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Welcome 
 

 
Congratulations on being selected to serve as a Counselor or Associate Counselor for your 
chapter! This guidebook gives you an overview of the roles and responsibilities of Chapter 
Counselors and Associate Counselors and why your position is important to the health and 
success of your chapter. 
 
Included in this guidebook, you can find information on: 

 

 Role and Responsibilities of Chapter Counselors 

 Role and Responsibilities of Associate Counselors 

 Chapter Operations 
o Chapter Requirements 
o Chapter Bylaws  
o Working with Chapter Officers 
o Understanding Chapter Models 
o Chapter Structure 
o Officer Elections 
o Officer Training and Transition 

 Counselor Tools and Resources 
 
 
 

Support from Society Headquarters 

Would you like suggestions or advice? A Regional Chapter Coordinator (RCC) is ready to 
answer your questions and assist your chapter with ongoing development and resources. 
Simply call 800-284-3167, or e-mail mcs@kdp.org. You can contact your RCC directly by 
going to www.kdp.org/chapters/contactyourrcc.php. 
 

 

 

The mission of Kappa Delta Pi is to honor the achievements of educators and promote 
excellence in education.  
 
 
 
 
 
 
 

http://www.kdp.org/chapters/contactyourrcc.php
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Roles and Responsibilities of Chapter Counselors 
The Chapter Counselor is vital to maintaining the continuity of a healthy and sustainable 
chapter. The Chapter Counselor provides information about chapter life, makes 
recommendations regarding a decision or course of programming, provides counsel to the 
officers and members of the chapter, and assists chapter officers in planning activities on 
campus. Chapters can have two counselors to help advise the chapter. 
 
Kappa Delta Pi Society Bylaws Article 5, Section 5.4, describe the responsibilities of the 
Counselor as follows: 

 Maintain an active membership with the Society and chapter; 

 Serve as a member of the chapter Executive Committee and the Membership 
Committee;  

 Provide for the safekeeping and accessibility of records and properties of the 
chapter; 

 Assist in planning chapter activities;  

 Ensure the submission of reports or other correspondence required by the Executive 
Council;  

 Provide for the installation of officers of the local chapter; and 

 Ensure observance of the rituals.  
 

In addition the Chapter Counselor is responsible for the following actions: 

 Assist chapter President and Executive Committee overseeing officer elections; 

 Assist chapter President with officer training and transition; 

 Submit initiate list and money to Headquarters;  

 Submit names of new officers to Society Headquarters; and 

 Maintain a counselor binder to organize your time and effectively operate the local 
chapter. Customize your binder using the online Counselor Tools and Resources to 
fit your needs and those of your chapter. Record any activity conducted so that 
future presidents have records to follow. 
 

Role and Responsibilities of Associate Counselors 
In addition to an appointed Counselor, any number of Associate Counselors may be 
selected. Chapters are encouraged to have an Associate Counselor to help maintain 
continuity in chapter operations, along with sharing responsibilities. It is recommended that 
the Counselor and Associate Counselor(s) evaluate and capitalize on each other’s skills and 
strengths when dividing responsibilities. For example, if one has strong administrative skills, 
this individual can assist the Treasurer and Secretary in monitoring activities, while a more 
program-oriented individual might be better equipped to support chapter programming. 
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All provisions applicable to the Chapter Counselor apply to the Associate Counselor(s). At 
institutional chapters, the Associate Counselor need not be a faculty or staff member. Some 
suggested responsibilities might include: 

 Attend all chapter meetings, initiations, and Executive Committee meetings, and 
other activities as his or her schedule allows;  

 Advise the Program Committee and assist with planning; and  

 Promote scholarship awards and help select scholarship criteria.  
 

Chapter Operations 

Chapter Requirements 
All KDP chapters must fulfill four basic requirements to remain in good standing with the 
Society. Chapters that do not meet these requirements are placed on probation or 
suspension and can return to good standing only after fulfilling the necessary requirements. 
These four requirements are: 
 

 Conduct Initiation Ceremonies:  Chapters must carry out at least one initiation each 
year to bring in new members so as to ensure the chapters’ growth and sustenance. 

 Complete Chapter Reports: Submitting chapter reports allows the chapter’s 
Regional Chapter Coordinator (RCC) to provide your chapter better service and 
support. Your chapter can use the reports as evaluative tools, on which the 
executive committee and chapter members can reflect. The Annual Financial Report 
ensures the chapter is meeting requirements laid out by the Internal Revenue 
Service. You can find copies of the reports under Chapter Reports under the chapter 
section of KDP website. Contact your RCC if you have any questions about 
completing reports. 

 Provide Chapter Programming: Each chapter is required to have at least one general 
membership meeting in the year. Ideally, this meeting includes a program. However, 
some chapters fulfill this requirement by convening to review and vote on chapter 
bylaws or facilitate the election process. You can find program ideas in the Chapter 
Programming section of the KDP website. You also can learn about KDP’s signature 
service initiative, Literacy Alive!, at KDP Online. 

 Attend Conferences: Each chapter must participate in a Society event a minimum of 
one time in two consecutive biennia (four years). This event may be the biennial 
Convocation, held at different locations in the United States every two years, or the  
iLead conferences, which are hosted in each region during the off-years of 
Convocation.   

 
 
 
 
 
 

http://www.kdp.org/literacyalive/index.php
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Chapter Bylaws 

Bylaws maintain order and fairness and reflect Society values. Kappa Delta Pi adheres to 
rules and regulations set forth by the KDP International Constitution and Bylaws. 
Additionally, each chapter has its own local Chapter Bylaws, which should be updated every 
two years to remain current and reflect changes voted on during the Society’s Biennial 
Convocation. See Chapter Bylaws on how to update your chapter’s bylaws. 

 
Working with Chapter Officers 
The Counselor serves as a personal resource for the chapter, which often includes 
mentoring officers and members. The Counselor assists with officer elections, training, and 
transition; works with officers in developing leadership skills; serves as a source of 
information; and provides support as needed. It is important to establish with the officers 
mutually agreeable expectations. A Counselor Expectation Checklist can be used to help set 
expectations between the Counselor and chapter members. The Counselor and Executive 
Committee members complete the form separately, and then they can discuss shared 
scores or points of difference to build the relationship between Counselors and the chapter, 
as well as outline expectations. 
 

Understanding Chapter Models 
To help accommodate the many and varied needs and structures of KDP’s 600-plus 
chapters, the Chapter Services team designed and developed three Chapter Models: 
Initiation-Only, Standard, and Advanced. The models better define: 
 

 Expectations of both KDP Headquarters and chapters; 

 Chapter progress and chapter operations for better tracking and success; 

 Assessment areas for chapter management; and 

 Excellent service and support. 
 
Though chapters are asked to update their models every two years using the Chapter Model 
Agreement found through the KDP Web Portal, models may be changed annually. When a 
model designation is changed, a new model agreement must be submitted to KDP HQ.  
 
These model expectations guide chapter operations and help chapters do what needs to be 
done to be successful. They are not to evaluate chapters for suspension or withdrawal but 
are used to ensure the health of chapters, evaluate chapters for awards, provide 
opportunities to measure success, and offer incentives and recognition. These models help 
chapters get support when needed, assist with their growth and development, and give 
recognition for successful chapter operations—regardless of structure. Please view the 
Chapter Model information on the KDP website to become familiar with your chapter’s 
model.  
 
 

http://www.kdp.org/chapters/officerandcommitteesmodel.php
http://www.kdp.org/chapters/officerandcommitteesmodel.php#Advanced


©2011 Kappa Delta Pi, International Honor Society in Education 

 

 

Officer Elections 
The Chapter Counselor works with the President and the Executive Committee in 
overseeing officer elections. You also are responsible for updating your officer roster within 
two weeks of elections through the KDP Web Portal. Updating instructions can be found 
under Chapters section of KDP website. You can find an Election Timeline on how to 
prepare for effective elections there also. 
 
Your chapter’s election methods are set in your local Chapter Bylaws. Below are four 
suggestions for hosting elections: 
 

 Conduct a designated meeting—only members in attendance may vote. 

 Send an e-mail—set a specific cut-off date when voting closes. 

 Vote Online—if your chapter has its own Web site, speak to the Webmaster about 
installing a voting option. Chapters without sites may use a free site such as 
SurveyMonkey ( www.surveymonkey.com).  

 Vote via Postal mail—send the ballot and set a date when ballots must be returned 
either by mail or dropped off to a designated person. 

 

Officer Training and Transition 
The Counselor, Associate Counselor (when applicable), and President are responsible for 
coordinating the training of the chapter’s officers. The goal of this training is to make 
certain that each person fully understands how to do his or her job, what is expected, and 
any benefits awarded for serving in the role. 
 
A well-trained officer ensures that the chapter remains in compliance with national 
standards and, thereby, is eligible for monetary incentives and national leadership 
opportunities. Well-trained officers know how and when to do their jobs so that their 
service eases the Chapter Counselor’s job. 

 
Officer Transition vs. Officer Training 

Officer transition and officer training are not the same. Officer transition is the passing 
of information, records, suggestions, and responsibilities from outgoing to newly 
elected officers. The simple transfer of materials does not constitute officer training, 
but merely supplies newly elected officers with the tools they need to do their job. 
Through training new officers gain the education and skills to effectively do carry out 
their jobs. 

Officer Transition Officer Training 

• Transfer of records and supplies • Education about the organization 

• Transfer of knowledge • Education on the position 

• Transfer of responsibility • Learning organization-based skills 

• Learning position-based skills     

http://www.surveymonkey.com/
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When there is a change in officers, outgoing and incoming officers always should meet 
together to aid in smooth transitions. However, a one- or two-hour meeting is generally 
not enough time for officers to understand all of their responsibilities. Additional 
training from the Chapter Counselor or Regional Chapter Coordinator also may be 
needed.  
 
In addition to a transition meeting, chapters should take advantage of one of these 
options for officer training: 

• Virtual Officer Training 

• 
Live Officer Training (led by Chapter Counselor/Associate Counselor or other 
facilitator) 

Additional officer training may be offered at Convo or other KDP sponsored events. 
 

Counselor Tools and Resources 
To find specific tools and resources to aid you in your role as Counselor, visit the 
Counselor/Associate Counselor page of the Chapter Leadership section under Chapters on 
the KDP website. You will find the following items: 
 

 KDP Membership Requirements 

 New Chapter Counselor Information Form 

 Chapter Counselor Resignation Form 

 Chapter Bylaws 

 Election Timeline 

 Chapter Year Checklist 

 Counselor Expectation Checklist 
 

 

 

 

 

 

 

 

 

 


