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Welcome

Congratulations on being selected to serve as President for your chapter. This guidebook gives
you an overview of the roles and responsibilities of an effective President and the importance
of your role to the health and success of your chapter.

Within this guidebook you can find information on:

e Immediate To-Do List

¢ Role and Responsibilities of Effective Presidents
e Role and Responsibilities of Healthy Chapters

e Understanding Chapter Models

e Working with your Counselor, Committees, and Institution
e Leading a Healthy Chapter

e Planning an Effective Meeting

e Chapter Bylaws

e Officer Elections

e Officer Training and Transition

e President 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. Just 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.

©2011 Kappa Delta Pi, International Honor Society in Education


http://www.kdp.org/chapters/contactyourrcc.php

Immediate To-Do List

Collect contact information from all elected officers.

Work with Counselor and/or Past President to update chapter officer information with
Kappa Delta Pi (KDP) Headquarters.

U Host training, transition, and goal-setting meeting, if not completed. Coordinate with
the Counselor and previous chapter officers and use KDP resources to help plan the
meeting.

Learn about the KDP chapter requirements.

Understand your responsibilities as a chapter officer.

Know the basics of chapter operations.

Roles and Responsibilities of Effective Presidents

The President’s role and responsibilities are key components of the chapter’s operations. In this
position, the President influences the chapter as the visionary leader for the chapter’s growth
and development. This guidebook gives you the tools to fulfill your role successfully, including
describing your responsibilities and the responsibilities of your chapter.
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Kappa Delta Pi Society Bylaws Article V, Sec. 4.5 describes the following duties of the President:
e Preside over the meetings of the chapter and the executive committee;
e Appoint committees subject to the advice and consent of the executive committee; and
e Perform other duties as specified in the chapter bylaws.

Responsibilities of effective chapter President are to:

e Complete the Year-End Summary Report by June 1;

e Ensure submission of all other required reports—Officer Submittal, Annual Financial
Report, and Chapter Planning Report (Standard/Advanced models only);

e Coordinate officer elections, training, and transition;

e Plan and chair chapter meetings and executive committee meetings;

e Guide the Executive Committee in setting measurable chapter goals;

e Monitor performance of all committees;

e Maintain an active Society membership during your presidency;

e Communicate with the Counselor, officers, and Regional Chapter Coordinator;

e Support and uphold chapter bylaws and national bylaws, policies, and procedures of
KDP;

e Oversee chapter operations and general membership;

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

e Represent the chapter and KDP to the university, alumni, and community;

e Participate in chapter programs and activities;

e Envision the BIG picture of the chapter, setting direction and leading the chapter to
accomplish its goals and meet KDP expectations; and
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e Maintain an officer binder to organize your time and effectively operate the local
chapter. Customize your binder using the online President Tools and Resources to fit
your needs and those of your chapter. Record any activity conducted so that future
presidents have records to follow.

Roles and Responsibilities of Healthy Chapters

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
basic requirements are:

e Initiation Ceremony: At least once each year, bring in new members to ensure growth
and sustainability of our chapters.

o Chapter Reports: Submitting chapter reports allows the chapter’s RCC to provide your
chapter better service and support. These reports also serve as evaluative tools for
reflecting on your chapter. 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.

e Chapter Programming: Each chapter is required to have at least one general
membership meeting annually. Ideally, this meeting is a program. However, some
chapters fulfill this requirement by meeting to review and vote on chapter bylaws or to
facilitate the election process.

e Conference Attendance: Each chapter is required to participate in a Society event at least
once in two consecutive biennia (or four years). Qualifying events include the biennial
Convocation, held at different locations in the United States every two years and iLead
conferences which are offered in each region during the off-years of Convocation.

Understanding Chapter Models

In an effort to accommodate the many different needs and structures of KDP’s more than 600
chapters, the Chapter Services team designed and developed three Chapter Models: Initiation-
Only, Standard and Advanced. The models define:

e Expectations of both KDP Headquarters and chapters;

e Chapter progress and chapter operations for better tracking and success;
e Assessment areas for chapter management;

e Excellent service and support.

Chapters are asked to update their models every two years using the Chapter Model
Agreement found through the KDP Web Portal, but models can be updated at any time. If the

designation is changed, a new model agreement must be submitted to KDP HQ.
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The model expectations are to better guide chapter operations and help chapters do what
needs to be done to be successful; they are not be used to evaluate chapters for suspension or
withdrawal but are used to evaluate chapters for awards, provide opportunities to measure
success, and offer incentives and recognition. These models help chapters get the support they
need. They help them grow and develop, and recognize them for successful chapter operations
regardless of their structure. Please view the Chapter Model information on the KDP website to
become familiar with your chapter’s model.

Working with Your Counselor, Committees , and Institution

Counselor

By sharing both knowledge about the institution and personal experiences, the Counselor can
assist the chapter in conducting its activities, as well as foster valuable, mutually rewarding, co-
curricular relationships between members and the Counselor. The relationship between a
Counselor and a chapter will vary from year to year and individual to individual. However, the
Counselor—President relationship can be crucial to the success of the chapter organization. It is
important that the Counselor and the Executive Committee communicate their expectations to
each other. The Counselor should be very clear about the things he/she will do, and the things
he/she will not do. Of course, these expectations vary according to the needs of the chapter
and the advisor.

Your role with the Counselor:

Keep in mind that the Counselor is a volunteer or appointed by the institution to be associated
with the chapter. It is the chapter’s responsibility to inform the Counselor of the activities of the
chapter.

¢ Notify the Counselor of all meetings and programs.

e Consult your Counselor in the planning of all activities.

e Consult the Counselor before any change in the structure of the organization or
decisions about chapter policies, and before major projects are undertaken.

e Understand that, though the Counselor may not have a vote (depending on Chapter
Bylaws), the Counselor is a member of the Executive Committee and should have
speaking privileges at Chapter Meetings.

e Remember that the responsibility for the success or failure of the chapter’s project
ultimately rests with the chapter officers and members, not the Counselor.

e Talk over any problems or concerns with the Counselor.

e Acknowledge that your Counselor’s time and energy is donated and express
appreciation.

e Be clear and open about your expectations for your Counselor’s role.

e At the end of each semester, evaluate your Counselor and give appropriate feedback.
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A Counselor Expectation Checklist can be used to help set expectations between the chapter and the
Counselor. The President is to have the Counselor as well as Executive Committee members
complete the form. When completed, the officers and Counselor(s) can discuss shared scores or
points of difference to outline expectations and grow the relationship between Counselors and
the chapter.

Committees

Committees play an essential role in ensuring the chapter’s health and growth. Effective use of
committees offers opportunities to involve members, which creates a stronger bond to the
chapter and its mission. In addition, active committee participation allows members to develop
their leadership skills and knowledge of how the chapter operates.

Standing Committees

Standing committees are required by the International Constitution and Bylaws; however, the
number of standing committees required for a chapter depends on its model agreement.
Initiation-only chapters are required only to have an executive committee, while standard and
advanced chapters must have Executive, Program, and Membership committees. Advanced
chapters also need a Fundraising committee. The President, Vice President, Membership Chair,
and Foundation Representative coordinate the following Standing Committees, respectively:

e Executive Committee (Initiation-Only, Standard and Advanced)

The President chairs the Executive Committee of the chapter. 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 the chapter for
strengths and weaknesses. Though the general membership often votes on issues
during chapter meetings (e.g., election of officers, passing of local bylaws), the Executive
Committee must first approve any decisions that affect the entire chapter, such as
programming, before they are unveiled to the general membership. Other decisions
(e.g., chapter budget) are voted on exclusively by the Executive Committee.

e Program Committee (Standard and Advanced)
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 also monitors the progress of all sub- and ad hoc committees formed
to support chapter programming.
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Optional subcommittees: The Vice President may coordinate the following
subcommittees to meet the ongoing needs of the members: Service, Professional
Development, Social, and Public Relations/Publicity.

e Membership Committee (Standard and Advanced)
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 an 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. in the chapter. The Membership Committee coordinates programs to
recognize member accomplishments.

Optional subcommittees: The Membership Chair may coordinate the following
subcommittees to reach out to connect all members of the chapter: Alumni Relations
and Post-Initiation Member Program.

e Fundraising Committee (Advanced)
The Foundation Representative chairs the Fundraising Committee. The Fundraising
Committee collaborates with the Program Committee to plan and implement all
Fundraising 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 subcommittees: 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.
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Institution

It is important for a chapter to be familiar with the policies and procedures of its institution.
Equally important is for members to be informed about the opportunities for the chapter
through the institution, such as leadership training. Use the Who to Contact form to identify
key institution personnel who can assist the chapter in various matters, such as becoming a
recognized student group or reserving a classroom. Many institutions also may have money
available for use by student groups.

Leading a Healthy Chapter

Remember that your chapter is like a living organism: It needs sustenance to survive and,
because it is made up of many individuals, each one can contribute to its well-being. As leader
of the chapter, the President encourages the chapter to develop in a healthy way.
Understanding how a group develops and interacts can help with this development. In Group
Dynamics, Bruce Tuckman’s theory of group development (Forsyth 2006)" and its five stages,
best describes the progress you can expect to see as the chapter interacts.

e Forming: chapter and committee members become oriented to one another;

e Storming: Conflicts can arise in the chapter and committee as goals are set or action
plans are developed.

¢ Norming: Conflict subsides, and the chapter and committees become more structured,
evolving as they interact across shared standards;

e Performing: The chapter and committees move past disagreement and concentrate on
the work to be done; and

e Adjourning: The chapter and committee complete the tasks agreed upon and disband.

It is very normal for effective chapters and committees to move along the middle three stages
throughout the same meeting. As President, your role is to help with these interactions.
Encourage members to remain focused on the measurable goals of the chapter and Society to
assist the storming phase of the interaction.

If you would like to learn more about Tuckman’s theory, go to
http://www.infed.org/thinkers/tuckman.htm.

Also try to build consensus in a meeting. Consensus building allows officers and members the
opportunity to weigh-in with their opinions and ideas. Officers and members who feel tied to
the chapter or committee process are more likely to feel part of the chapter and will stay
involved. Find ways to involve members in committees and at chapter meetings.

Forsyth, D. R. 2006. Group dynamics: International student edition. 4th ed., Belmont, CA:
Wadsworth/Cengage Publishing.
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Planning an Effective Meeting

Meetings are the primary means through which chapters make decisions and communicate
with members. The President leads both the Executive Committee meetings (as stated in
Chapter Bylaws) and the general membership meetings. Planning an effective meeting is an
easy process, when the leader prepares before, during, and after the meeting. Use the Planning
an Effective Meeting resource to help you with this process. To help set the meeting order, consult
this simplified version of Robert’s Rules of Order and download an Agenda Template here.

Chapter Bylaws

As a way to maintain order and fairness, Kappa Delta Pi adheres to rules and regulations set
forth by the KDP International Constitution and Bylaws. 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.

Officer Elections
The chapter President and the Executive Committee oversees officer elections. Your chapter
Counselor is responsible for updating your officer roster within two weeks of elections through

the KDP Web Portal. You can find an Election Timeline on how to prepare for effective elections there
also.

Election methods are set in your local chapter bylaws. When and how elections are conducted
may vary. Below are four suggestions for hosting elections:

e Designated meeting—only members who come to the meeting can vote.

e E-mail—anyone receiving the message may vote if done so by a specific cut-off date
designated in the message.

e Online—if your chapter has its own Web site, speak to the Webmaster about installing a
voting option or use a free site such as SurveyMonkey at www.surveymonkey.com

e Postal mail—mail the ballot and set a date to have the ballots mailed back or dropped
off to a designated person.

Officer Training and Transition

Another responsibility of the chapter President is to oversee officer training and transition. Your
chapter Counselor also helps with the training of officers. 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. KDP has a number of resources to help in
the training and transition of officers. Among them are officer virtual trainings and an officer
training and transition PowerPoint® that you can use at your local meeting.

Other training also may be helpful. Take advantage of other leadership development
opportunities offered by the Society, your institution, or state education organization.
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President Tools and Resources

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

Forms and Reports
e Annual Financial Report
e Chapter Planning Report
e Officer Submittal
e Year-End Summary Report
e New Counselor Form
e Chapter Model Agreement

Other Tools and Resources
e Chapter Model Comparison
e Counselor Expectation Checklist
e Chapter Bylaws
e Who to Contact Sheet
e Member Interest Survey
e Chapter Year Checklist
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