universality of the Golden Rule, all things whatsoever ye would that men should do unto you, do ye even so unto them, we contend that Society best holds together when equal opportunity is accorded all men in the natural resources of this planet. 

5. FOUR AVENUES OF SERVICE

Rotary is a “service club”.  You may serve your club through the “Four Avenues of Service” recognized by Rotary: 

1. Club Service—through active participation in the committee structure of the club and through regular attendance. 

2. Vocational Service—through maintenance of the highest ethical standards in your business or profession. 

3. Community Service—through the activities you undertake as an individual or in conjunction with others, which demonstrates a concern for the people of the community.  

4. International Service—through your efforts to promote peace and goodwill among all people.  Rotary International is, as the name suggests, an organization that brings together people from 161 countries.  Under the auspices of local clubs and through Rotary International service projects are carried on around the world.   

6. A BRIEF HISTORY OF ROTARY IN ST KITTS

Facts and Titbits about your Club:

1. The idea of a Rotary Club in St Kitts was developed in April 1969 when Raphael Waite, an old friend of Fred Lam and at the time a member of the Rotary Club of San Fernando made the suggestion.  Freddy was then inspired to form Rotary in St Kitts and brought together twenty business and professional executives who were to form the nucleus of the Club that was chartered into Rotary on 11 July 1969 (Table 1). 

Table 1. List of Charter Members1
	
	Name
	Role

	1
	Alfred “Freddie” L. Lam
	President

	2
	Jacques Cramer
	Vice President

	3
	Ian Slack
	Secretary

	4
	Peter Cummins
	Treasurer

	5
	Vincent Morton
	Sergeant at Arms

	6
	David Chadderton
	Director

	7
	Richard Lupinacci
	Director

	8
	Patrick Mallalieu
	Director

	9
	P B Holland
	Director

	10
	George Ward
	Director

	11
	Eugene Walwyn
	Director

	12
	Kishu Chandiramani
	

	13
	Vernon Mallalieu
	

	14
	Sydney Blake
	

	15
	Ira Walwyn
	

	16
	Karney Osborne
	

	17
	Hugh Parlee
	

	18
	C Godfrey
	

	19
	Dr T A Pearson
	

	20
	Donald Brookes
	


1 Provided by Rotary International

2. The Charter dinner was held on 7 November 1969.  It attracted Rotarians as far North as the Virgin Islands and as far South as Trinidad and Tobago.  At the time of the charter, St Kitts was assigned to Group P, which comprised of USVI and the Virgin Islands under Pat Rice as Administrative Adviser.  The Administrative Advisor attended the Charter Dinner to present the Club with its charter from Rotary International.

3. The six items presented to the Club included a bell and gong by the Rotary Club of St Croix, a small speaking stand by the Rotary Club of St Thomas and a wooden Rotary Wheel by Dr Edgar Strisiver, President of the Rotary Club of St Augustine, Trinidad, which sponsored our Club into Rotary International.

4. Charter President Fred Lam was appointed Administrative Advisor for Group P in 1972, by RI President Roy Hickman.

5. During his tour of duty as Administrative Advisor, Fred Lam established Rotary in Antigua in 1972 and Dominica, with the help of Kittitian Peter Mallalieu who was at the time residing there.  

6. The first Rotary conference in the Caribbean was held in St Kitts in 1973, attracting 350 Rotarians and their wives from Bahamas in the North to the Guiana’s in the South.  At the meeting a unanimous decision was taken to request Rotary International to establish a district of the non-districted clubs in the Caribbean.  This recommendation led to the formation of District 404 in 1974 by Rotary International.

7. Rotary Club of St Kitts hosted the District 404 conference in June 1981 where history was again created with the establishment of two Rotary districts – 404 and 405 – in the Caribbean.  

8. In 1991 Charter President Fred Lam was elected District Governor and through his fine efforts the first Rotary Friendship Conference was held in St Kitts in November 1992.  During that year he also had the distinction of being at the helm when Zones 4 and 10 were combined to form District 7030 as it is today.

9. In 1984, the Rotary Club of St Kitts sponsored the Rotaract Club of St Kitts, which was subsequently chartered in 1985.
10. For more than thirty years the Club met at Fairview Inn where its weekly Thursday luncheon meetings were held.  In June 2002 when the owners of the Inn initiated plans for its future development the venue of the Club’s weekly meetings was shifted to the Ocean Terrace Inn.  

11. Today, only two of the original twenty members, Jacques Cramer and Kishu Chandiramani, continue to be active members of the Club.  Fred Lam is an honorary member of the Club.

12. Women were first admitted into the Rotary Club of St Kitts on July 1st, 2000.  Three women, Ms Dawn Mills, Mrs Avonel Ruan, and Ms Leah Sahely, were inducted at the installation dinner of the Board of Directors 2000/2001.

7. MEETING FORMAT 

The Rotary Club of St Kitts seeks to act as a unified service organization respecting individual members as persons.  Certain guidelines help to set the tone for our interactions. 

7.1 Thursday Luncheon 

Regular meetings of your Club are held at noon on Thursdays at the Ocean Terrace Inn in Fortlands, Basseterre.  Fellowship is encouraged before the start of the meetings.  The meeting is called to order at 12:30 p.m. by the President, who toasts her Majesty the Queen, and the Federation of St Christopher and Nevis.  He then designates a member to give the invocation and another to lead the meeting in a recital of the 4-way test, followed by lunch.  The business segment of the meeting commences at 1:00 p.m. where guest speakers’ presentations, classification talks, correspondence, committee reports, announcements, attendance, raffle and fine reports are given.  The meeting adjourns at approximately 1:45 p.m., with toasts and the recital of the National Anthem.  The duration of the meeting should not exceed 1½ hour.

7.2 Addressing the President and Sergeant-at-Arms
It is the practice, at meetings, before speaking to always acknowledge the President and Sergeant-at-arms.  It is proper to address them as President Trevor, Sergeant-at-arms Nick, and not just Trevor or Nick.  

7.3 Rotate Tables
We learn more about our fellow Rotarians and are able to share the fellowship of Rotary by making an effort each week to sit at a different table where we have the opportunity to interact with all members.  This enables us in the true spirit of Rotary fellowship to share ideas, concepts and conversations with the many members and guests. 

7.4 Guests
Except for business meetings, which are usually held on the first Thursday in each month, or club assemblies or club forums, guests of members and visiting Rotarians are always welcome at club meetings.   

The host Rotarian will be asked to introduce his or her guest.  Rotarians seated with the guest at table are expected to introduce themselves to the guest and make the guest feel welcome.   It is custom that members do not sit with their guests so that other Rotarians could interact with him/her.

7.5 Leaving Meetings Early
Meeting attendance is an opportunity to socialize and to become informed.  A good deal of effort goes into planning events and speakers that will be of interest to members.  There are times when schedules demand that members leave a meeting early.  It is expected that Rotarians personally excuse themselves to the President and the speaker before leaving.

7.6 Greeters
Members by turn are assigned to be greeters.  Greeters are expected to be at the meeting by 12:15 p.m. and welcome members and assist guests when necessary.  Be sure to extend a hand of welcome to a greeter so we all may become better acquainted.  
8. TRADITION 

When an organization has existed over 35 years, as has your Rotary Club of St Kitts, it becomes rich in tradition.  We have been fortunate to have members whose contributions over the many years have created a legacy. 

 8.1 Family Involvement
Because participating in Rotary activities often conflicts with family time, it is important for family members to know about Rotary and understand the responsibilities and benefits of membership.  There is no official association of spouses in Rotary International.  In every Rotary club the partners in service have an opportunity to take an interest in the work of Rotarians and in many instances, to share in the activities of the club. 

Rotarians can consider the following suggestions to get their family involved in Rotary.  

1. Introduce family members to Rotarians as you meet them in any circumstance

2. Invite family members to a Rotary club meeting

3. Invite family members to participate in various club service projects and social activities

4. Encourage partners in service to attend the district conference, regional conferences, and the RI Convention

Rotarian spouses/partners are referred to as “Partner’s in Service”.

8.2 Paul Harris Fellowships
Paul Harris Fellow recognition was created in memory of Paul Harris, the founder of Rotary
 as a way to show appreciation for contributions to the Rotary Foundation's charitable and educational program.  A Paul Harris Fellow is an individual who contributes $1,000 or in whose name that amount is contributed.  Every Paul Harris Fellow receives a pin, medallion and a certificate when he or she becomes a Fellow.  This identifies the Paul Harris Fellow as an advocate of the Foundation's goals of world peace and international understanding.

It has been a practice of many clubs to award Paul Harris Fellowship to select members in appreciation of his or her service to the club.  The Club has in the past given this award to Past Presidents, club members and non-club members (such as Partners-in-Service) who demonstrate extra ordinary community service and live the Rotary Creed. Rotarians also may make a donation themselves or in the name of a spouse or family member and establish a Paul Harris Fellowship. Rotarians already Paul Harris Fellows may add gemstones to their Paul Harris pin by giving an additional $1,000 to the fund up to $10,000.

A sustaining member is an individual who contributes or in whose name is contributed a minimum of $100 per year with the commitment to contribute $1,000 within a ten-year period.

8.3 Rotarian of the Year

Annually our Rotary President announces the Rotarian of the Year.  A Rotarian who has served the club far beyond normal club activity is awarded this distinction by the President.  Any club member may submit a nomination to the President for his or her consideration. 

8.4 Illness
Once a member is aware that a Rotarian or former Rotarian is ill or hospitalised he or she will notify members at the weekly meeting.  The Club Secretary will circulate a card and a team of Rotarians will visit the member. 

8.5 District Conference 

The District Conference, which is convened once each year, is an opportunity for Rotarians within the District to come together to discuss matters of relevance to the District and to be updated with changes at RI, including the theme for the coming year and the District Governor’s areas of focus.  It also presents a wonderful occasion for Rotarians across the District to meet in fellowship, and the warm friendships that are forged at conferences typically lead not only to positive personal experiences but also benefit Rotary and the communities it serves.   All Rotarians are encouraged to attend District Conferences.  

An important pre-conference event is the Presidents-Elect Training Seminar (PETS), which involves separate training seminars for Presidents-Elect and incoming Club Secretaries.  These seminars, led by Incoming District Governor and typically assisted by past District Governors, are aimed at providing these officers with the necessary knowledge, skills and motivation to effectively lead the club during the following Rotary year.  The training provides guidance on the club administration matters, and otherwise prepares the Presidents-Elect and incoming Club Secretaries for their responsibilities in the upcoming year.  All Presidents-Elect and incoming Secretaries are encouraged to attend PETS, and in an attempt to ensure this, our club pays for the incoming President and Secretary to attend PETS and the District Conference. 

It is an honour to be elected Rotary President and Rotary Secretary.  Only those who have held the position know the dedication and hours required in being an effective President and Secretary.   

8.6 Committee Involvement
Rotarians are expected to maintain a minimum of 60% meeting attendance, which can be achieved partially by make-ups at neighbouring clubs and clubs throughout the world.  But committee involvement serves more than one purpose. One more fully appreciates Rotary by bringing his or her talents to share in one of the many club committees.  You not only become more a part of Rotary and its tradition of service, but also have an opportunity to interact with club members. 

8.7 Club Bulletin
Your Club Bulletin, “Sugar Wheel” provides rotary news, both locally and internationally (including upcoming events), member classification and committee members, health check, humour, and the thought for the week.  Should you wish to have an item published in the Sugar Wheel, contact our Cub Services Director at the weekly meeting or by the Monday prior to the date of publication. 

8.8 Club Assembly
A “Club Assembly” is a meeting of all club officers, directors, and committee chairs, held for the purpose of conferring on the program and activities of the club.  All members, especially newer members, are expected to attend. 

8.9 Club Forum
A “Club Forum” is a formal meeting of the entire club membership to inform members of programs and activities of Rotary.

9. POLICY 

9.1 New Members 

Membership in Rotary is based on a system of classifications to encourage a broad base of membership from many walks of life.  Should you wish to submit a name for membership, obtain an application form from the Club Secretary and return it filled out for submission to the Club Secretary who will pass it on to the Board of Directors.  The Board will review the application to determine if it meets an unfilled classification.  Once the Board approves the proposed member, the proposing member will be asked to give him/her the “proposed member form” provided by the Club Secretary.  The proposed member fills out, signs and returns the form, indicating interest in joining the Club and committing to adhere to the rules, by-laws of the Club and to the spirit of Rotary.  

The Club Secretary will then submit the proposal to membership, giving them 10 days to submit any objections.  If there are no unresolved objections, the club secretary will inform the proposing member of the acceptance of the proposal, and that the proposed member should prepare for induction into the Club.  An induction ceremony will be held at a regular club meeting, and the proposing member will be asked to introduce the new member to our membership. 

It is common practice to bring your proposed member to at least three meetings and introduce the person to the Club as your guest.  DO NOT announce to the Club that you are proposing the person for membership.   

9.2 Attendance

Rotarians are expected to maintain a minimum of 60% meeting attendance and to stay for at least 60% of a meeting.  Members should endeavour to attend at least 2 weekly meetings per month and fully participate in all activities of the Club.  Make-up opportunities are available in a variety of ways: attending a Rotary meeting of another club anywhere in the world or a Rotaract meeting and turning in a meeting attendance card to the club secretary.  The make-up must be made two weeks prior to or two weeks following the regular meeting that was missed.  If you know you will be attending a meeting of a club in another country, it is customary to exchange club flags. Rotary Club of St Kitts flags may be obtained from the secretary. Upon your return, the flag of the club you visited should be presented to our club President.  Our club secretary has a worldwide directory of Rotary clubs, locations, meeting days and times or you can check on the website http://www.rotary.org/cgi-bin/datadrill.cgi
9.3 Rotary Attendance Excused

There comes a time in each of our lives when we retire and no longer will hold an active member classification. Under special circumstances one may apply to the Board of Directors for “Attendance Excused” status.  Dues are paid and the member pays separately for meals at meetings attended.  The Attendance Excused status is available to members who have reached the sum of 85 (70 years of age, 15 years Rotary membership for example) or who have reached age 60, fully retired (not earning a living) and have 15 years active membership in Rotary.  Information on membership status may be gained from the club secretary. 

9.4 Leave of Absence
There may be circumstances when a member may be unable to maintain 60% attendance, for example, maternity or paternity, prolonged illness, temporary job reassignment, significant new responsibilities, personal issues or conflicting job assignments.  A club member seeking a leave of absence should write to the club President outlining the reason for the request.  The request will be considered by the Board of Directors and, if approved, a leave of absence for a prescribed period, usually 3 months in the first instance, would be granted.  

It should be noted that a leave of absence merely excuses the member from attending meetings.  All other membership requirements/obligations, including membership dues, will apply during the period of leave.  Likewise all membership privileges will continue to apply. 

  

9.5 Financial Obligations

New members are required to pay admission fee of $200, prior to, or on the day of, induction.  Membership dues are $500.00 per annum, payable in equal semi-annual instalments on the first day of July and of January.  These dues include the member’s Rotary International semi-annual dues, District annual dues, and subscription to THE ROTARIAN magazine. The remainder go towards the administrative costs of the club.  Your club Treasurer will bill you in June and in December.  Members who charge their meals will be billed monthly.  You may from time to time be asked to assist financially, for which each member will be billed.  The Board can terminate a member who fails to pay his debts to the Club within 30 days of the date of the bill.

9.6. Decisions of the Board
The Board of Directors is the Governing Body of the Club.  The decision of the Board in all club matters is final.  It is subject to an “appeal” which must be lodged in writing to the Club Secretary who will give at least 5 days notice to all members to discuss the “appeal”.  The Board decision appealed can only be reversed by a two-thirds vote of members present at a regular meeting specified by the Board.  No resolution or motion to commit to Club on any matter can be considered by the Club until the Board has considered it.  Such resolutions or motions if offered at the club meeting shall be referred to the Board without discussion.
9.7 Charitable Requests
The club’s Board of Directors reviews all charitable requests.  Each year the Board of Directors will determine if current projects will continue and/or if new initiatives will be undertaken for the next Rotary year.  Revenue generated from the annual fund raising events will be allocated to a current Rotary project or placed in the Charity Account for investment and allocation as determined by the Board during the regular, annual budget process.  Any operating gain accrued at the end of the Rotary year will be reinvested to be allocated during the subsequent budget cycle as part of the annual committee budget requests. 

10. CLUB STRUCTURE 

Your Rotary club operates within a framework as established by Rotary International.  Within that framework, the Rotary Club of St Kitts has its own by-laws, which the club adheres to.  While committees are encouraged to operate freely in the programs approved by the Board of Directors, changes in committee operations or policy must be reviewed and approved by the Board of Directors. The Board of Directors includes the President, President-Elect, Vice President, Immediate Past President, Secretary, Treasurer, Sergeant at Arms, Director of Club Services, Director of Community Service, Director of International Services and the Director of Vocational Services.  

11. THE ROTARY FOUNDATION 

The Rotary Foundation was established in 1917 by Rotary International's sixth president, Arch C. Klumph, as an endowment fund for Rotary "to do good in the world."  The first contribution was in 1918 when the Rotary Club of Kansas City gave US$26.50.  In 1928, the Rotary Foundation was formally established, but significant contributions were not received until 1947, when the death of Rotary founder Paul Harris generated an outpouring of support. It was decided that there should be a programme within the Foundation to utilise the funds, and so the Foundation's first and most noteworthy programme was created, namely Ambassadorial Scholarships. From a modest beginning of 18 scholars attending universities in other countries, this programme has grown to a total of some 31,000 scholarships having been awarded in furthering of the Foundation's purpose: the advancement of world peace and understanding. 


The Paul Harris Fellows programme was established in 1957 to express the Foundation's appreciation for substantial contributions to international scholarships, what was then its only programme.  Since then, further educational and humanitarian programmes have been added - for example, the 3H (Health, Hunger and Humanity) programme, Ambassadorial and Cultural Scholarships, Group Study Exchanges, and Matching Grants (humanitarian projects supported by two or more matched Rotary clubs in the different countries), and of course the Polio Plus programme.
 

12. ACCOUNTS AND FUNDS 

         On 22 February 1990, the club established the Disaster Relief Fund, as the Federation is prone to national disasters such as hurricanes, earthquakes and volcanoes.  This ensures that there are funds available to respond swiftly to the emergency needs of the community in the aftermath of a hurricane.

On 7 July 1993, the Club established the Administrative Account to manage the club’s daily expenses.  Your membership fees and semi-annual dues are used to pay for these expenses (stationery, annual post-box fees, district Governor’s visit, etc)

On 20 August 1993, the club established the Charity Account to fund direct charitable dollars to support local community needs. 

In Rotary year l994/95, the Club established a John Saunders Memorial Bursary Fund, accounted for in the Charity account. Past District Governor Joe Sidell planted the seed by donating the sum of 1,000USD for the Club to establish some programme to commemorate the life and work of Past President John.  It was however launched in the Rotary year 2001/2002, as the first awardee was recognized in that year.

     In 2000/01 Rotary year, the club established a Dialysis Fund, accounted for in the Charity account.  The distribution from this fund would go towards the setting up of a Dialysis Unit in the JNF hospital in St Kitts.  

13. NEW MEMBERS INDUCTION/ORIENTATION

13.1 Objectives
1. To formally induct new members into the Rotary Club of St Kitts 

2. To orient and assimilate these new members into Rotary International and the Rotary Club of St Kitts. 
3. To meet with these members and inform them on subjects such as: 
(a)
The history of Rotary International. 
(b)
The Rotary International (Paul Harris) Foundation. 
(c)
The history and traditions of our Club. 
(d)
Membership Requirements and Procedures. 
(e)
Organizational Structure of our Club. 
(f)
The works and projects of our Club. 
(g)
How to be a vital part of Rotary.  
13.2 Package Distributed at Induction
1. ABC's of Rotary

2. Rotary International Manual of Procedure

3. Rotary Club of St Kitts Manual

4. Rotary Club of St Kitts Constitution and Bylaws

5. 4-Way Test bookmark 
6. Rotary lapel pin

7. Buddy List

8. Club Membership list

9. Committee list

10. Greeters list
11. Team membership list
12. Membership information form for club database
13. Club bulletins for the Rotary year
13.3 Additional Information Distributed at Orientation 

1. How to propose a new member 

2. Rotary Basics

3. Communities in Action: A guide for effective projects

4. A Menu of Service Opportunities

5. The Rotary Foundation Quick Reference Guide

14. COMMITTEE PROJECTS AND ACTIVITIES

14.1 Club Service
Club Service involves actions a Rotarian take within the Club to help it function smoothly and effectively.  These include but are not limited to:

Attendance

1. Demonstrate to the membership the benefits and importance of regular attendance at club meetings.  

2. Inform the membership of the opportunities of makeup meetings

3. Recognise those members who have achieved perfect attendance and significantly improved attendance

4. Implement Buddy system designed to pair Rotarians with another to encourage each other to attend meetings regularly.  

5. Implement competing team concept.  Teams compete for a plaque each month on which the name of the winning team is engraved.  

6. Encourage Rotarians to get to the weekly meetings at least 15 minutes before the start in order to fellowship with each other.

7. Implement the “Early Bird” prize, for early attendance at meetings (monthly)

8. Recognise "100 Percenters” on semi-annual basis.

Awards

1. Assist the Club President in the selection and recognition of club members and members of the community for extra ordinary special achievement and service to the Club, and the community.  Awards could include: Service Above Self, Rotarian of the Year, Club Service, Community Service, Vocational Service, International Service

Budget/Audit

1. Gather information regarding the financial requirements for the operation of the Club and prepare and recommend to the Board an operating budget for the year.

2. Evaluate monthly the financial results and condition of the club.

3. Make recommendations to the Board for modifications, if needed to the budget

4. Oversee an independent review of the club’s funds at the conclusion of the fiscal year.

Classification/Membership

1. Prepare filled and unfilled classification lists by July 31

2. Review membership records and update by July 31

3. Increase membership by at least 10% yearly

4. Evaluate qualifications of proposed members in light of the purposes of Rotary to ensure that the person being proposed meets the qualifications for membership in the Club

5. Develop recommendations to the Board to assist in attracting and maintaining, within the framework of the club’s membership policies, a broad diversity of members

Club Bulletin (“The Sugar Wheel”)

1. Oversee the club bulletin “The Sugar Wheel” once a month.

2. Encourage Rotarians to continue to contribute articles and items of information on a regular basis

Club Directory

1. Quarterly publish and distribute to all members an updated list of members’ contact information.

Facility Management

1. Manage set-up, menu, and cost arrangements with the organisation providing facilities and food service for weekly meetings

2. Obtain and maintain information regarding alternative arrangements

3. Negotiate changes in arrangements as appropriate

Family of Rotary

1. Engage and support non-Rotarians of the extended Rotary Family

Fellowships/Social Functions

1. Organise a minimum of three Fellowship Functions a year and include spouses. 

2. Participate in a joint venture with a business partner for a major fund raising event of the Club.

3. Encourage Rotarians to participate in club recreational and social activities.

4. Conduct weekly meeting on a Thursday evening when there is a month with five Thursdays, so that partners in service may attend.

Fundraisers

1. Evaluate and recommend programs to realise additional funds for the Club. Previous fundraisers included the following:

a. Donkey Derby  (annual)

b. Fun Fair (annual)

c. Raffle (annual)

d. Car Rally (18 month cycle basis)

e. International Dinner (annual)

f. Chef’s of Rotary (annual)

g. Fine and Raffle (weekly)

2. Proportion of net income from fundraising programs could contribute to Rotary Foundation

Guest Speakers/Classification Talks

1. Aim for a minimum of one guest speaker a month 

2. Inform members of the guest speaker and topic in advance of the meeting.  Topics should cover national, regional or international issues.

3. Include classification talks in the weekly meeting.  The talks should involve interesting and current aspects of the vocation

4. Set aside special weekly meetings for Rotary information

Greeters

1. Arrive about 15 minutes early and be near the door

2. Wear the Greeters badge

3. Promote friendship among Club members, Visiting Rotarians and Guests.  See that they are made welcome and introduced to others

4. Introduce the Club’s guest speaker to the President and seat him/her at the Head Table

5. Ask them to fill out their names on the “Visitor’s Form”. We would like to have the correct spelling of all guests for listing in the Club Bulletin.  Before the start of the meeting, turn over the list to the Club Secretary

6. Answer any questions visiting Rotarians may have re cost of lunch, procedure for paying for the meal, makeup forms etc.  If asked, let them know the Club Secretary has the makeup forms and will give them before the end of the meeting.  

7. Encourage all members to wear their club badges (otherwise they will be fined).
8. Don't forget to wear your GRIN - and pin!!!!!

Legal/Ballot

1. Review Club’s constitution and by-laws and recommend changes to the Board of Directors that comply with Rotary International standards and are consistent with club practices
2. Prepare the ballots, coordinate the Election Day process, and tabulate the election result for the primary and run off election of club directors and officers in December

New Member Orientation and Involvement

1. Conduct periodic orientation sessions with new members encompassing all four avenues of service and membership.  All members would be required to attend one session within the first six months after joining Rotary.  

2. Present information to new members regarding the history, objectives, scope customs and activities of the Club 

3. Inform new Rotarians of the requirements for continued membership in Rotary

4. Emphasize opportunities and responsibilities for service through Rotary 

5. Welcome and introduce new members at club luncheon meetings

6. Develop a process for follow-up of new members regarding committee assignments, committee activities, problems, etc.

New Member Mentors

1. Oversee activities of the new members

2. Make the new members’ absorption into the club as smooth as possible

3. Encourage new members to attend fellowship functions, a board meeting, and committee meetings and project activities within the first six months

4. Ensure new members serve as a greeter, give a classification talk and participate in a club service project within the first six months

5. Encourage new members to make up at another club.

6. Encourage new members to invite a guest to Rotary and propose a new member.

7. Encourage new members to attend the District and RI conferences

Programs

1. Provide speakers for weekly luncheon meetings

Program arrangements

1. Monitor weekly set-up of the luncheon meetings

Public/Press Relations

1. Promote the service of Rotary Club of St Kitts to the community

2. Insure that the media is informed regarding speakers and Rotary events

3. Coordinate media coverage of Rotary events

4. Prepare press release for appropriate activities of the club

5. Provide a photographer at all club events

6. To inform and familiarize the public about the Rotary Club of St Kitts and its mission, members, activities, and accomplishments

7. Establish a productive and positive relationship with the media representatives so they will assist whenever they can in publishing information and photographs regarding the Rotary Club of St Kitts. 

Retention

1. Study attrition of members, determine weak areas regarding membership retention and develop a process to increase retention and involvement of members. 

2. Implement at least one new method to enhance the retention of members.  

3. Encourage sponsors to maintain an active role and serve as a mentor for new members.  Coordinate with the Rotary Orientation and Involvement Committee, as well as Membership Development

4. Forward letters of resignation to the Board of Directors 

Rotary Information

1. Organise regular monthly programs to educate membership on all aspects of Rotary.  

Rotaract Club

1. Provide business oriented speakers (our members are a vast resource here) to give mini-talks at the Rotaract’s meetings 

2. Host selected Rotaractors at our luncheons where we will be introducing them to other members and acting as ambassadors for our sponsorship. 

3. Provide linkages between the Rotaractors and community projects undertaken by Rotary

Visiting Rotarians/Guests

1. Extend special welcome to all visiting Rotarians and guests of Rotarians at luncheon meetings. 

2. Provide makeup cards to visiting Rotarians

3. Insure that the visiting Rotarians and guests of Rotarians are properly introduced during the luncheon meeting

14.2 Community Service 

Community Service is to improve the quality of life for those who live within the club’s country.  These include but are not limited to:
Annual Community Activities

1. Organise Cardin Home Christmas luncheon

2. Organise Care Packages Project during Christmas season

3. Organise gifts and food for Foster kids Christmas party 

4. Organise activity for Children Home kids.

5. Prepare a list of Xmas donations to hospitals, prisons and needy institutions.

Community Outreach Programme

1. Educate the public on the role of Rotary as a service organisation.  

a. Use television and radio coverage

b. Include two Board members monthly

Educating the Community

1. Visit primary and secondary schools on the island and make presentations on different topics as they relate to world and current events.

Elderly and Shut-ins

1. Visit the Cardin Home one Saturday a month or every two months.  The Club should not only visit the elderly in the community during the Christmas season.

Environment Awareness

1. Organise environmental programs (eg, discuss with the Ministry of Health to have Rotarians get involved in cleaning of beaches or parks)

Rotaract Club

1. Act as parents of Rotaract Club

2. Encourage young persons in community to join the Club

3. Ensure membership in Club is retained

Rotary Project/Needs Assessment

1. Identify special needs or projects that meet the object of Rotary and present those needs or projects to the Rotary membership.  

2. Organise, solicit and secure from the Rotary members and others the funds required to meet the special needs or projects.

St Kitts/Liamuiga/Nevis Relations

1. Promote building a stronger connection between the Rotary Club of St Kitts and the Rotary Club of Liamuiga.  Select Rotarians to visit the Rotary Club of Nevis once a month

2. Coordinate with each club’s respective committees to jointly assist in selected projects.

14.3 Vocational Service
Vocational Service is to promote high ethical standards in business and professions and to foster the Ideals of Service in the pursuit of all Vocations.  The role of Rotarians is to conduct themselves and their business or professions in accordance with the principles of Rotary and responding to projects and activities developed by the Club.  These include but are not limited to:

Career Fair

1. Provide opportunity to students in the high schools to learn about specific career options.  

2. Provide speakers who are professionals from associations and organizations to explain the career paths available.

3. Provide career professionals to talk to students and also with representatives from various colleges regarding education and training opportunities. 

4. Organise breakout sessions offering a number of focused presentations featuring a few career options.

5. Select steering committee members, made up of Ministry of Education staff (administrators and educators), as well as Rotary Club members and representatives from local businesses

6. Provide opportunity for attending students to enter an essay contest to compete for a scholarship.  The terms of the contest should state that one scholarship might be awarded to one student for a participating high school. Students interested in entering the scholarship contest should contact their high school counsellor. 

Four-Way Test Programs

1. Organise 4-way test programs for high schools and the rest of the community
Junior Achievement Program

1.   Partnership with the ECCB in the coordination of the program

2. Identify funds required to assist in the success of the program

3. Encourage Rotarians to participate as mentors in the program based on their skill sets required

Mentoring Program

1. Match mentors with high school students

2. Identify non-Rotarians to participate in the program

3. Organise meetings between headmasters, counsellors, mentors and mentees on quarterly basis

Tour of Member’s Businesses

1. Recruit members of the Club to conduct a tour of their business for members of the club and school leavers (CFBC students and Fifth Formers). 

2. Organize and insure participation by club members and school leavers at the various business venues

Vocational Awards

1. Encourage vocational excellence and the practice of high ethical standards by recognising it by bestowing Vocational Awards on deserving individuals or organisations

Vocational Service Month

1. Organize vocational service programs for October
14. 4 International Service
International Service is to advance International Understanding, goodwill and peace.  These include but are not limited to:

Centennial/District Conference

1. Ensure a strong delegation from the three (3) clubs in the Federation attend the annual District 7030 Conference.

2. Encourage Rotarians from the three (3) clubs in the Federation to form a strong delegation to attend the annual Rotary International 

Exchange Students

1. Arrange for a student from the _____ to study at a high school in another country for one year and to be hosted by Rotary families in that country.  

2. Arrange for a high school student from another country to attend school in our area.  Arrangements include recruiting host families, selection of school, coordination of events in association with the student exchange.

Group Study Exchange (GSE)

1. Recruit and recommend applicants for District ___ outbound GSE team.  

2. Host in-bound GSE team including housing, events, tours, and activities

3. Coordinate with Rotary District ___ regarding the GSE Team.

International Relations 

1. Strengthen links with overseas clubs.  The Fleur D’Epee Club of Guadeloupe has long been closely linked with the Rotary Club of St Kitts.  Foster a continued relationship with that club and consider exchange visits.

2. Forge links with clubs in North America.

Matching Grants/World Community Service

1. Work with other club committees to execute projects especially where there is a need for international collaboration, for example where there is a need for a Matching Grant.

Rotary International Foundation

1. Create awareness of activities of the Rotary International Foundation.  

2. Promote support for the Rotary International Foundation

3. Provide liaison activities between our club and the Rotary International Foundation.

4. Increase PHF to increase financial rating with RI to gain greater support for our club on meaningful programs.

Rotary Youth Leadership Awards

1. Identify a student and a rotaractor to attend the awards

2. Provide funding for these participants (airfare, accommodation, etc)

Rotary International Scholarship

1. Recruitment, evaluation and recommendation of a candidate from Club ___ to receive a $20,000 fellowship to study at a university abroad for one year.  The student selected shall serve as a Goodwill Ambassador.

2. Coordinate this activity with Rotary District 7030

15. ROLE OF SECRETARY

15.1 Weekly luncheons

1. Sit at head table with President and Sergeant at Arms and guest speaker.  

2. Record attendance of Rotarians, visiting Rotarians and guests

3. Inform the meeting of the number of Rotarians in attendance

4. Document any important information announced at the meeting 

5. Report any correspondence received since the last meeting

6. Provide Sergeant at Arms with list of Rotarians or their family members celebrating birthdays and/or anniversaries

7. Prepare a makeup form/attendance report for all visiting Rotarians

8. Supervise the distribution and collection of name badges

9. Provide special name badges or cards for visiting Rotarians and guests

10. Prepare agenda when necessary

11. Ensure that the following items are available

a. Makeup forms/Attendance report

b. Gift for raffle

c. Gift or certificate of appreciation for guest speaker

d. Rotary Club of St Kitts banner

15.2 Other Duties of the Secretary

1. Attend the annual district assembly and district conference before taking office

2. Collect all records and materials of the Club such as the files, the available supplies, equipment and accessories

3. Ensure you have the “charter”, other plaques, medals, photographs and citations.

4. Familiarise yourself with outstanding and on-going Club projects

5. Prepare monthly attendance report and submit to District secretary within the first week of the following month

6. Distribute to club members their attendance record for the previous month

7. Send out notices of club, committee and board meetings

8. Attend all Board meetings 

9. Record minutes of Board meetings and distribute copies at the next meeting

10. Attend all Club Services committee meetings

11. Collect all mail weekly from post box 505

12. Prepare all correspondence (memos, letters, cards, flowers, etc) on behalf of the Club

13. Pay RI dues and complete Semi-Annual Reports (July – December by the end of July, and January – June by the end of January).

14. Update the RI membership database for new membership, termination, change in address, change in classification etc.

15. Inform businesses of new board members to whom correspondence should be addressed (TDC, OTI, Bottling Company, RBC, TDC Airlines)

16. Update letterhead to include new President and Secretary

17. Order Paul Harris fellows for the two persons selected by the Club

18. Fill out electoral form and return to RI by December 31

19. Distribute monthly District newsletters to all Rotarians

20. Keep a file for archives of RI news, DG’s monthly newsletters, copies of the Club Bulletin, press clippings, photos, videos etc relating to the club and club activities 

21. Prepare annual report at final meeting.  The report should include brief statements regarding actions taken by the club ’s board of directors, membership gain or loss for the year, monthly attendance percentages, and any continuing projects that are not covered in the president ’s report.

22. Prepare new member name badge

23. Organise registration and travel arrangements for the President-Elect and Secretary-Elect to attend the PETS and District Conference

24. Order club supplies when stock is depleted 

a. ABCs of Rotary – through RI

b. Rotary International Procedures Manual – through RI

c. Club banner – Bakers Flags and Emblems in Trinidad (contact number –

d. Make-up Forms – Mac Pennies in St Kitts

e. Gifts for raffle and guests – Russell Hampton and/or local businesses

f. Lapel pins – Russell Hampton

g. 4 –way test plaques – Russell Hampton

h. How to propose a new member  - RI

i. Stationary (cards, envelopes, paper, etc)

25. Prepare package for new members

· ABC's of Rotary

· Rotary International Manual of Procedure

· Rotary Club of St Kitts Manual

· Rotary Club of St Kitts Constitution and Bylaws

· 4-Way Test bookmark 

· Rotary lapel pin

· Buddy List

· Club Membership list

· Committee list

· Greeters list
· Team membership list
· Membership information form for club database
· Club bulletins for the Rotary year
16. ROLE OF TREASURER

16.1 Weekly luncheons

1. Sit at the Treasurer’s table and collect cash/cheque or charge for meal

2. Inform the meeting of the raffle and fine amounts collected

3. Prepare cheque to OTI for luncheon.  You will require another signature for all cheques

16.2 Other Duties of the Treasurer

1. Bill all Rotarians outstanding amounts owed by them

2. Record all income received and expenditure incurred

3. Prepare monthly financial statements and distribute to Board members, and to the rest of the club at the next Business meeting

4. Attend all Board meetings

5. Prepare an administrative budget for the financial year (July – June)

6. Prepare charity budget in collaboration with Director Club Service

7. Pay all bills on behalf of the Club

8. Collect signatory forms from RBC (where all the Club’s bank accounts reside) to include new board members

9. Prepare cheques for dues owed to Rotary International (July and December) and District 7030 (July).

17. ROLE OF SEARGEANT AT ARMS

17.1 Weekly luncheons

1. Ensure that the meeting room is properly set up (banners, flag, agenda, bell, microphones, podium, badge case, cards for raffle, air condition, etc);

2. Ensure that the food is on time for serving members and their guests

3. Greet, welcome and sign-in members, guests and visitors if the greeter has not arrived

4. See that all members are in the meeting room to start on time

5. Provide make-up cards to visiting Rotarians (collect from secretary)

6. Distribute cards for raffle before meeting starts

7. Ensure members wear their badges and pins

8. Sit at head table with President and Secretary

9. Conduct the business section of the luncheon meeting

a. Ask visiting Rotarians to introduce themselves

b. Ask Rotarians to introduce their guests

c. Turn over the meeting to the President until it is “Sergeant-at-Arms time”

d. Identify “fines” to make money to contribute towards the club’s administration accounts

10. Call attention in a humorous way to spur on late Rotarians to be on time in the future

11. Maintain order in a diplomatic way and see that no one interrupts the “speaker” at the time

APPENDIX 1: CLUB PRESIDENTS

Table 2. Presidents of the Rotary Club of St Kitts 

As at May 2005

	
	Period
	Name

	1
	1969 - 1971
	Fred Lam*

	2
	1971 - 1972
	Patrick Mallalieu

	3
	1972 - 1974
	Vincent Morton*

	4
	1974 - 1975
	William Dore

	5
	1975 - 1976
	Lee Moore (deceased)

	6
	1976 - 1978
	Eldred Jenkins (deceased)

	7
	1978 - 1980
	Cecil Jacobs*, 

	8
	1980 – 1982
	Al Barker*

	9
	1982 – 1983
	Howard McEachrane

	10
	1983 – 1984
	O’Neal Rogers

	11
	1984 – 1985
	Charles Wilkin

	12
	1985 – 1986
	Denzil Crooke

	13
	1986 – 1987
	Elroy Lewis

	14
	1987 – 1988
	Robert Manning

	15
	1988 – 1989
	Auckland Hector

	16
	1989 – 1990
	Ricky Skeritt

	17
	1990 – 1991
	Cuthbert Sebastian 

	18
	1991 – 1992
	John Saunders (deceased)

	19
	1992 – 1993
	Franklyn Lloyd

	20
	1993 – 1994
	Jimmy Pistana

	21
	1994 – 1995
	Burnell Nisbett

	22
	1995 – 1996
	Emile Ferdinand

	23
	1996 – 1997
	Kishu Chandiramani

	24
	1997 – 1998
	Gary Da Silva

	25
	1998 – 1999
	Stacey Hobson

	26
	1999 – 2000
	Keith Archibald

	27
	2000 – 2001
	Edmund Lawrence

	28
	2001 – 2002
	Lawrie Elmes

	29
	2002 – 2003
	Percival Hanley

	30
	2003 – 2004
	Douglas Gillanders

	31
	2004 – 2005
	Trevor Blake




*Served two terms as president

APPENDIX II. PAUL HARRIS FELLOWS

Table 3. Paul Harris Fellows

As at May 2005

	
	Period
	Name

	1
	Jan-81
	Fred Lam

	2
	Feb-84
	Eldred Jenkins (deceased)

	3
	Jan-87
	William Dore

	4
	Feb-88
	Kishu Chandiramani

	5
	Jan-89
	Lee Moore

	6
	Jan-89
	Al Barker

	7
	Jan-89
	Jacques Cramer

	8
	Jan-89
	Cecil Jacobs 

	9
	Jan-89
	Vernon Mallalieu

	10
	Jan-89
	Vincent Morton

	11
	Jan-89
	Cuthburt Sebastian

	12
	Jan-89
	Charles Wilkin

	13
	May-93
	Betty Lam*

	14
	Jun-93
	Denzil Renwick

	15
	Jun-93
	Charles Walters

	16
	Mar-95
	O’Neal Rogers

	17
	Feb-98
	Daphne Barker*

	18
	Jun-98
	Kishu Chandiramani

	19
	Jun-98
	Emile Ferdinand

	20
	Jun-98
	Errol Allen

	21
	Jun-00
	Stacey Hobson

	22
	Jun-00
	Gary DaSilva

	23
	Jun-02
	Keith Archibald

	24
	Jun-02
	Burnell Nisbett

	25
	May-03
	Sheila Chandiramani*

	26
	May-03
	Lawrie Elmes

	27
	May-03
	Edmund Lawrence

	28
	May-03
	Hulda Lawrence*

	29
	July-04
	Colin Mallalieu

	30
	July-04
	Nova Mallalieu*

	31
	Feb-05
	Percival Hanley


*Partner-in-Service
� Excerpt from President Paulo VC Costa, “The President’s message – Diving into Rotary”, Rotary World


� Paul Harris organized the first Rotary Club in Chicago, Illinois on Feb. 23, l905


� See Article VIII. Attendance. Section 1 of the Constitution of the Rotary Club of St Kitts for details


� See Article VIII. Attendance. Section 2 of the Constitution of the Rotary Club of St Kitts for details





� See Article V. Attendance. Section 1 of the Bylaws of the Rotary Club of St Kitts
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