
K-KIDS/BUILDERS CLUB ADVISOR GUIDE
Created for both the faculty advisor and the Kiwanis advisor, this advisor 
guide is filled with information and tips for supporting a K-Kids club. You 
can also download a digital copy at kkids.org/advisorguide.

OFFICER GUIDES & TABLE TENTS
Each K-Kids club officer is provided a guide to learn the responsibilities  
of their position. Table tents for club officers are also provided to serve as  
a tool during club meetings.

OFFICER, ADVISOR & MEMBER BUTTONS
Each K-Kids club officer and club member receives a button during an 
installation ceremony (refer to your advisor guide). Club officers should 
designate a day each week (preferably the club meeting day) for members 
to wear their buttons at school and show their K-Kids pride.

MEMBER HANDBOOK
This resource is packed with important information that helps members 
understand what K-Kids is and what experiences they will have as a 
member. It also includes fun activities that engage members further  
with high-impact service.

PLEDGE POSTER
Encourage club officers to display the official K-Kids poster in your club’s 
meeting room. It will be a great tool for members as they recite the pledge 
during club meetings and events.

What’s in  
          the Kit

Congratulations on being elected club secretary. You’re going to be incredible! As secretary you will help 

organize and keep records of things that happen during club meetings. So jump in and get started! 

Member information
Make a club roster (list) with the names of each club member. Ask club members for a phone number or email 

address so you have a way to contact them. You may also want to collect fun information like birthdays, favorite 

candy or favorite activity. You can use this information later to celebrate and appreciate your club members. 

Meeting information
As club secretary you’ll write down what happens at each meeting. These are called “the minutes.” You’ll need to  

be organized and write things down. Here are some ideas that will help: 

Before the meeting: Print the club meeting template at kkids.org/clubofficers. It has space for important  

information like the date, members at the meeting, special events, guest speaker’s topics and actions assigned  

to members. 

During the meeting: Use your template to write down what happens. Record the big stuff. Focus on anything 

members will need to follow up on doing. Pay attention to what is discussed, decided or planned. Don’t worry 

about minute-by-minute details or what someone wore or who disagreed with each other. 

After the meeting: Review your notes and add comments or details. You may be responsible for typing your  

notes and saving them to a computer or keeping the written copy in a notebook or file. 

Staying organized
Make time. Schedule a weekly time to update your reports and organize them. 

Keep track. Checklists and calendars are a great way to stay on top of everything.  Use the calendar in your K-Kids 

member handbook to write down upcoming meetings. 

Keep club members up to date. Write upcoming meetings and events on the calendar part of the K-Kids poster. 

Hang the poster in front of the meeting room where club members can see it.  

Create a K-Kids bulletin board. Post important information like upcoming meetings, club officers, etc. The  

bulletin board décor provided in the K-Kids member kit will make it easy. It’s already created, you just have to 

cut and staple or pin the decorations in place, then post information under the bulletin board headings. Ask  

your school for permission to hang your bulletin board where members will see it.

SECRETARY
Be the

Congratulations on being elected club treasurer. You’re going to be terrifi
c! As th

e tre
asurer, you will k

eep 

track of your club’s financial information. You’ll h
elp your fa

culty advisor tra
ck the money your club earns 

through fundraisin
g and what it 

spends to
 help others o

r on club activities. 

Create a budget for each club project

One of your jo
bs is 

to set up a budget. Your budget w
ill d

etermine how much money is n
eeded for each project. 

Club members w
ill d

ecide on a project, lis
t all th

e items needed to do the project and attach a dollar amount to
 

each item or activity. Here’s an example: 

Teacher appreciation lunch project budget

ITEM

 QUANTITY NEEDED
COST PER ITEM

TOTAL COST

Sandwiches

50

$3.00

$150

Drinks

50

$1.00

$50

Cookies

50

$0.75

$37.50

Paper plates

1 pkg of 100

$3.00

$3.00

Napkins

1 pkg of 100

$3.00

$3.00

TOTAL 

$243.50

According to this e
xample, th

e club will n
eed to earn $243.50 in order to

 pay for ite
ms needed to host a

 Teacher 

Appreciation Lunch. If y
ou help club members p

lan every event lik
e this, e

veryone will k
now how much money 

needs to
 be raised for each project you want to

 do. 

Plan and track the club’s money

After you budget fo
r each project, th

e next ste
p is t

racking the club’s m
oney. The financial record sheet can be 

copied and used to record money coming in and going out of th
e club.

TRE
ASU

RER
Be the

PRESIDE
NT

Congratulations on being elected president. You’re going to be awesome! As president you’ll practice  

servant leadership skills. This means you’ll be a kind, caring leader who helps others shine and be their 

best. You won’t be doing this job by yourself; a team of superheroes, your club officers, will help! 

President (that’s you!)

 • Leads each club meeting.

 • Leads club board meetings. (Meetings that include only the club officers.)

 • Makes club members feel welcome and listens when they share.

 
Vice President 

 • Steps in when the president is unable to lead meetings. 

 • Helps the president with all his or her duties.  

Secretary 

 • Takes notes about what happens at each meeting.

 • Shares notes at next meeting. 

Treasurer

 • Counts and keeps a record of money coming in and going out of the club. 

Making club meetings awesome

Club meetings are a place where everyone feels welcome. Here are things you can do to help everyone  

feel comfortable. 

 •  Get to know each other. Start each meeting with an ice breaker. For ideas, visit kkids.org/clubofficers. 

 •  Learn the K-Kids pledge and say it at every meeting. Print copies of the pledge at kkids.org/pledge.

 •  Use a club meeting agenda (a list of things to discuss during the meeting) to keep meetings organized  

and meaningful. You’ll get more done!  For examples, visit kkids.org/clubofficers.

 •  Form club committees: Service Project Committee, Public Relations Committee, Poster/Announcement  

Committee, Fundraising Committee, and Contest Committee. Every club member should serve on a  

committee, so each person has a role. 

 •  Learn how to lead a voting session for times when club members don’t agree. Visit kkids.org/clubofficers  

for a guide. 

 •  Ask your team of superheroes to help.

For more information, templates and resources, visit kkids.org/clubofficers.

Be the

Take the  Pledge!As a K-Kid, I promise to serve 
my neighborhood and my 

school. I will show respect 
toward my environment and 

I will try to make the world a 
better place in which to live.
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Other
  resources

ONLINE ADVISOR EDUCATION
Whether you’re a new or experienced advisor, these training courses 
will enhance and strengthen your skills as a guide and mentor. Get the 
knowledge and resources you need at kkids.org/advisoreducation. 

MONTHLY E-NEWSLETTERS
From August to May, Kiwanis International publishes a monthly e-newsletter 
for K-Kids. You will receive these newsletters via email that contain updates, 
tips, activity ideas and much more. To review past newsletter articles, visit 
kkids.org. 

K-KIDS SOCIAL MEDIA
To get the latest news and connect with other clubs worldwide, follow 
K-Kids on social media.

• Facebook: facebook.com/KiwanisKids
• Twitter: twitter.com/KiwanisKids
• Pinterest: pinterest.com/KiwanisKids

KIWANIS INTERNATIONAL STAFF
If you ever have questions or concerns, if your contact information changes, 
or if your K-Kids club changes advisors, update Kiwanis Member Services by 
emailing memberservices@kiwanis.org or calling 1-800-KIWANIS, ext. 411. 

CLUB RENEWAL
To remain an active K-Kids club, update your club’s information and pay the 
annual renewal fee this October. (The fee will be invoiced on October 1.) 
The sponsoring Kiwanis club’s secretary can follow the instructions online 
at kkids.org/renewal. If you have questions about the renewal process, 
want to order more program kit supplies, or need to report that your club 
is no longer active, email Kiwanis Member Services  at memberservices@
kiwanis.org, or call 1-800-KIWANIS, ext. 411. 
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