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	District Chief Handbook

	Exemplary Leadership in Beta Theta Pi is actionable.

To achieve, we must commit to
Understanding the Vision 
Believing the Mission 
Acting with courage and integrity.




Position Impact

As Beta Theta Pi’s standards increase, so does its need for talented and involved individuals. A district chief (DC) challenges the chapters’ operational and cultural status quo while supporting progress through the development of supportive volunteer teams. This includes ensuring policy and standard compliance and serving as the primary General Fraternity ambassador in the region. District chiefs are the backbone of Beta Theta Pi and many of our greatest leaders began their Beta careers as district chiefs.
Qualifications

· Initiated member of Beta Theta Pi
· Fully embraces the Mission and Vision of Beta Theta Pi
· Demonstrates a desire to continue learning how to support the organizational direction
· Demonstrates an ability to convey Beta Theta Pi’s lofty purpose as an organization to others
· Demonstrates an ability to manage individuals on a team
· Demonstrates an ability to challenge the status quo while cultivating relationships with all constituencies
· Serve a three-year term (renewable on annual basis thereafter)
Primary Constituencies

A primary role of the DC is to represent Beta Theta Pi in an ambassadorial role. Therefore, it is of the utmost importance to maintain open communication and positive relationship with the following individuals.

· Assistant District Chief (if applicable)
· Leadership Consultant

· Advisory team composed of 5 required advisors

· Chapter membership (elected leadership, in particular)

· University administrators (Greek advisor or Dean of Students, specifically)

· Local alumni association and / or housing representatives

A district chief serves at the leisure of and reports to the General Secretary. As a matter of operational efficiency, the director of volunteer development is responsible for recruiting, appointing and developing district chiefs for the General Secretary. Likewise, administrative efficiency and convenience dictate that a chief should direct all reports and requests for administrative assistance or consultation to the appropriate Administrative Office representative. Typically, the leadership consultant is the first line of support.

Benefits and Return on Personal Investment
Beta Theta Pi is a not for profit organization. Resources are limited and are always utilized with the membership’s experience in mind. However, Beta Theta Pi relies heavily on volunteer leadership to advance its purpose and volunteers realize compensation in many intangible ways.

· Practical leadership experience

· Responsibility for assessing organizational culture and developing change initiatives

· Ability to serve on focus groups and task forces to identify opportunities for organizational development

· Personal development

· Development of personal relationships through the mentoring and coaching process

· Service-learning is an inseparable part of volunteering for Beta Theta Pi

· Programming involves a high level of self-discovery and values training / discussions

· Professional development

· Networking with alumni and community members as an official representative

· Professional training focused on developing the tangible, operational volunteer skill-set

Commitment Required
A district chief’s focus is with his chapters and he can expect to spend between 5 and 10 hours a month communicating with constituents, reviewing statuses and directives and providing guidance depending upon the specific requirements of the assigned chapter. The following activities can be expected regularly.

· Weekly 15-minute phone conversation with the leadership consultant.

· Bi-weekly 15-minute conversation with the assistant district chief (if applicable).

· Bi-weekly 15-minute conversation with all chapter counselors.

· Additional conversations with other advisors and key chapter members, as necessary.
· At least one face-to-face meeting each semester with the chapter and advisory team.

· At least one face-to-face meeting each semester with the leadership consultant.

· Attend the General Convention in August.
· Learning the policies, standards and support resources offered by Beta Theta Pi.

· Proactively addressing deficiencies and risk management incidents as they arise.

· Maintaining awareness of email and phone communications.

Indicators of Success

A district chief is assessed in the following areas. A more comprehensive explanation of these responsibilities can be found later in the document. 

· Placement and engagement of a full advisory team as determined by Standard Chapter Operating Expectations (SCOE)
· Implementation of Fraternity policy and standards through thoughtful chapter assessment and directive / status reviews
· Ambassadorship as a representative of the General Fraternity (Involvement at General Fraternity programming, understanding of the Mission and Vision of Beta Theta Pi and responding to constituent feedback are considered necessary components of ambassadorship)
GETTING STARTED

1. Review this handbook with the leadership consultant and ask questions as necessary.
2. Establish a clear communication plan with the leadership consultant.
3. Spend some time becoming familiar with the resources available to advisors on http://www.betathetapi.org/beta-resources/volunteer-resources/advisor-resources . You will be managing this team. It is essential that you know what support and education is available.
4. Become familiar with all policies and standards of Beta Theta Pi. The leadership consultant and the Beta Theta Pi website are resources to provide training and answer questions.

5. Introduce yourself to the chapter’s key constituents. Plan to meet with them face-to-face within the month.

6. Make plans to attend the General Convention (August).
ROLES AND RESPONSIBILITIES
The role of the district chief is comprehensive. However, it is not complex. The responsibilities can be broken into thirds; each then can be explored in more detail. The information below will help provide a holistic view of this very important volunteer position. 

Advisory Team Management
A primary responsibility of a district chief is to build and support a local volunteer network for each chapter in his district. This responsibility can be divided into separate workloads. 

· Recruit a five-person advisory team at every chapter consisting of a chapter counselor, pledge education advisor, recruitment advisor, financial advisor and risk management advisor.
· Orientation outlines / job descriptions for each advisor position can be found by clicking here.
· Develop the advisory team at each chapter to ensure they have the resources and knowledge to provide appropriate local support to Beta Theta Pi’s undergraduate chapters.
Instructions for appointing advisors and updating advisor contact information can be found later in this handbook. Also, you are encouraged to take some time becoming familiar with resources available to aid with advisor training and coaching. The most comprehensive resources include the advisor orientation outlines, the Leadership Summit curriculum and the Keystone Regional Leadership Conference advisor track curriculum which can all be found by clicking here.
Policy and Standards Implementation
The secondary responsibility of a district chief is to ensure that chapters understand and are abiding by the policy and standards of Beta Theta Pi. To accomplish this responsibility the following is necessary.
· Communicate regularly and directly with the chapter’s leadership consultant. He will reach out to you on a weekly basis to provide updates and coaching. 
· Communicate regularly and directly with chapter advisory team members to counsel them in providing support and coaching to undergraduate leaders.

· Develop directives and conduct status reviews. This responsibility is necessary only when a chapter is performing below Fraternity standards.

· More directly, district chiefs are heavily involved in resolving risk management incidents, reviewing and certifying each chapter’s Positive Pledge Education Assessment and determining benchmarks for chapter success utilizing Standard Chapter Operating Expectations, the Francis H. Sisson Award and the John Reily Knox Award.
· Build a working rapport with the chapter advisory team, chapter executive leadership and university officials. This includes regular lines of communication via phone and email and at least one visit in person per semester with these individuals.
Ambassador of the General Fraternity
District chiefs help organize and direct the business of the Fraternity through maintaining healthy relationships with Fraternity constituents at the local level. Therefore, in an effort to build an effective team of volunteer leaders, they are requested to gather at the General Convention during which time they develop lifelong friendships while providing valuable feedback and receiving necessary training.
· Other than attending Fraternity events when appropriate and visiting constituents, there are very few tangible tasks in this category. Located below are links to the expected events.

· Follow this link to learn more about the General Convention.
· Constituent feedback is gathered and provided as coaching to the district chief at least once per year.
FREQUENTLY ASKED QUESTIONS
Where does my authority for making decisions originate?

The powers of the General Secretary are delegated to district chiefs to enforce The Code and policies of Beta Theta Pi. The General Secretary ultimately reports to the General Convention through the Board of Trustees. It is necessary that district chiefs become familiar with the chapter status/sanctions section The Code and policies of Beta Theta Pi. There is a reference page from The Code included later in this manual. The Administrative Office staff is always available to provide clarification and support to district chiefs when making decisions. 

What is my role in the General Convention?

Each district chief is assigned to a committee to serve as an advisor to the undergraduates and is required to attend the business sessions of the General Convention. An agenda is provided to district chiefs upon arrival. A complete guide is provided each year in the registration materials.

How do I get a list of phone numbers for the advisors in my district?

This information can be found at https://my.betathetapi.org/ors/login.aspx . Enter your login information and click on the chapter in question. You can then use the tabs in the upper portion of the screen to find pertinent information. All rosters can be quickly populated into an excel document by clicking an icon near the roster on the screen.
Where can I find the necessary forms to submit?

District chiefs most commonly submit four types of forms. 
· The first form is a self-review form to help focus the district chief’s efforts and energies on his assigned responsibilities. The submission of this report is accompanied with feedback from constituents. At the current time, this report is being reformatted and placed online. More information will be available in the future.

· The second form is specific only to risk management incidents or witness testimonies of incidents and is used to capture the details of an incident. More forms may be available in the future as the organization becomes more technologically automated.

· The third form is submitted to claim reimbursement for travel and other operating expenses. The expense form can be found with a list of guidelines by clicking here.
What reports are my chapters responsible for during the year? ***(access via website starting September ’09)
Chapters must submit various reports throughout the year. Most forms are submitted via our website. Using https://my.betathetapi.org/ors/login.aspx you can identify online reports that are due as well as review reports that have been submitted. Please check this website to see the current forms that are due (forms are posted on the website 60 days prior to their due date). Submitting reports in a timely fashion may affect a chapter’s eligibility for award recognition.

What should be my relationship with the regional director?

Most regional directors have served as district chiefs. They can provide mentoring in your position. Additionally, they can support you in the recruitment of advisors. They have no responsibility of oversight for chapters within their region. However, you are encouraged to work closely with your regional director through regular visits, emails and phone calls as he may provide significant guidance.
What should be my relationship with the leadership consultant(s) for my district?

With their extensive training, leadership consultants can conduct accurate chapter assessments, provide a wide variety of educational programs, help train advisors, provide support for advisor recruitment and make recommendations for improvements of the advisory team and chapter performance. Leadership consultants do not sanction or police chapters. Their role is that of coaches and mentors. It is important that district chiefs and leadership consultants work closely through regular visits, emails and phone calls. It is expected that district chiefs and leadership consultants communicate regularly and meet during the consultant’s visit to discuss chapters and advisors in the district. Also, please submit an evaluation form for your leadership consultant after he completes visits to your chapters. Ideas and feedback for improvement of the leadership consultant program is welcomed.

What is the Men of Principle initiative?

The Men of Principle initiative is our Fraternity’s long-term change initiative to emphasize the founding values in our chapters. All resources of the MPI are available to every chapter. 

How do I learn more about the Men of Principle initiative?

A wide variety of resources ranging from officer manuals, retreat programs, pledge education programs, scholarship opportunities, and much more may be found by browsing www.betathetapi.org.

What are The Institute for Men of Principle, Undergraduate Interfraternity Institute, Beta Wilderness Challenge, Futures Quest, Chapter Presidents Leadership Academy and the Keystone Regional Leadership Conference?

All of these programs are educational experiences that challenge our undergraduates to make values-based leadership decisions. Some programs are offered only to Betas. Others involve greeks and non-greeks. These experiences are the best way we know to train our undergraduates to be credible leaders in their chapters. We highly recommend that your chapters send students to these experiences. More information and registration forms may be found in the Events section of our website.
How am I protected as an officer of the Fraternity?

All General Fraternity volunteers are covered under our comprehensive liability insurance program. The insurance program covers you in all cases other than direct participation in actions that violate federal, state/provincial, local laws or policies of Beta Theta Pi. In other words, there is no need to worry as long as you are following the law and General Fraternity policies.

How do I recruit advisors?

It is recommended you speak to your chapter officers and leadership consultant. The Administrative Office can provide lists of alumni living in specific geographic areas, those who support the Beta Theta Pi Foundation and those who have held office. Local alumni on housing corporations or who are already involved may have good leads as well. We have also had considerable success recruiting advisors who are not members of our Fraternity. They often provide objective insights to the chapter and our alumni. We call these supporters “Friends of Beta” (FOBs). You can find additional resources on the district chief page.

How do I train advisors?

The General Fraternity offers many ways to train advisors. Leadership consultants are capable of providing on-site training for advisory teams in need of specific direction. In addition, all advisors are strongly encouraged to attend the Keystone Regional Leadership Conference annually. Finally, resource materials are available for advisors in the Advisory Team section of the website.

How do I balance the responsibility of policy enforcement with conceptual chapter self-governance?

Beta Theta Pi believes strongly in a system of chapter self-governance. However, the district chief has a responsibility to ensure The Code and policies of Beta Theta Pi are being followed. It is always a good idea to consult someone from the Administrative Office or the General Secretary before taking action. Further, always consult advisors of the chapter before moving ahead as their involvement is critical for long-term change and success. Your relationship with them is one of your most powerful tools for positive change.

To whom do I report?

District chiefs typically work with the Administrative Office staff when dealing with day-to-day activities. The General Secretary, who is a volunteer, is brought in to handle major issues. A visual representation of Beta’s organizational hierarchy can be found later in this manual.

HELPFUL HINTS
These tips were assembled from a survey of experienced district chiefs. Please read it carefully for advice from some of our best volunteers.

· Enjoy the experience! Don’t forget to take time to enjoy the relationships you form. These can be as strong, or stronger, than those you had during college. Establishing collaborative working relationships with your chapters, host academic institutions, advisory teams and General Fraternity representatives can be the most powerful thing you do. The stronger working relationships you have, the more positive influence you can exert.

· Do not be afraid to make difficult decisions that will produce long-term success. Finding the healthy balance of challenging and supporting your chapters will be integral to the growth of your district. Chapters don’t respond well to overbearing chiefs who rarely praise them but at the same time, all chapters need to be challenged to continually improve.

· Focus on building infrastructure. District Chiefs are not chapter advisors; rather, they assemble the advisory teams.  After you have recruited advisors, send them to a Keystone Regional Leadership Conference or set up a training session with their leadership consultant or the director of volunteer development.

· Set short and long-term goals that you want to accomplish in your district.  Possible goals you might set include: convention attendance and awards for the district, promptness in reporting.

· Send as many students as possible to the leadership programs offered. Some of the most dramatic positive changes within our Fraternity have come from graduates of these experiences. Leadership programs also enable alumni to become involved by sponsoring attendees and acting as facilitators.  More information can found about these opportunities in the Events section of our website. 

· Make our ritual the centerpiece of all your work with the chapter. It is the cornerstone of all Beta relationships. Further, to remain a credible leader, you must always role model the principles and obligations of our Fraternity when interacting with our members and constituents.

· Self-evaluate on a regular basis. As with any experience, you will find yourself growing and learning new things about yourself. Further, checking in occasionally will allow you to refocus your energies on the things that matter.  
Handling Risk Management Incidents
When you become aware of a risk management incident/violation, follow these steps 

Step 1

Contact these individuals immediately:

1. Director of Operations and Education

a. (513-461-3598)
2. Chapter Counselor

3. College/University Official (Greek Affairs Professional)

4.  Chapter President and Chapter Officers

Step 2


Submit an incident report of what occurred as you heard it. Obtain as many specifics as possible about the event. Coordinate all witnesses to complete a Witness Investigation Statement found on our website.

Step 3


Inform chapter officials that they must submit an incident report to the Administrative Office within 24 hours and refer them to the Crisis Management Plan on the website. You need to know the Crisis Management plan as well. Further, they are not to speak with the media and all media inquiries should be referred to the Tom Olver, Director of Communications at the Administrative Office.

Step 4

Once the report has been filed, you will be contacted by the Director of Chapter Operations and Education with further instructions depending upon the nature and severity of the incident. 
Expense Report Guidelines

Upon receipt of documentation, the General Fraternity will reimburse General Fraternity Officers (GFOs) for reasonable expenses incurred while conducting business on the Fraternity's behalf.
Expense reports must be submitted within thirty (30) days after the month the expense was incurred. The reimbursable amount of any expense submitted after this deadline will be considered a contribution to the Beta Theta Pi Foundation and the individual's giving record will be noted accordingly.
Reimbursements will be made for transportation, meals, lodging, postage and other approved miscellaneous expenditures. When performing General Fraternity business, GFOs are required to use the most cost-effective means to obtain desired results. The following guidelines shall apply.
· GFOs shall travel at the lowest available fare or coach rate for air transportation unless prior approval has been obtained from the director of volunteer development. Tickets may be upgraded at a personal cost to the GFO.
· Stopovers for personal reasons are not reimbursable.
· The General Fraternity is not able to reimburse meals for chapter members purchased by GFOs.
· Receipts must accompany all expense reports.
· The Director of Volunteer Development must approve any travel outside a GFO’s assigned district/region in order to receive reimbursement.
· Beta Theta Pi prohibits use of Fraternity funds for the purchase of alcoholic beverages. Therefore, alcohol is not a reimbursable expense.
· Mileage is reimbursable at the rate of $0.35 per mile.
· The General Fraternity will only pay for expenses incurred by individuals specifically authorized to travel on General Fraternity business. When sharing rooms with individuals not on Fraternity business, expenses may be submitted for single room rates only.
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Appointing and De-Appointing Advisors
Identifying and recruiting talented advisors for local chapter support is the most important thing you can do to create long lasting and positive organizational change. To be sure, managing a five-person capable and involved advisory team at each chapter is your top priority.

Leadership Consultants and the Director of Volunteer development are key resources available to help brainstorm recruitment strategies. Further it is essential that an advisor begins to develop a relationship with the General Fraternity immediately upon agreeing to serve as a local volunteer. Therefore, once you have identified and recruited an advisor complete the following simple steps to get them connected to the Leadership Consultant, a monthly advisor e-newsletter and ensure they receive a welcome message with resources.
Steps to Appointing & De-Appointing Advisors

LOGIN to the ORS Advisor Management System by going to my.betathetapi.org
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Anatomy of the ORS Advisor Management page
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APPOINTING a New Advisor
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APPOINTING a new advisor (cont)
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APPOINTING a new advisor (cont)
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APPOINTING a new advisor (cont) - What if the person you are looking for cannot be found?
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**DE- APPOINTING (removing) an Advisor**
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DE- APPOINTING (removing) an advisor (cont)
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Recruitment Advisor Timothy C. Eiring
Scholarship Advsor ‘Spencer D. Tabbert

Leadership Development

i Christopher C. Uridel

city
Oak Creek
Miwaukee
Hiwaukee
GreenBay
Waukesha

Pewaukee

Mukuonago

De-appoint selected Advisors

£ £ £ £ £ £ =

Start Date

02/1312008

0012512007

02/1312008

111262007

02/1312008

End Date.
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Watch your email. You will be copied on a welcome from the director of volunteer development.

Follow up regularly with the new advisor during the first couple months of service to provide tips and coaching. The last thing you want is for an advisor to feel like they are not receiving an assumed or expected level of support.

Chapter Status (from The Code of Beta Theta Pi)

A. General Categories: A Chapter of Beta Theta Pi will be designated with either:

(1) In Good Standing;

(2) On Warning;

(3) On Probation;

(4) Suspended;

(5) Subject to Reorganization;

(6) Under Reorganization;

(7) Suspended/Disbanded;

(8) Revoked.

B. A chapter, which is designated as Subject to Reorganization may also be designated as Suspended, and the chapter of a chapter Under Reorganization shall, by virtue of such designation, be suspended.  A chapter may be designated as any status without having first received another designation besides the designation In Good Standing.

Definitions: 

(1) Definition of a Chapter in Good Standing: A chapter is in good standing if (1) its charter is not under suspension, and (2) it has paid or has arranged to pay all money owed by it to the General Fraternity, and (3) it has not been given a different status designation.

(2) Definition of a Chapter On Warning: A chapter which is placed on warning is (1) a chapter that has failed to meet or has had difficulty meeting the standards of a chapter of Beta Theta Pi, and (2) has been designated placed on warning by the General Secretary, the Board of Trustees or the General Convention.  When a chapter is placed on warning, the designation shall specify the deficiencies, which the chapter must address and correct. A chapter on warning may continue to operate as a chapter of Beta Theta Pi under its own charter, but only with such restrictions, limitations or conditions as might be imposed by the General Secretary, Board of Trustees or General Convention.

(3) Definition of a Chapter on Probation: A chapter that is placed on probation is (1) a chapter that has failed to meet or has had difficulty meeting the standards of a chapter of Beta Theta Pi, (2) has been placed on probation by the General Secretary, the Board of Trustees, or the General Convention, and (3) is determined to have more serious deficiencies, by the party making the designation, than a chapter on warning.  A chapter on probation may continue to operate as a chapter of Beta Theta Pi under its own charter, but only with such restrictions, limitations or conditions as might be imposed by the General Secretary, Board of Trustees or General Convention. When a chapter is placed on probation, the designation shall specify the deficiencies which the chapter must address and correct.  The chapter by virtue of such designation will be on notice that more serious action may be taken if the deficiencies are not corrected, and the notice advising the chapter of such designation shall so state.

(4) Definition of a Suspended Chapter: A suspended chapter is a chapter the charter of which has been suspended.  A suspended chapter has no inherent authority to act as a chapter of Beta Theta Pi. Its authority to act as a chapter is limited and extends only to the extent of the authority given to it by the General Secretary, the Board of Trustees or the General Convention, and such chapter is at all times subject to such limitations as are imposed by the party granting the authority. 

(5) Definition of a Chapter Subject to Reorganization: A chapter that is designated as being subject to reorganization is (1) a chapter that has failed to meet the standards of a chapter of Beta Theta Pi, (2) has been designated as subject to reorganization by the General Secretary, the Board of Trustees, or the General Convention, and (3) is determined,  by the party making the designation, to have extremely serious deficiencies which threaten its ability to continue as a functioning chapter of Beta Theta Pi. When a chapter is designated subject to reorganization, the designation shall specify the deficiencies which the chapter must correct and may specify a timetable for corrective action. The chapter by virtue of such designation will be on notice that more serious action may be taken if the deficiencies are not corrected, and the notice advising the chapter of such designation shall so state. A chapter subject to reorganization may continue to operate as a chapter of Beta Theta Pi under its own charter, but  with such restrictions, conditions, and limitations as might be imposed by the General Secretary, Board of Trustees or General Convention, unless the charter is also suspended in which case it may act as a chapter of Beta Theta Pi only as provided in paragraph (4) above.

(6) Definition of a Chapter Under Reorganization: A chapter under reorganization is one which is being reorganized under order of the General Secretary, Board of Trustees, or General Convention to determine which members are willing to follow the standards and principles of Beta Theta Pi.  As a part of the reorganization some Collegiate Members may be designated as Alumnus Members and other disciplinary action may be taken with respect to members as provided in the Laws.  When the reorganization is deemed to be successfully completed, the chapter's designation may be changed to a different status.

(7) Definition of a Suspended/Disbanded Chapter: A suspended/disbanded chapter is one (1) the charter of which had been suspended and (2) the members of which have been ordered to disband.  A suspended/disbanded chapter may not continue to operate as a chapter of Beta Theta Pi for any purpose and is not to be counted as a chapter of the fraternity. 

(8) Definition of a Revoked Chapter: A revoked chapter is one that once existed but does not now exist because its charter was revoked by the General Convention under the provisions of this Code.

C. Who may Suspend, Reorganize, or Suspend/Disband a Chapter or designate a chapter Subject to Reorganization: The charter of any chapter may be suspended, the chapter may be designated subject to reorganization, the chapter may be ordered reorganized, or the chapter ordered suspended/disbanded by the General Secretary, the Board of Trustees or by 2/3 vote of the General Convention. The General Secretary may delegate to a District Chief the power to suspend the charter of a chapter in his district and shall review and may modify or reverse any action taken by a District Chief under this delegation of authority.

D. Who May Modify or Lift Designation:

· The designation of a chapter as being on warning, on probation, suspended, subject to reorganization, under reorganization or suspended/disbanded, if imposed by the General Secretary, may be appealed to the General Secretary, the Board of Trustees or the General Convention and lifted or modified if appropriate. 

· The designation of a chapter as being on warning, on probation, suspended, subject to reorganization, under reorganization, or suspended/disbanded, if imposed by the Board of Trustees may be appealed to the Board of Trustees or the General Convention and lifted or modified if appropriate. 

· The designation of a chapter as being on warning, on probation, suspended, subject to reorganization, under reorganization, or suspended/disbanded, if imposed by the General Convention may be lifted by the General Convention. A chapter's designation as being on warning or on probation, may be modified or lifter by a majority vote of the General Convention.  A chapter's designation as suspended, subject to reorganization, under reorganization, or suspended/disbanded may be lifted by a two-thirds vote of the General Convention.

· The General Secretary, Board of Trustees or General Convention when designating or modifying a chapter status may also provide that a chapter's designation be automatically modified or lifted in the event that certain conditions are met and may specify who would make that determination.

E. Notice to Interested Parties of Certain Chapter Designations: If a chapter is designated as being on probation, suspended, subject to reorganization, under reorganization or suspended/disbanded, notice of such designation, the reasons therefore, and, where applicable, the fact that more serious action may be taken if the deficiencies are not corrected shall be promptly mailed by the General Fraternity to the parents of the Collegiate Members of the chapter, the chapter's advisors, the officers of the chapter's house corporation and such living alumni of the chapter as determined appropriate by the Board of Trustees, at the address shown on the records of the Administrative Office.  The Board of Trustees or the General Convention may also give notice to other parties of a chapter's designation, together with information about the reasons therefore, as deemed appropriate under the circumstances.

F. Procedure for the Suspension/Disbanding of Chapters: The General Secretary or Board of Trustees shall designate discreet persons, preferably other than the Administrative Secretary or his assistants, to work with the officers of the chapter's house corporation to carry out the details of disbanding a chapter, including obtaining the property of the General Fraternity, relocating of residents of the chapter house, and securing the chapter house.
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Please note that usernames and passwords created prior to June 2008 will not work. You will have to create a new account.








If you have forgotten your password, click on the link and complete the form. A new password will be sent to you.








Enter your Email Address and Password








If you enter all your information into these fields and you get an error message, the system can’t find you, or you don’t receive an email, call the Director of Volunteer Development at 800-800-2382 (ext. 243) for support. It is likely that our database has incorrect information on file for you.








This section is used for APPOINTING NEW ADVISORS. More on this later….








To get advisor contact information in an excel format, click this button and follow the prompts.








This section is used for looking at CURRENT ADVISORS and DE-APPOINTING (removing) ADVISORS. More on this later….








Use the drop down list to identify the advisory team you want to view and work with. You will only see chapter’s in your assigned district.











If you input an ADVISOR EMAIL that is either misspelled or is different than the email address on file, you will receive the error below. There are instructions on what to do if this happens later in this document.








You will note an automatic END DATE of August 31. All advisors will now need to be reappointed annually. This will ensure we have accurate records and that we are auditing our teams regularly. The process will be quick and simple.








Input the information as requested.





IMPORTANT - START DATE is the day this person is assuming office. It can be a date in the past, present or future. If you put a future date, the appointment won’t take place until that date.











After you put the email address in the field, Click SEARCH.




















If the email address is valid, additional contact information for the individual will populate. If the contact information is correct, finish by clicking APPOINT ADVISOR. 

















If the additional information is not correct, click the link to provide updated information to the administrative office.





You will be prompted to provide updated information and a message will be sent for the information to be updated.





You will be contacted by the Director of Volunteer Development or your Leadership Consultant if further information is needed.





Generally, however, the information you provided will result in an official appointment and notification within two or three days.











If you clicked APPOINT ADVISOR, you will be notified that the appointment was a success and the newly appointed advisor’s name and role will appear at the bottom of the page.





NOTE – If you selected a date in the future for the start date, the name will not appear until that date.











Complete all the fields on this page and hit SUBMIT.





Once you have clicked SUBMIT, you will see the message below. A prompt is automatically generated for the staff to investigate why the information you are inputting is not generating the correct profile to be pulled. Someone will follow up with you directly.











Find the advisor that is to be removed in the appropriate chapter’s advisory team roster.





Input the desired END DATE. This can be a date in the past, present or future. Note that the removal will occur on the date indicated. A date in the past will occur immediately.





Click the DE-APPOINT button once the appropriate date is input.





You will be prompted to verify the removal.





Click OK.








Confirm that the advisor’s name has been removed from the roster. 





If there is an issue, contact the Director of Volunteer Development.


� HYPERLINK "mailto:dave.campbell@betathetapi.org" �dave.campbell@betathetapi.org�











