
HEART OF THE WEST
CIVITAN DISTRICT
                   POLICIES AND PROCEDURES MANUAL
PREFACE

The Heart of the West District of Civitan International recognizes and complies with all International Board Policies, whether published in the Heart of the West District Board Policy and Procedures Manual or not.

This Policies and Procedures Manual for the Heart of the West District has been approved by the District Board. The policies & procedures developed and included in this manual shall serve as guidelines for the successful and efficient administration and management of the Heart of the West District and its clubs.  All written policies and procedures shall be broad enough to indicate a line of action, yet narrow enough to provide clear guidance.

The Heart of the West District Policy and Procedures Manual includes, for easy reference and to eliminate duplication, some sections of the International Board Policies that apply to Districts and Clubs.  Changes to the International Board Policies will automatically be included as they become effective.

Addendums dealing with specific details that are unique to the Heart of the West District are inserted where appropriate. In the event of apparent conflict between these policies and procedures and the Civitan International Constitution, Bylaws and Board Policies, the Civitan International rules will always apply.

Examples of Numbering.:

#0301		International Board Policy
#0301.1	International Board Policy Addenda
#0301-1	Heart of the West Policy
#0301-1-1	Heart of the West Policy Addenda

Standards
The responsibilities and duties described herein shall be considered minimum standards. Nothing herein shall prevent a member of the District Board from holding an appointive office in the District.

The term "Chairman" as used in this manual refers to the title of the presiding officer of an organized body, meeting or committee and has no connotation as to gender. Similarly, the pronouns "he" and "him" relate only to the officer/member, regardless of gender.

Civitan International By-Laws require that the business of the District shall be administered by a "District Executive Board."	(Wherever the	term "District Board" is used in this manual, it is synonymous with "District Executive Board.")
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Exceptions
It is intended that these policies and procedures and definitions of responsibilities will be specific enough to provide clear guidance. If situations within the District operations occur which do not appear to be covered by these policies and procedures, the Governor has the authority to act. However, his action must be ratified or be disapproved by the District Board or be covered by a policy statement at the earliest possible date.

Purpose
The mission and purpose of the Heart of the West District is to join in a unified effort to fulfill community and promote individual member growth through service, knowledge and fellowship.

The Heart of the West District shall facilitate the exchange of ideas and fellowship between clubs to encourage their participation in the purposes, programs and policies of Civitan International to the benefit of their communities.

As a means of maintaining required operating standards and accomplishment of specific goals and objectives, the District shall develop and update annually a five-year plan detailing goals and objectives related to the mission and purpose of the Heart of the West District.

The Plan Update shall be approved/amended and adopted by the Incoming District Board on or before Oct. 1 of each year; each time with the Plan therefore extending its life by one more year.

Initiation and Adoption of New or Changes of Policies.
Proposals for new policies or changes to existing policies may be initiated by any District Officer, Club-in-Good-Standing, or any Civitan member. The adoption of any new policy or changes to existing policies is solely the responsibility of the District Board, except for action at the Annual District Convention as described below..  

Action at Annual District Convention.
The Annual Convention of the Heart of the West District may cancel, vacate, annul, change, alter or amend any District Policy existing at the time of an Annual Convention. In addition, any new policies and/or procedures may be presented, discussed and voted upon at the Annual Convention.

Publication and Accessibility of Policies and Procedures.
It shall be the responsibility of the District  Judge Advocate to establish and maintain an orderly plan for preserving and making accessible the policies adopted by the Heart of the West District Board and any administrative rules and regulations needed to put them into effect.  Notice of any new or change to existing policy or procedure adopted by the District Board during the year must be published in the District Bulletin at least 30 days prior to the Annual Convention.  A complete set of District Policies and Procedures shall be kept current by the Judge Advocate on the Heart of the West District website (www.heartofthewestcivitan.org).  Civitan International Board Policies that directly affect District and Club operations should also be included in the website.  Hard copy shall be maintained by the Judge Advocate for meetings and for website updating. 
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