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Alpha Kappa Chapter BY-LAWS and STANDING RULES

Alpha Kappa Chapter, Alpha Phi State, The Delta Kappa Gamma Society International, shall hereby follow and adhere to the Constitution and By-Laws and Standing Rules set forth by The Delta Kappa Gamma Society International and Alpha Phi State, West Virginia (revised 2010, The Delta Kappa Gamma Society International; Alpha Phi State, revised May 2011).  References to the international constitution will appear in all caps (CONSTITUTION).  References to the Alpha Phi State, West Virginia, Bylaws will appear in all caps (BYLAWS).  
ARTICLE I

Name
Section A.  The name of this chapter shall be ALPHA KAPPA Chapter, Alpha Phi State, West Virginia, The Delta Kappa Gamma Society International.  The chapter has the preference of deciding whether to use the designation  the Society, Delta Kappa Gamma, or DKG.
ARTICLE II

Purposes
Section A.  Alpha Kappa Chapter shall promote the seven purposes of The Delta Kappa Gamma Society International as stated in the CONSTITUTION 2010, Article II, Section D.

Section B.  Mission Statement
The Delta Kappa Gamma Society International promotes professional personal growth of women educators and excellence in education.

Section C.  Vision

Leading Women Educators Impacting Education Worldwide

ARTICLE III

Membership

Section A.  Membership  

Membership is in accordance with the CONSTITUTION, ARTICLE III, Section A and Standing Rules Section 3.

Section B.  Membership Classification


1.  An active member shall be a woman who is employed as a professional educator or has been retired from an educational position.  An active member shall participate in the activities of the Society.  

2a. Reserve membership shall be granted only to a member who is unable to participate fully in the activities of the chapter because of physical disability and/or geographic location.


2b. A reserve member, so requesting, shall be restored to active membership.


3.  An honorary member shall be a woman not eligible for active membership but who has rendered notable service to education or to women and is elected to honorary membership in recognition of such service by the method established by the executive board.  An honorary member may not hold office.  If an honorary member leaves the area of the chapter, her membership is not transferable.  The name of the honorary member may or may not be left on the chapter’s roll.   
Section C.  Election to Membership


1a. In the spring/summer of odd-numbered years, each county will meet and establish a list of names to be submitted for consideration for membership at the first fall meeting.


1b. Each prospective member must have taught a minimum of three (3) years and be presently employed as a professional educator or has been  retired from an educational position no more than two (2) years.


1c. No alternates shall be considered.  


2.   At the first fall meeting of odd-numbered years, the second vice-president/chair of the membership committee shall present nominations for membership submitted by each county.  The members in attendance will have the opportunity to read pertinent information about each prospective member as well as voice personal knowledge of each candidate.  


3a. At the second fall meeting of odd-numbered years, the members present shall vote upon a quota of members to be invited for Alpha Kappa Chapter membership or vote to accept all names submitted.  

3b. If the membership voted to establish a quota, the members shall vote by preferential voting for the new members for Alpha Kappa Chapter.  Paper ballots will be used.  Those names receiving the highest votes as specified by the quota shall be invited to membership.  

3c. If the membership voted to accept all names, those names presented must have a 4/5’s vote of approval of members voting. If a 4/5’s approval vote does not occur, the chapter must then establish a quota.  Individual names submitted will be voted on using paper ballots.  Those names receiving the highest votes as specified by the quota shall be invited to membership.

4.  During the first week of November, either by mail or personal contact, the president shall issue to each prospective member a hand written invitation to which a reply is requested by December 1st.  Each prospective initiate shall have a sponsor’s name and telephone number on the invitation.  The sponsor will call the prospective member three (3) days after invitations have been mailed to establish a time when initiate and sponsor can meet.


5.  The orientation of prospective members shall take place at a session prior to the initiation.  The president shall choose an appropriate time and place for the session.


6.  The membership committee, under the direction of the second vice-president, shall plan and supervise the initiation, which occurs after April 1st of even numbered years.

Section D.  Society Key pins


1. Initiates shall purchase the Society’s key pin as their sign of membership.  All members shall wear their key pins to meetings.  The official jewelry may be worn on a ribbon or other manner as desired by the member.  Members are expected to wear the Society jewelry in ways that demonstrate the respect and honor they have for their membership.


    a. At the discretion of the chapter executive board, returned key pins may be given or sold to initiates or to members who have lost their key pins.


    b. Presidents’ pins returned to the chapter may be given or sold by the chapter to presidents in office or to past presidents.

Section E.  Transfer of Membership

Transfer of membership shall be in accordance with the CONSTITUTION 2010, Article III, Section D.  
Section F.  Termination of Membership


1.  A complete record of all terminations of membership shall be kept by the membership chairman and shall include reasons and dates of termination.


2.  Termination of membership shall be for death, resignation, non-payment of dues, or as determined by the membership.

3.  Terminations must be approved with a 2/3’s majority vote of members in attendance.

Section G.  Reinstatement of Membership

A former member shall be reinstated to membership by the chapter receiving the request.  Once the former member pays dues and fees, the chapter treasurer processes the reinstatement.  No chapter vote is taken.

Section H.  Meeting Attendance


1.  The recording secretary shall record attendance at each meeting and shall receive from the corresponding secretary the non-attendance forms which must be submitted by each absent member.

2.  Valid reasons for nonattendance include personal illness, family illness or bereavement, performance of professional duties, travel, family commitment, or extenuating circumstance. 
ARTICLE IV

Finances

Section A.  Annual Dues  


1.  Each active and reserve member shall pay annual dues in accordance with the CONSTITUTION, ARTICLE IV, Section A.

2.  Chapter dues shall be determined by chapter vote at the September meeting.  

3.  Chapter dues shall be an amount determined in accordance with the rules set by the chapter.


4.  Annual dues shall be paid between July 1 and October 31.  On November 1 members shall be dropped for nonpayment of dues and fees.


5.  State and international dues and fees shall be forwarded to the state treasurer by November 15 and shall be in accordance with the BYLAWS, ARTICLE IV, Section 1, 3.  

6.  Financial assessments may be levied only by the chapter.  If the need arises for additional funds, the Executive Board shall present a proposal for special assessment to the membership for approval.

7.  A member initiated at some time other than the April meeting shall pay fees and dues in accordance with CONSTITUTION, ARTICLE IV, SECTION C.  The same applies to those members reinstated.  The treasurer shall send dues and fees to the state organization treasurer in accordance with CONSTITUTION, ARTICLE IV, SECTION C.  

Section B.  Financial Control/Accounting

1.  The proposed budget, submitted by the Finance Committee, shall be submitted at the first fall meeting for chapter approval.  


2.  Bills shall be paid by the treasurer after proper authorization by the president.  All expense vouchers shall be signed by the president before payment is made by the treasurer.  Purchases of large amounts must be approved by the president prior to purchase.  Receipts must be presented for all bills before payment is made.

3.  The auditing committee shall audit the treasurer’s books between July 1 and September 1 each year and shall make a report to the membership at the first fall meeting.  

Section C.  Funds


1.  The available fund shall be the operating fund and requires a budget.


2.  Funds collected by committees shall be disbursed by the treasurer as the committee directs.


3.  Funds collected for special activities shall be disbursed at the president’s discretion.  (i.e., disaster funds, surprise for projects, etc.)


4.  The chapter may maintain a scholarship fund for the benefit of members.


5.  The chapter may maintain a grants-in-aid fund to support pre-service education students.

ARTICLE V
Organization

Section A.  Conduct of Business


1.  The chapter shall govern the conduct of its business in a manner consistent with the current CONSTITUTION and the BYLAWS and Standing Rules.

2.  Each chapter shall have chapter rules which are consistent with the current CONSTITUTION and BYLAWS and Standing Rules.  A copy of the rules should be sent to the state Bylaws Committee for review by    December 1 in even numbered years.


3.  The chapter officers shall be elected in even numbered years by a majority vote at a chapter business meeting held in the spring.  The term of each elected officer shall be two years, unless otherwise specified, or until a successor is named.  

4.  The chapter president shall represent the chapter as a voting member of the State Executive Board unless an official representative has been named by her.  

5.  A quorum is defined as the majority of the members present voting.
ARTICLE VI

Officers

Section A.  Officers

1. Chapter officers, all of whom must be members of the Society, shall be a president, a first vice-president (program), a second-vice president (membership), a recording secretary, a corresponding secretary, a treasurer and a parliamentarian.
Section B. Duties of Officers 

1.  The president shall

     a. act as presiding officer at regular and called meetings and direct the activities of the organization;


     b. act as chair of the executive board;

               c. appoint standing and special committees;


    d. serve as member ex officio, with vote, on all committees except nominations;


    e. approve for payment all expense claims;


    f. approve publications;  


    g. fill by appointment all vacancies in office;


    h. represent the Society at meetings, conferences, and other events; 


    i. take action, with the advice and approval of the executive board, on matters that cannot be deferred until the next meeting;  


    j. serve ex officio, with vote, in the process of budget development and supervision;


    k. execute, with the treasurer, legal documents pertaining to the chapter.  A legal document may be executed only when it has been authorized by the chapter’s executive board; and 

    l. serve as a member of the Alpha Phi state executive board;  

    m. have an orientation for the membership once during her biennium;


    n. receive her president’s pin at the time of installation; and 


    o. the incoming president should attend the state executive board meetings as an observer.


2.  The first vice-president shall

    a. serve as the presiding officer in the absence of the president;             
    b. in the event of the resignation or death of the president, she shall succeed to the presidency and serve until the next regular election of officers;


    c. shall chair the program committee;


    d. shall prepare the chapter yearbook with the assistance of her committee;


    e. and shall perform other such duties as the president of the executive board shall assign to her.


3.  The second vice-president shall


    a. serve as the presiding officer in the absence of both the president and the first vice-president;

    b. in the event of the resignation or death of either the president or the first vice-president, she shall succeed to the office of first vice-president and serve until the next regular election of officers;


    c. serve as chairman of the membership committee and fulfill those duties outlined under Membership Committee in the Handbook of The Delta Kappa Gamma Society International, the latest edition; and 

    d. shall perform other such duties as the president or the executive board shall assign to her.


4.  The corresponding secretary shall


    a. send by mail (postal or electronic) notices for meetings and collect reservations and payment for lunches served at meetings;


    b. notify the area coordinator(s) responsible for the meeting of the number of members attending and the number staying for lunch;


    c. submit to the treasurer a list of luncheon reservations and the total amount (both checks and cash) collected; if a person has paid for lunch and cannot stay, there will be no refund; likewise, if a person has not paid for lunch and decides to stay, she will pay at the time of the luncheon;


    d. read any correspondence to the chapter at the next meeting;

    e. and shall carry on any correspondence as delegated to her by the president.


5.  The recording secretary shall


    a. keep minutes of each meeting and furnish the president with a copy of such minutes;


    b. coordinate with the person designated to send meeting write-ups to newspapers serving the chapter area so that information for articles is accessible; 

    c. serve as secretary to the executive board;


    d. shall call the roll at each meeting and record attendance and (reasons for) absences after she reads the minutes of the previous meeting.


6.  The treasurer shall


    a. receive and pay out all monies belonging to the chapter;


    b. keep an accurate account of receipts and expenditures; 


    c. maintain a record of receipts, bills, and bank statements;


    d. present a report at each regular meeting;


    e. file required tax reports;


    f. submit for annual audit/financial review the accounts of the chapter;


    g. serve as a member ex officio on the executive board;  


    h. serve as a consultant in the process of budget development and supervision of finances;


    i. follow appropriate procedures to ensure the safety and proper handling of chapter monies as established by the chapter finance committee;


    j. shall be responsible for ordering the incoming president’s pin to be presented at the installation of officers every two years; and 

    k. shall pay all bills incurred in a fiscal year by June 30 of the fiscal year.


7.  The parliamentarian shall

    a. serve as a member ex officio on the executive board; and 


    b. ensure that meetings are conducted according to Robert’s Rules of Order, Newly Revised ( current edition).
Section C.  Election and Terms of Office


1.  The Nominations Committee shall submit the name of one nominee for each elective office at the first spring meeting in even-numbered years.  Consent of each nominee must be obtained.

2.  Election of chapter officers shall be in accordance with chapter bylaws.


3.  The chapter officers shall be elected in even-numbered years.


4.  The term of each elected officer shall be two years or until a successor is named.  Officers shall take office on July 1 following their election.


Section D.  Vacancies


1.  The president shall fill by appointment all vacancies in office that occur by resignation or death.  


2.  In the event that a member holding an elected office is unable to perform her duties, the position shall be declared vacant by the chapter’s officers and a successor named by the chapter president.


3.  When a vacancy occurs in the office of president, the first vice-president becomes president, and then the second vice-president shall become the first vice-president.

ARTICLE VII
Boards

Section A.  Chapter Executive Board

1.  The members of the chapter executive board shall be the elected officers of the chapter, the immediate past president, and such other voting members as shall be determined by the chapter.  

2.  The chapter president shall serve as chairman of the committee.


3.  A quorum shall be a majority of the voting members of the committee.  Each voting member is entitled to one vote.


4. The committee shall meet at least twice annually and then at the direction of the president.  

5.  Duties of the Executive Board


     The chapter executive board shall


    a. act in matters requiring immediate action and decision;


    b. recommend policies and procedures for consideration by members; 


    c. establish rules for budget development and approval and for the supervision of chapter finances; and


    d. meet annually to announce vacancies when necessary and to plan chapter activities.
  Section B.  Other Boards

1.  Alpha Kappa Chapter shall create additional boards as necessitated by chapter conditions.

ARTICLE VIII

Committees

Section A.  Committee Structure

1.  The Standing Committees 

    a. Society Business


        (1) Finance


        (2) Membership


        (3) Expansion


        (4) Nominations


        (5) Bylaws and Standing Rules


2.  Society Mission and Purposes

     a. Programs for Educational Excellence

     b. Personal Growth and Services


     c. Professional Affairs


     d. Research


     e. Legislation


     f. Music


     g. Scrapbook/Newsletters/ Publication Awards

     h. Scholarships


     i. World Fellowships/ International Projects

     j. Communications 

3.  Other Committees


    a. Achievement Awards

    b. Archives


    c. Disaster

    d. Leadership Development

    e. Literacy

    f. Long-Range Planning

    g. Research for Chapter History
 
    h. Technology

    i. Women’s Commission
Section B. General Procedures


1.  The president shall appoint members of all committees and designate the chairman of each committee except the nominations committee.

2. The chapter president shall be an ex officio member of all committees except the Nominations Committee.

3.  Special committees may be appointed by the president when necessary once they are authorized by the executive board (i.e., convention, area coordinators, etc.)

4.  The president may declare committees inactive for the biennium if they do not need to function to accomplish chapter business.


5.  The treasurer shall serve as an ex officio member of the finance committee.


6.  Matters requiring immediate attention may be voted upon my email or phone calls (or conference call).

7.  The work of the chapter committees shall be reported on forms supplied by International for each biennium and shall be submitted to the persons designated on the form.
Section C.  Duties of Committees

1.  Society Business


    a. The Finance Committee shall be responsible for the supervision of the financial affairs of the organization.  It shall prepare the annual budget and also audit and review financial transactions yearly.  It may also develop prescribed forms for the submission of bills, vouchers, and other expenses.  The president and the treasurer shall serve as ex officio members of this committee.

    b. The Membership Committee shall prepare information on prospective members to be submitted to the membership for review and voting once individual counties have met in the summer of odd-numbered  years and submitted their recommendations to the membership chairman. These recommendations shall be presented at the first fall meeting of odd-numbered years and voting will take place at the second fall meeting.  Necrology and membership records shall be the responsibility of this committee.  Recommendations for honorary members shall come from this committee.  A written report of membership shall be made the second year of the chairman’s term.

    c. The Expansion Committee shall present recommendations for chapter growth whenever it deems that chapter membership needs to increase beyond its normal growth.


    d. The Nominations Committee shall be composed of equal representation from the five counties.  It shall elect its chairman by ballot at the first fall meeting in even-numbered years.  In the election year it shall present one nominee for each elected position, having acquired the nominee’s permission, shall conduct the election before the first day of May, and shall report the results.

    e. The Bylaws and Standing Rules Committee shall meet whenever changes in the International CONSTITUTION or Alpha Phi State BYLAWS and Standing Rules necessitate a review of chapter bylaws and standing rules.  It will also receive and screen proposals for changes/amendments.  The committee will make any needed revisions and present them for review by the membership at least seven days before a vote will be taken to accept them.  The committee may request the parliamentarian serve as a consultant.

2.  Society Mission and Purposes

    a. The Programs of Educational Excellence Committee shall develop a chapter program of work.  The first vice-president shall be the chairman of this committee, and other members shall be the chairmen of the following committees:  Personal Growth and Services, Professional Affairs, Research, Legislation, Music, and Scrapbook.    It shall promote both short-term and long-term programs and projects for excellence in education.  The committee shall also prepare the chapter yearbook and send copies to the appropriate state officers.

    b. The Personal Growth and Services committee shall be responsible for implementing the plans of the International and State Committees and developing such related programs as may be of local importance and interest.  It shall provide directions for work in personal growth according to the Handbook.

    c. The Professional Affairs Committee shall be responsible for implementing the plans of the International and State Committees and for initiating and developing such related programs as the chapter executive board may direct.  It shall develop chapter interest and participation in activities designed to improve the professional status of women and encourage recruitment activities.  It shall be responsible for receiving information concerning forums and encourage membership interest in them.  
 
    d. The Research Committee shall be responsible for implementing the plan of the International and State Committees and conduct such research as requested by the state organization.

    e. The Legislation Committee shall study and recommend action in  the field of legislation to improve education and the status of women educators.

    f. The Music Committee shall conduct and direct choral activities at chapter meetings to enhance appreciation of the Society’s goals and to give dignity and beauty to programs.  It shall lead the singing of the Society’s official song at each meeting.


    g. The Scrapbook Committee shall follow the state guidelines (if available) in preparing the annual scrapbook and other publications for presentation at the Alpha Phi State Convention.  It shall work with the Communications Committee in preparation of these other publications.

    h. The World Fellowship/International Projects Committee shall inform members concerning international projects and encourage participation in them.

    i. The Communications Committee shall publish the newsletter for presentation in Fall and Spring.  It shall send news of chapter programs, activities, births, deaths, weddings, and names of new members to the state editor four times a year in compliance with the state deadlines as outlined in the Alpha Phi State Newsette.  It shall also send summaries of Alpha Kappa Chapter meetings to newspapers and keep a file of news clippings and newsletters for respective state competitions.

3.  Other Committees


    a. The Achievement Award Committee shall nominate a member for the State Achievement Award and support this nominee in preparing her application.

    b. The Archives Committee shall maintain and regularly update archival records and shall provide information when requested to update the state history.  It shall partner with the Research for Chapter History Committee to continuously update chapter history.

    c. The Disaster Committee shall collect monies from the membership on a voluntary basis for a variety of purposes (i.e., floods and other natural disasters or a member’s personal loss) and shall send such monies to the appropriate designation.  The chapter president may forward a request to the state chairman for assistance for a member who has experienced personal loss due to a disaster.

    d. The Leadership Development Committee shall plan leadership sessions for newly elected officers and/or appointed membership chairs when deemed necessary by the executive board.


    e. The Long-Range Planning Committee shall oversee the development of future projects and shall be responsible for the chapter’s continuous strategic planning.


    f. The Research for Chapter History Committee shall continuously update the chapter’s history and shall partner with the Archives Committee.

    g. The Technology Committee shall maintain the chapter web page, promote the use of technology, and electronically interact appropriately with the society at higher levels.


    h. The Women’s Commission Committee shall gather information from the state level about legislatives issues concerning women or the status of women educators or about various forums chapter members may be interested in. It may liaison with the Legislative Committee.

Section D.  Special Committees

1.  The president, with the approval of the executive board, may form special committees as conditions require.


2.  The president shall appoint the Area Coordinators Committee each biennium whose duties include the following:


    a. arrange for a place for the meeting, acquire a caterer, and obtain the cost for the luncheon;


    b. provide this information to the corresponding secretary;

    c. make the final luncheon reservations with the caterer from information provided by the corresponding secretary;


    d. shall decorate the venue for the meeting;


    e. shall provide refreshments for the hospitality time;


    f. work with the treasurer and corresponding secretary to assure the caterer is paid;


    g. enlist help to clean up the venue after the meeting adjourns;


    h. contact members without email between meetings with pertinent information related to members or about chapter activities (the president sends the information to those with email);
ARTICLE IX

Meetings

Section A.  Regular Meetings                                                                            

1.  The chapter meeting schedule shall be printed in the chapter biennium yearbook.


 2.  Alpha Kappa Chapter shall meet at least four times a year at the time and place determined by the chapter executive board.  Business is to be conducted at each of these meetings.  If no business is conducted, then the meeting does not count as one of the four required.  Additional meetings may be held.

3.  The corresponding secretary shall notify members of meetings by mail (postal or electronic).


4.  A chapter member may host a Christmas Tea where no business shall be transacted.  In odd-numbered years prospective members shall be invited to the Tea to meet the membership.

5.  A quorum for chapter business shall be determined by the chapter (a majority of those present voting).


6.  There shall be no proxy voting.

7.  The Society shall provide examples of initiation and installation ceremonies, as well as other ceremonies (for example, ceremony of remembrance, Founders’ Day, etc.) 

Section B.  Meetings of the Executive Board


1.  The executive board shall meet at least twice annually.  The board may meet at other times upon the call of the president.


2.  The chapter executive board may meet through electronic communication as long as all the members may simultaneously hear one another and participate during the meeting.

Section B.  Other meetings


1.  If the president is unable to attend state meetings, her designee shall attend.

ARTICLE X
Publications

Section A.  The chapter newsletter shall be  distributed to members in Fall and Spring.  The communications committee chairman shall be responsible for compiling, publishing, and distributing the newsletter.

Section B.  The first vice-president shall be responsible for publishing a chapter yearbook for her biennium.  Its content shall be modeled after previous yearbooks.  Each member shall receive a copy.  It shall include the chapter’s Bylaws and Standing Rules.  Members of the Program of Education Excellence Committee shall assist the first vice-president in preparation of the yearbook.
Section C.  Publications for state competition shall include a scrapbook, a compilation of the newsletters, a compilation of newspaper clippings publicizing the chapter or its members, and a single display of a topic illustrating a particular accomplishment or chapter activity.
Section D.  Other publications shall be approved by the president.

ARTICLE XI
Parliamentary Authority

Robert’s Rules of Order, Newly Revised (current edition) shall govern the proceedings of Alpha Kappa Chapter.

ARTICLE XII

Amendments

Section A.  Additions


1.  Proposals for additions may be made by any member and then submitted to the Bylaws and Standing Rules Committee for consideration and action.  Additions may be made to the chapter rules by a majority vote of the members present at any regular chapter business meeting without previous notice being given.
Section B.  Changes


1.  Proposals for changes may be made by any member and then submitted to the Bylaws and Standing Rules Committee for consideration and action.  Changes may be made in chapter bylaws and standing rules by a two-thirds (2/3’) vote of chapter members present at a regular chapter business meeting provided that changes have been announced at the previous meeting or have been mailed (postal or email) to members at least one week before the meeting at which the vote is to be taken.
ARTICLE XIII

Dissolution

Section A.  Alpha Phi State provides in its BYLAWS the following guidelines for possible dissolution of a chapter:


1.  Before a chapter is dissolved, the approval of the state organization executive board must be obtained.


2.  Careful consideration shall be given to the manner in which those desiring to maintain membership transfer to other chapters.  International procedures must be followed.


3.  Any remaining funds in the chapter account shall be sent to the state organization treasurer and deposited in the available fund.


4.  Chapter paraphernalia, society publications, and chapter records shall be retained in the state organization archives and made available for use.


5.  The charter must be returned to the state organization to be forwarded to the society headquarters.


6.  The state organization executive board shall decide whether the Greek name shall be reused.
