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Community Club Operating Guidelines 

1. Purpose
The purpose of these Operating Guidelines are to define the Club’s mission, vision, and core values, establish specific goals and objectives to serve the KAUST community and ensure alignment with the KAUST community needs and interests.  The Operating Guideline sets the framework for the club’s governance and activities and with the aim to the promotion of a vibrant art community within KAUST.

2. Name 
This organization shall be known as "xxx Community Club," which shall be referred to as the "Club" in this guideline.
3. Aims 	Comment by Alina Mansurova: Define the aims of your club
The objectives of the Club are to:
a. To provide the tools, equipment and space to explore different areas of art (including painting, drawing and ceramics, etc.) for any interested member of the KAUST community – adults and children;
b. Organize Art events, classes, workshops, etc.;
c. Provide education and disseminate information on matters related to Art, including benefits of having Art in people’s lives, Art for beginners, Art techniques;
d. Support members in any matters related to Art, including the acquisition of equipment;
e. Organize club social activities;
f. Ensure an environment emphasizing safety and responsible actions;
g. Liaise with KAUST management and the Manager of KAUST Recreation Services with regard to provision of facilities and other resources.

4. Membership 
4.1 All KAUST students;
4.2 All KAUST personnel;
4.3 All service provider personnel
4.4 Resident dependents of any of the above categories.

5. Fees 	Comment by Alina Mansurova: Describe the membership/fee system and how the money will be managed
5.1 Workshop fees are payable by all members at the commencement of all workshops. Any fees collected are to cover the costs of running the club only.
5.2 The finances of the Club are to be managed in compliance with accounting standards approved by the Chief Financial Officer of KAUST, as well as those prescribed by the guidelines for community clubs. Office bearers are accountable for ensuring compliance with these standards and are also accountable to members. The fiscal and membership year is from 01 July until 30 June.
5.3 Annual financial statements must be presented to the Annual General Meeting of the Club by the Treasurer.
5.4 After approval, a copy of the statements must be submitted to the Community Development team.

6. Officers 
The Club Board of Officers consists of the following (needs to be 3):
6.1 President 
6.2 Secretary/Treasurer
6.3 Communications officer

President
· Preside at all meetings of the Club;
· Call regular and special meetings of the Board and the Club as required to conduct the business of the Club;
· Appoint ad hoc committees not otherwise provided for;
· Provide for the discharge of necessary duties due to the temporary absence of other officers;
· Ensure that the Constitution and regulations of the Club are enforced;
· Liaise with KAUST management.
Secretary/Treasurer
· Maintain records of the proceedings of all Board and Club meetings;
· Issue notices of meetings and agenda; and
· Inform KAUST Recreation Services of any changes in Board and Club membership within two weeks of the event.
· Manage the financial affairs of the Club;
· Collect all monies due to the Club;
· Pay all bills of the Club; and
· Maintain the financial records as prescribed in this Constitution or the procedures for Community Clubs.
Communications officer
· Manage social media and promote events;
· Design creative content (posters, posts, newsletters);
· Keep members informed through group messages and emails;
· Build the club’s visual identity and brand;
· Document and share club activities and artwork;
· Handle public relations and cross-club communication;
· Gather feedback and boost engagement.

7. Meetings
General Club meetings are for all regular members of the Club, convened for the purpose of discussing Club business and making decisions. Junior members may attend as observers.
7.1 The Annual General Meeting (AGM) should be held within two weeks of the commencement of the KAUST Fall semester. Prospective members may be invited to attend as observers, with the purposes of providing a recruitment opportunity. The AGM shall primarily be for the election of Board Officers, ratification of the Annual Financial Report and approval of the President’ Annual Report. The Board of Officers thus elected will take office immediately after their election.
8. Confidentiality 
8.1 All committee discussions and recommendations are confidential and private. Members, the committee Secretary, and others attending committee meetings are obliged to maintain this confidentiality. 
8.2 Disclosure of committee recommendations and directives is only permissible to the extent necessary for their implementation.  Club members, the committee Secretary, and others attending committee meetings are prohibited from disclosing any confidential information related to the university's operations and activities.

9. Conflict of interest 
9.1 A circumstance where a member or their relatives have a specific interest, whether material or non-material, direct or indirect, current, or potential, that influences their objectivity or impartiality when making decisions or expressing opinions related to their duties.
9.2 Committee members must prioritize the interests of the university and the public over personal interests, striving to avoid direct and indirect conflicts of interest, and working to prevent them as much as possible. 
9.3 All members of the committee must disclose the cases of conflict of interest in accordance with the university’s approved policy.
10. Review and Amendments 
10.1 The Committee conducts an annual review—or as needed—of the Operating Guidelines’ provisions to determine the need for updates or amendments. 
10.2 Any member or the Committee Secretary can propose amendments at any time as they deem necessary for the effective functioning of the Committee. 
10.3 The Committee can include the proposed amendment in the agenda of its next meeting.
11. Final Provisions 
11.1 This Operating Guideline is implemented in a manner that does not conflict with the provisions of the university's foundational document, basic system, and the approved authority matrix or any systems, regulations, decisions, or bylaws applicable to the university.
11.2 The Committee is the reference for all matters not explicitly addressed in this Operating Guideline and is responsible for issuing revealing decisions for the Operating Guideline’s provisions.
11.3 This Operating Guideline is adopted by the Committee and is effective from the date of its approval.
11.4 In case of any discrepancy between the powers outlined in this Operating Guideline and the Schedule of Delegation and Authorities, the Schedule of Delegation and Authorities will prevail.
11.5 This Operating Guideline should be reviewed in accordance with the Policy of Management.
11.6 The Secretary of the Committee should provide a copy of this Operating Guideline to members of the Committee.
12. Liability and waiver 
By signing this form, the President of the Community Club acknowledges their accountability for ensuring the Club operates in accordance with its Operating Guideline, Community Club Procedures and KAUST policies. See below: 

1. Compliance with KAUST Policies:
The President of the Community Club shall ensure that the Club complies with all KAUST policies, including but not limited to safety, ethical conduct, financial transparency, and appropriate use of facilities.
2. Safety and Risk Management:
1.1 The President of the Community Club shall ensure that all Club activities are conducted in a safe and responsible manner.
1.2 Any incidents, accidents, or liabilities arising during Club activities must be promptly reported to the relevant KAUST authorities.
1.3 Any individual under 18 taking part in club activities must be accompanied by a guardian. 
3. Financial Accountability:
1.1 The President of the Community Club shall ensure the Club operates on a non-profit basis and that all funds are used solely for Club activities and objectives.
1.2 The President of the Community Club shall oversee transparent and accurate financial management and ensure the Treasurer maintains complete and up-to-date financial records.
1.3 The President of the Community Club shall ensure that financial records are available for review by KAUST or Community Development upon request.
4. Operational Governance:
1.1 The President of the Community Club shall ensure the Club adheres to its Operating Guidelines, including conducting regular meetings, Special General Meetings and hosting events.
1.2 The President of the Community Club shall oversee the fulfillment of officer roles and ensure smooth transitions between outgoing and incoming officers.
5. Liability:
1.1 The President of the Community Club shall not be held personally liable for any incidents, accidents, or claims arising during the course of Club activities, except in cases of gross negligence, willful misconduct, or actions taken outside of their reasonable control. The President of the Community Club’s liability is limited to ensuring compliance with the Club's Operating Guidelines, KAUST policies, and the guidelines set forth in this Liability Form. Furthermore, the Club shall address risks associated with its activities, and the President shall not be personally liable for claims covered under such insurance.

Declaration

This Operating Guideline outlines the framework for the operation and governance of xxx Community Club. By signing this form, the President of the Community Club confirms acknowledgment and acceptance of the responsibilities and liabilities outlined above. The President of the Community Club agrees to fulfill these duties in accordance with the Community Club Procedures, Club’s Operating Guidelines, and KAUST policies.


President of Community Club: ___________________Date:_____________
President	Comment by Alina Mansurova: Write the name

 
Community Club Officer_______________________ Date:_____________
Treasurer/Secretary/Other officer 	Comment by Alina Mansurova: Choose the option that describes the role of the co-signer	Comment by Alina Mansurova: Also, write the name

 
Campus and Community: _______________________Date:_____________
Campus and Community Representative
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