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Support from Society Headquarters

Need suggestions or advice? A Regional Chapter Coordinator is ready to assist your chapter
with ongoing development, resources, and to answer chapter questions. Just call 800-284-3167,
or e-mail mes@kdp.org.
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Section 1: Responsibilities

Responsibilities of the President
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operations. In this position, the president influences the chapter as the visionary leader for the
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available resources.

Kappa Delta Pi Society Bylaws describe the following responsibilities of the President:
1 Preside over all general membership and Executive Committee meetings;
9 Appoint committees when necessary; and
9 Perform other duties as specified in the chapter bylaws.

You also:
1 Organize officer elections and officer transition;
f  Guide the Executive Committee in setting chapter goals;
Complete Year-End Summary Report due by June 1; and
Monitor performance of committees.

As Chapter President, your main expectations are:

Y Communicate with the counselor and officers;

9 Support and uphold chapter bylaws and national bylaws, policies and procedures
of Kappa Delta Pi;

9 Oversee chapter operations and general membership;

Promote positive relations within the Education Department, university and
other organizations;

I  Represent the chapter with the university, community, alumni and Kappa Delta
Pi Ambassadors; and

Y Conduct a successful transition.

Maintain an officer notebook to organize your time and effectively operate the local
chapter. Record any activity conducted so that future presidents have records to follow.

Responsibilities of the Standing Committees

The President, Vice President, Membership Chair, and Foundation Representative
coordinate the following Standing Committees, respectively:
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Executive Committee

The President chairs the Executive Committee of the chapter, a required standing
committee by the International Constitution and Bylaws. Serving as a steering committee for
the chapter, the Executive Committee meets more often than the general membership
meetings. This committee is responsible for approving the chapter budget and setting chapter
goals to improve the chapter. In addition, the Executive Committee keeps a sharp eye on the
health of the chapter, evaluating its strengths and weaknesses. While there are often issues to
be voted on that must be conducted during a general membership meeting (i.e., election of
officers, passing of local bylaws), decisions affecting the entire chapter such as programming
are first approved by the Executive Committee before unveiling to the general membership.
Other decisions such as the chapter budget are voted on exclusively by the Executive Council.

Program Committee

The Vice President chairs the Program Committee, a required standing committee by
the International Constitution and Bylaws. This committee is responsible for planning and
implementing all chapter programs and events, job-search preparation programs, service
projects, speakers, and other creative ideas to provide new opportunities and experiences for
chapter membership. The Program Committee works with the Membership Committee, using
the results from the Member Interest Survey to provide specific experiences requested by the
members. The Vice President presents the calendar of events first to the Executive Council for
approval and then to the chapter. The Vice President monitors the progress of all sub- and ad
hoc committees formed to support chapter programming.

Optional sub-committees: The Vice President may coordinate the following sub-

committees to meet the ongoing needs of the members: Service; Professional Development;
Social; and Public Relations/Publicity.

Membership Committee

The Membership Chair chairs the Membership Committee, a required standing
committee by the International Constitution and Bylaws. This committee is responsible for
recruiting members and retaining them once they join the chapter. They generate a list of
potential members and verify eligibility. The Membership Committee plans and presents the
informational meeting for prospective members and the orientation meeting for newly
inducted members. This committee also coordinates the initiation ceremony. After the
initiation, the Membership Chair works with the Secretary and Treasurer to complete the
initiate list information. The Membership Committee conducts the Member Interest Survey and
works with the Program Committee to provide specific experiences requested by members.
This committee creates and implements a plan to keep members involved in the chapter and
informed about Kappa Delta Pi benefits. Additionally, the Membership Committee coordinates
programs to recognize member accomplishments.

Optional Sub-committees: The Membership Chair may coordinate the following sub-
committees to reach out connect all members of the chapter: Alumni Relations; and
Membership Participation Program.
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Fund-raising Committee

The Foundation Representative chairs the Fund-raising Committee. The Fund-Raising
Committee collaborates with the Program Committee to plan and implement all fund-raising to
support chapter events, scholarships, community projects and Society functions. The
Foundation Representative works with the Treasurer to match funding to chapter projects. This
committee also coordinates efforts to raise money for Convocation attendance.

Optional Sub-Committees: The Foundation Representative may coordinate the
following subcommittees to organize funds and facilitate information: Local and National
Scholarships; and The Educational Foundation.

Additional Committees and Chairs

After the establishment of the required committees, the president may form other
committees and subcommittees to support chapter programming and give members additional
opportunities for involvement and leadership.

The Secretary may coordinate the following committees or subcommittees to enhance
member communication: Communication Committee; Chapter Newsletters; E-mail Listserv;
Chapter Web site; Member Feedback ; and Bulletin Board.

The Historian may coordinate the following committees or subcommittees to offer
member and chapter recognition: ACE Award; Star Award; Phoenix Award, Newcomer Award;
Portfolio/Scrapbooking; Reporting, and Chapter Legacy or Chapter Historical Committee.

The Treasurer may coordinate the following committees or subcommittees to organize
and grow funds: Budget; and SGA Liaison Committee

Section 2: Meeting Management

Meetings are the primary method for chapters to make decisions and communicate
with members. The president is responsible to lead both the Executive Committee meetings
and the general membership meetings.

First Executive Committee Meeting

Several components must be a part of the first Executive Committee meeting or officer
training in an academic year. The following agenda will allow the chapter officers to plan
effectively for the upcoming year.
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Sample: First Executive Committee Meeting Agenda

I. Discussion of Executive Committee as Governing Board, review of the Chapter Bylaws
II. Officer Positions and Responsibilities
lll. Assessment of Chapter
IV. Goal-Setting for the Year, including Chapter Programming, Events and Fundraisers
V. Budget

* Presentation from Outgoing Treasurer

* Review by Incoming Executive Committee
VI. KDP Promotional Blitz ¢ getting out the KDP word
VII. Next Steps and Assignments

The following list elaborates on topics for the first Executive Committee meeting:

Governing Board: Discuss the role of the Executive Committee as a governing board.
The Executive Committee sets and governs the policies and procedures that support the
YAaaArzy 2F (GKS {2 0A S e datiotcknSins@hié golealinidg Ndcies, 0 8 f | ¢ &
which must never conflict with the Society Constitution and Bylaws. The procedures decided
upon by the Executive Committee help direct the activities of the committees.

Officer Positions: Each officer performs specific duties needed to run the chapter. All
standing committees fall under the Executive Committee. Ad hoc committees are formed as
needed to provide additional support for programming and events as well as additional
leadership opportunities for chapter members.

Assessment: The committee identifies current policy issues of the chapter. It is
important for the chapter officers to determine the status of the chapter before any planning
for the upcoming year begins.

Goal Setting: Using the Four-Step Growth Plan and Goal-Setting Worksheets in the Goal-
Setting Guide, officers should set goals for the academic year. This plan should not limit the
chapter, but rather provide a road map for the year. The plan is designed to enable chapters to

grow to a level at which each chapter becomes a continuous, viable entity on campus that
YSSia YSYOHhHENE FBSRIEDF Yy Aad RSAAIYSR sil2 o0dzAif R

Budget: Based on the goals that the chapter has determined, a budget should be
designed by the Treasurer. As an Executive Committee member, itisi KS t NB & A i
NBalLlR2yaArAoAtAde G2 OOSLII 2N FR2dzad GKS OK

Promotional Blitz: How will students find out about Kappa Delta Pi on your campus? For
each event, program, or KDP gathering, plan something short that will spark the interest of
members and prospective members, such as giving survival kits to student teachers or serving
Kappa Delta Pie.
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Sample Executive Committee Meeting Agenda

I.  Callto Order (President)
Il.  Attendance/Reading of Minutes (Secretary)
lll. Officer Reports (Individual Officers)

A. Counselor

B. President

C. Vice President

D. Treasurer

E. Secretary

F. Membership Chair

G. Historian

H. Foundation Representative

IV. Committee Reports

A. Executive (President)

B. Membership (Membership Chair)

C. Program (Vice President)

D. Fund-raising (Foundation Representative)
D. Ad Hoc
V. Old Business (Officers/Chapter Members)
VI. New Business (Officers/Chapter Members)

VII. Announcements (not Society related)

VIIl. Adjournment (President)

Successful Meeting Planning

Meet with a purpose. Time is a precious commodity. When individuals attend a
meeting, they want the time spent there to be worthwhile; that something was accomplished,
and/or they learned something new. Outlined below are some guidelines to help ensure that
members will feel validated when attending meetings.

Decide on a day and time for chapter meetings.
Reserve a meeting room well in advance.

> > D

Develop an agenda (use sample agendas in this guidebook for reference). Keep chapter
business to a minimum (10¢15 minutes) so the remaining meeting time can focus on a
membership program.

A Publicize the meeting (on the Internet; via e-mail, newsletter, and/or flyer; by phone) to let
members know when, where, and at what time the meeting is scheduled. Also indicate why
members should/would want to attend.
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A Prior to each meeting: Review the agenda with committee chairs and officers to ensure that
the appropriate individuals are prepared for presentations.

A Gather materials for the meeting. Photocopy the agenda and all other materials to
distribute to members.

A Make the meeting worthwhile. Have a social gathering or a speaker after conducting

business.
A Make meetings fun. Perhaps give away door prizes, and always recognize outstanding
accomplishments of members.
A Allow yourself enough time to prepare the meeting room before people arrive.
A Greet members as they arrive.
A Thank members for attending.
Sample General Membership Meeting Agenda
I. Callto Order (President)
Il.  Attendance/Review of Minutes (Secretary)
lll.  Committee Reports
a. President (Executive Committee)
b. Vice President (Program Committee)
c. Membership Coordinator (Membership Committee)
d. Foundation Representative (Fund-Raising Committee)
IV. News from the School of Education and/or KDP (Counselor)

IV. Old Business

V. New Business

VI. Program

VIl. Recognition of Individual Members
VIIl. Announcements

IX. Questions

X. Adjournment (President)

Section 3; Officer Elections and Transitions

A smooth transition of officers from one year to the next takes careful orchestration.
Current officers must keep their binders up-to-date to ensure the most accurate chapter
roadmap for the incoming officers. The time spent for transition is valuable for chapter
consistency, brainstorming for new ideas, resolving past conflicts and celebrating chapter
accomplishments.
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Officer Elections

The chapter President coordinates the election of officers each year. Elections should be
completed by September 15th. A chapter might use two approaches:
1. If the chapter holds an orientation meeting prior to the initiation, officers can be
elected at that time and then may be installed during the initiation ceremony.
2. A chapter may hold an election via e-mail or on the chapter Web site.

Officer Election Planning Checklist

Four Months Prior to Officer Elections
C Current officers begin identifying members with potential to fill leadership positions.

Two Months Prior to Officer Elections
C Begin promoting openings and encourage members to run for office.
C Post job descriptions and nomination forms.
C Accept nominations. The chapter creates a form that notes the name, telephone,
and e-mail address of the individual nominated. Any member may nominate him- or
herself or another member for a chapter officer position. Both the nominator and
Y2YAYSS aA3dy GKS F2N¥P® ¢KS y2YAySSQa aAiidy
One Month Prior to Officer Elections
C Executive Committee approves slate of candidates.

Three Weeks Prior to Officer Elections
C Chapter membership approves the slate of candidates.

Two Weeks Prior to Officer Elections
C Executive Committee develops a ballot.
C Candidates present speeches.

Week of Officer Elections

C Members vote at a chapter meeting or by e-mail.
C President or Secretary creates news releases announcing new chapter officers and
submits to local and school newspapers.

Officer Transition

LG Aa GKS t NBAARSyidiQa NBalLRyaraoraftAailtes Ay O
for the incoming and outgoing officers to meet and discuss the duties and responsibilities of the
positions. The following is a list of activities for incoming and outgoing officers:

Outgoing Officer
A Complete all required reports before the office term expires.
A Update your Regional Chapter Coordinator on officer changes.
A Review your officer notebook. Remove information that is not pertinent for the
position and organize files.
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A Be available to and mentor the incoming officer. Many questions arise during the
first few weeks of a new office.

Incoming Officer

A Become familiar with officer files and resources.

A Acquire and use resources such as: officer notebook, officer guidebook, Society
Constitution and Bylaws, and local chapter bylaws. Utilize your predecessor, KDP
counselor, other officers, and your Regional Chapter Coordinator at Headquarters as
mentors.

Joint Meeting of Outgoing and Incoming Executive Committees

A Reflect on accomplishments for the year.

A Brainstorm ideas for the upcoming year.

Discuss direction the chapter might take in the future.

Evaluate the strengths and weaknesses of the chapter.
Celebrate the chapter and its accomplishments during the year.

> > >
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APPENDIX I: President’s Monthly Checklist

July

C Hold a summer Executive Committee meeting in person, by phone, or by e-mail.
! Finalize the chapter Annual Financial Report due by August 1.
I Put together a preliminary events calendar with budget items.

August
C Submit the Annual Financial Report by August 1st online at www.kdp.org.
C Submit the IRS e-Postcard by August 1st online. Go to www.kdp.org for directions.
C Hold an officer retreat and set goals if not completed in April. Have officers listen to the
officer-training podcasts for their positions found at www.kdp.org.
I Secure approval of annual budget. Begin a ledger for the year.
| Finalize all chapter events. Complete thS  OK I LJG SN & PI&n@ Wefcime O f Sy R
Back meeting for September.
I Plan a promotional blitz around the KDP activities for the year.
l Planafund-NJ A &SNJ F2NJ SFNI & Ay (GKS FlLtf asSvySaas
attendance at Convocation.
I Plan a membership renewal program for inactive members in late fall or early spring.

September
C Conduct a chapter meeting to get members excited about the upcoming year and involved in
the chapter. (Look for various activity ideas in the Chapter Activities section at
www.kdp.org.)
C5AaliNRO6dzS (GKS OKILIISNDa S@Syd OFf SyRFENI G2 |
C Plan a KDP Informational Meeting for potential members to attend and learn about Kappa
Delta Pi and your chapter.
C Begin planning for a fall initiation ceremony. Request a list of eligible students from the
WSIAAGNI ND& 2FFAOSA 6C 2N dEND AOKA: oL AniBENTy BN (- SN
members and practicing professionals in your area. For sample Registrar and Recruitment
letters, visit Chapter Resources at www.kdp.org in the Chapter Activities section. After your
initiation, provide a KDP Orientation for all new members.
C (In odd-numbered years) Finalize plans for Convocation attendance. Confirm who is
attending as the delegate and as participants. Send the necessary paperwork for the
business meeting to Headquarters within 30 days of the conference.

October

C Complete the Officer Report online at www.kdp.org by October 1.

C Submit the Chapter Planning report at www.kdp.org by October 1.

C Discuss scholarship opportunities with members. Detailed information about scholarships is
available in the Scholarship section of www.kdp.org.
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semester or the academic year. Find Literacy Alive! information at www.kdp.org. The grant
proposal is due December 1.
C Initiate new members. An Initiation Guide with a checklist and timeline is available in the
Chapter Services section of the Web site at www.kdp.org. You will need a Ceremonies and
Ritual booklet, which you can purchase from the KDP Store at www.kdpstore.org.
C Submit within two weeks after your initiation ceremony the following: new Initiate
Information forms, a single check for the amount2 ¥ | £ £  Asy5388akidtyl&<par R dzS
member), and the cover sheet. Contact your Regional Chapter Coordinator at 1-800-284-
3167 for further information and support.

November
C Deposit the rebate check sent from Society Headquarters. The rebate check reflects chapter
dues from membership renewals occurring within the previous six-month period. The rebate
OKSO1l Aa YIFIAfSR Ay f134S hOlG20SNI 12 GKS [/ 2dzya
C Remind members who are moving or graduating to update their personal information with
Society Headquarters by calling 1-800-284-3167 or visiting www.kdp.org.
C Receive preliminary reports from committee chairs.

December
C Remember that Classroom Teacher Grant applications are due December 1.
C Remember that Literacy Alive! grant applications are due December 1.
C Remind members that J. Jay Hostetler Scholarship applications (student teachers) are due
December 31.
Cl2ad I a20Aalt S@Syid (2 SyO2dzN}F 3IS ySig2N]Ay3
C Send holiday cards to campus and community leaders.

January

C Conduct a mid-year assessment of the chapter during the Executive Committee meeting.
Review duties of all chapter officers and realign goals if necessary.

C Encourage members to apply for the National Student Teacher/Intern of the Year Award
sponsored by Kappa Delta Pi and Association of Teacher Educators. Go to Scholarships at

www.kdp.org.
C Begin detailed planning for second semester events.

February
CRequestaliadd 2F Iff StAIAO6(S adGdzZRSyda FNRBY GKS wS:
C Plan an Informational Meeting. Invite potential members to attend and learn about Kappa
Delta Pi and your chapter.
C Initiate new members. An Initiation Guide with a checklist and timeline is available in the
Chapter Services section of the Web site at www.kdp.org. You will need a Ceremonies and
Ritual booklet, which you can purchase from the KDP Store at www.kdpstore.org.
March

Kappa Delta Pi Educators making a difference since 1911 President Guidebook 10


http://www.kdp.org/
http://www.kdp.org/
http://www.kdpstore.org/
http://www.kdp.org/
http://www.kdp.org/
http://www.kdp.org/
http://www.kdpstore.org/

C Submit within two weeks after your initiation ceremony the following: new Initiate
Information forms, a singlecheck ¥ 2 NJ (0 KS | Y2 dzy (i BFSocletf duespey’ A G A G S
member), and the cover sheet. Contact your Regional Chapter Coordinator at 1-800-284-
3167 for further information and support.

C Deposit the rebate check from Society Headquarters that is mailed to the Counselor.

April
C Hold officer elections if not held in January.
C Plan an officer transition with current officers and newly elected officers.
I Review duties of all chapter officers.
I 9ad0Frof AdK GKS OKIFLIWGSNRaE LINBfAYAYLFNE S@Syi
Vice President and the program committee set the calendar. Program ideas are
located at www.kdp.org in the Chapter Activities section.
I Make necessary appointments for committee chairs and other chapter leadership
positions.
C Remind members to update their personal information with Society Headquarters by calling
1-800-284-3167 or visiting www.kdp.org if they are moving or graduating.
C Host an event for members (Social, Service Project, or Professional Development)
C (In odd-numbered years) Complete the portfolio for the ACE Award and submit it to
Headquarters before May 1.
C Recognize graduating members. Order honor cords from the KDP store at www.kdpstore.org.

May
C Turn in your Literacy Alive! report and the ACE Award application by May 15.
C Send applications for chapter and individual awards by May 15.
C.S3IAAY O2YLRATIFIGA2Yy 2F GKS OKI LygaSBNISammary f Ay S CA
Report. These online reports are due to Society Headquarters via www.kdp.org no later
than June 1. The Year-End Summary Report includes an update on chapter operations, a
general meeting agenda, and meeting minutes.
C Schedule summer-session meetings or special summer get-togethers for members on
campus.

June

C{dzo YAl (KS OK tEndbSnEERepary(ifichidésan updSte on chapter
operations; a general meeting agenda; and meeting minutes) via www.kdp.org by June 1.

C Finalizeby August1 YR 0 SF2NB f S| @AY Ann@IFiNahdditRepadt2FiteNJ O K I LJ{
online at www.kdp.org.

C Hold an Executive Committee meeting in person, by conference call, or via e-mail and begin
summer assignments.

On-Going Duties, August through May

C Conduct monthly Executive Committee meetings.

C Read The Leader and implement applicable ideas. (The Leader is the monthly e-newsletter
from the Chapter Services Department to chapter leaders.)
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C Prepare and send your chapter newsletter; refer to the Chapter Newsletter Template in the
Chapter Activities section of www.kdp.org.
C Document chapter activity for the ACE Award, if applicable. Visit the Chapter Awards section
of KDP Online (www.kdp.org) for more information about the ACE Award.

APPENDIX II: Parliamentary Procedure—at a Glance

Why Parliamentary Procedure?

To make meetings more efficient,usew2 0 SNII Q& wHErd@a8of 2 T h NR S NJ
parliamentary procedure give the presiding officer guidelines for conducting orderly discussion
and bringing matters to a vote. As President, you must be familiar with the basics of
parliamentary procedure so that you can ensure that chapter and Executive Committee
meetings run smoothly. You are not expected to be a parliamentary law expert; you just need
to understand the basic rules to run effective meetings.

As President, you are the presiding officer at all chapter and Executive Committee
meetings. You are responsible for recognizing members who wish to speak and indicating when
membersare®@ dzi 2 F 2 NRSNE T 2Pkbage kdBd fitmkokéekp tRedadeting ¥  dzNJ/ ®
from gettingoutofhandd 2 G KI G0 &2dz 6Aff | OO&Wefredidn®k & 2 dzNJ OK
officer, however, your rights as a member are somewhat limited. You cannot introduce a
guestion for discussion; another member must do this. You must remain impartial. Additionally,
you cannot vote unless your vote would change the outcome of the decision (i.e., break or
create a tie).

Unless you are an authority on parliamentary procedure, you probably will encounter
occasions when you do not know how to proceed. For assistance you can find parliamentary
procedure guides online, from your Student Government Association, or possibly through your
campus bookstore. However, the best recommendation is to use common sense. The goal is to
run an effective and efficient meeting without becoming frustrated with the process.

The most common actions taken at meetings are as follows. Use this information, in
O2ye2dzy OG A2y & A laks, teedsdaNhatdésinessis SNIXted poogerly.

Common Motions Made at Board Meetings
V aL Y20S 2 FLIINRGS GKS YAydziSa 2F GKS €1
V aL Y20S 2 | LINSBR.B NI KINSESWIIE®RA [ofe S ¢ NB |
V.aL Y20S 2 AaLISYR bPHp 2y Lzt AOA(& LIafJ

N Cn C
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TO DO THIS: | SAY THIS: ISA ISIT CAN IT BE WHAT VOTE
SECOND DEBATABLE? AMENDED? IS NEEDED?
NEEDED?
Introduce
Business aL  YRIZE Yes Yes Yes Majority
e v [ 417205
disgussed & amend the Yes Yes Yes Majority
Y2GA2Y
Stop debate and a tall the
move to a vote previous Yes No No Two-Thirds
questiong
Temporarily
suspend aL Y2@S
consideration of table the Yes No No Majority
an issue Y2iAa2y o
Give closer study aL Y205
. refer the -
to an issue Yes Yes Yes Majority
matter to
O2YYAl G
sesndsion a1 ve s
. from the Yes No No Majority
previously tabled GFof SXeé
Protest a breach No vote, Chair
of parliamentary | Gt 2 A y i decides if point
rules 2 NRS NI No No No of order is
correct
No vote, Chair
Request at 2Ay i obtains
information AYyT2NYI No No No appropriate
information
Verify a voice .
vote bv havin No vote, Chair
v . & aL Ol ¢ obtains
members raise a ~ PN No No No .
RAOAAAZ2 appropriate
hand . .
information
Avoid aL 202$
considering or consideration
discussing an of this No No No Two-Thirds
improper issue Y2GA2Y 0
Adjournmeeting (|G L Y2 @S .
48 | Ra2 Yes No No Majority
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APPENDIX lll: Glossary of Parliamentary Terms

Ballot: A vote in writing can take place if the issue being discussed is a sensitive matter and the
chair or members wish voting to be secret.

Chair: The presiding officer of the meeting, generally the chapter President.

Floor:! YSYOSNJI A& O2YyaARSNBR (G2 aKI @S GKS Ff22NE
speak. In most cases, it is improper to interrupt someone who currently has the floor.

Motion: The method used to place an issue, question, or decision in front of the members for
discussion and voting. Discussion on an issue to be decided is out of order unless an
appropriate motion has been made.

z

Order: Comments or discussion presentedbyamS Y3 SNJ I NB aAy 2NRSNE AT &
recognized the member and the comments made pertain to the issue being discussed. Likewise,
0KS YSYOSNI A& G2dzi 2F 2NRSNE AT SAGKSNI 2F (KS

Quorum: The number of members needed to be present to conduct business legally. This
YdzYoSNJ Aa aSd Ay @2dzNJ OKI LJASND&a oeflgaod

Second: Most motions need a second (that is, another member must agree that the question or
issue should be discussed). A second motion keeps items that are of interest to only one
member from taking up time during a meeting.

Voice vote: The chair requests that members indicate their preference on the issue by
NBaLR2YyRAY3I deSa¢ 2Nl ay2¢é ¢KSy a]lSR G2 R2 az
0KS cagaé PRISAE 6SNBE Ay GKS YI22NAGed ¢KS OK
unclear by voice vote how members voted.
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