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World Fit For Children

University Clubs Policy

I: Starting a WFFC Club

1) Find a President.  You will need one or two motivated people to start the Club.  The leader will become the first President of WFFC at […Your School Name…]

2) Check with Student Services (name may vary depending on school) office at your school before you do anything.  Inquire about club registration policies, procedures, and deadlines.  Get an application form if applicable.

3) Recruit an Executive Committee of five members: President, Vice-President of Fundraising, Vice-President of Memberships, Vice-President of Communications, and a Treasurer.  (See Section III below for descriptions of these titles.)

4) Collect the necessary member’s signatures if applicable for your Club application.

5) Request the Club Constitution from WFFC Head Office.  You are not allowed to draft your own and any amendment to the WFFC Constitution must first be approved from WFFC Head Office.

6) Register the Club officially with your school.

7) Request an Affiliation Agreement form from WFFC Head Office.  This will be signed by the Club’s President thereby officially linking your Club to WFFC.

II: Recruiting Executive and General Members

1) Design a membership sign-up sheet that included the full names, phone numbers, e-mails, plus student numbers and signatures (if requested for the Club application) of students.  This is also available from the WFFC Head Office upon request.

2) Design a display board (with colorful pictures of children) and brochures.  These are available from the WFFC Head Office upon request.  Note that all promotional materials must include WFFC Charity Registration number, website, and contact e-mail.  You are only authorized to use WFFC pictures, which are available upon request.  Please do not copy pictures from other places such as the internet because this would be a violation of copyright laws.

3) Try to arrange an information/display table to be put out somewhere in your school.  Have the display board, brochures, and sign-up sheet ready.  You may also wish to place donation boxes as well.

4) Try to ask the Student Services office if they could help you with recruiting members such as letting you send an announcement to a list server or contacting other similar clubs.

5) Try to get access to as many e-mail list servers at your school as possible.  Sending an announcement can quickly reach hundreds of students.

6) Arrange to make a short presentation in front of different classes just before they start.  Tell students about WFFC and that we need their help.

7) Make recruitment posters and post them around the school.  Posters usually get taken down quickly, but try posting a 3-4 times on different days.

8) Make flyers and hand them out to students in busy locations.

9) Ask anyone that you know to join – friends, classmates, sports mates, etc.

10) If your school has a newspaper, then placing an ad might be very helpful.

11) If none of the above works, then simply grab your sign up sheets and start approaching people directly in busy places such as hallways, cafeterias, tutorials, classes, etc.

12) Please use any other ideas that you may come up with and don’t forget to ask WFFC Head Office for assistance whenever needed.  We are here to help you succeed.

III: Roles and Responsibilities of the Executive Member (taken from the Club Constitution)
1) The President, upon the advice of the Chairman, shall represent the highest authority within the student club. The President’ responsibilities shall be those that promote the club’s objectives as directed by the Chairman.  S/he shall manage the overall affairs of WFFC@[..Your School’s Name…] and report to the parent organization WFFC.  The President is obligated to report directly to the Chairman or Board of Directors of WFFC, and where necessary, carry out orders from that Board.

2) The Vice-President of Communications shall maintain internal and external public relations with people, organizations and businesses.  S/he shall communicate with the media and shall be in charge of internal and external advertisement and promotion.

3) The Vice-President of Memberships shall handle recruitment of new members, list servers, address suggestions and complaints by members, reply to members' e-mails, deal with membership applications, be responsible for setting the date for monthly members’ meetings and calling members.  S/he shall further act as a moderator between the members and the President.

4) The Vice-President of Fundraising shall be in charge of organizing ways to fundraise for our projects, shall coordinate fundraising events, shall seek and maintain corporate funding, and shall organize letter-writing fundraising campaigns once a year.

5) The Treasurer shall also be the official Secretary of WFFC@[..Your School’s Name…].  S/he shall keep track of financial records, minutes of meetings for the executive and the general members, record all events and campaigns, act as the chief auditor for WFFC at [..Your School’s Name…].  S/he shall have a signing authority and is responsible for booking of rooms, tables, and dealing with applications.  S/he shall keep and monitor the club’s coherence with the Constitution and shall handle relations with York's administration.  Furthermore, the Treasurer shall be responsible for all financial transactions from, to, and within  WFFC@[..Your School’s Name…].

IV: Day-to-Day Operations

1) Make sure that everything you do is consistent with WFFC’s By-Laws, the club Constitution, Affiliation Agreement, WFFC’s Vision Statement, Mission Statement, and Guiding Principles.  Please ask the Head Office if you are not sure about something.

2) Consult your Club Constitution regularly as your day-to-day guide.

3) The main purpose of any WFFC Club is to do fundraising and advocacy.

4) Get familiar with your school’s clubs policy regarding the booking of display tables, rooms, spaces, as well as the posting of banners, posters, and anything else relevant to your Club’s operations.

5) Set up a meeting with the new Executive sometime before the start of your school year.  The President should inform the Executive members about WFFC, go over the Constitution (specifically the responsibilities of the VPs), and come up with a Strategic Plan for the entire school year.  This Strategic Plan will outline what the Club aims to achieve and it must be submitted to the Head Office for approval.  WFFC’s Board of Directors approves all Club Strategic Plans.

6) You must hold at least one fundraising event each month with one really big/major event per school year.

7) Check with your school if your Club can get office space for regular weekly meetings of the Executive.  It might be a good idea to also hold regular office hours for students who might be interested in dropping by.

8) The Executive Committee must meet every week for about 1 hour.  All Executive Members must attend regularly or be replaced.  They must notify the President at least 24 hours before a meeting if they are unable to attend.  Someone must be assigned to take the minutes of each meeting.  A copy of all minutes must be forwarded to WFFC Head Office.

9) At least 1 General Members Meeting must be organized per school semester (twice per school year).

10) All members of the Club, including the Executive members, must pay a minimum of $5/year membership fee ($10/year for non-students).  You can use this money for your Club’s operation budget and send to WFFC Head Office whatever is left at the end of the school year.

11) Check with your school regarding possible funding for clubs and events.

12) The VP of Memberships should take the sign-up sheets used to recruit members and make an e-mail list server so that the Club can effectively communicate with all its members.

13) Keep official receipts for all of the Club’s expenses.

14) Near the end of your school year and at a General Members Meeting, the members must elect a new Executive for the next school year.  Current Executives can renew their membership provided that they will still be students next year.

15) A written notice must be submitted to the Executive Council at least 15 days before an Executive member decides to resign.

16) It is the responsibility of the President to ensure that a new Executive is formed for next school year, as well as to ensure that any current vacancies on the Executive, should they occur, are filled as soon as possible.

17) Please let the WFFC Head Office know if there are any current Club members that may be moving to other universities next year and that might be interested in helping to start a WFFC Club at their new school.  We always seek to expand the WFFC network of university Clubs around the world.
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