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As the High Beta of ________________  Zeta,
I, _____________________, hereby promise to 

uphold the ideals of Lambda Chi Alpha and 
dilligently perform the duties and responsibilities 

associated with this position. 
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Operations Guide
Vice President: High Beta

The Official Charge of the High Beta
Brother High Beta, your task is one of great importance, for you must 
at all times be ready to take up the duties of our High Alpha should 
circumstances require such action.

It is also your responsibility to originate, direct, and inspire programs of 
internal involvement for all members of the Fraternity and to its various 
publics.  Among these are the campus community, the faculty  and ad-
ministration, other fraternities and sororities, the non-fraternity students, 
parents, alumni, and the community in which this chapter is located. 
You are the direct contact between our chapter and these publics on 
whom the welfare and favorable reputation of the Fraternity depends.

In Order to Lead,  
You Must First MODEL IT
To MODEL IT means to implement the required functions of  
your office in order to lead the chapter effectively. These seven  
directives are the basic expectations for each brother during  
his term in office

Motivate:  All chapter members to participate in campus events  
  and chapter activities.  

Organize: Brotherhood events to engage and involve all chapter brothers.

Delegate: Tasks to members through a structured committee system.

Evaluate: Effectiveness of chapter programming and involvement of  
  its members.  

Lead:  The chapter members by providing purpose and direction  
  through involvement.  

Inspire: The brotherhood throughout its journey on the path of  
  becoming true brothers. 

Teach: The chapter members to live out the Fraternity’s values  
  as a true brother.
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Congratulations brother on your appointment as your 
chapter’s High Beta. This position will require you to 
work diligently to ensure that your chapter lives up to its 
highest standards. The document you are currently 
accessing is your officer Operations Guide. This 
interactive document will be your go-to resource in 
successfully implementing the standards that this officer 
position entails.

The first part of the Operations Guide is the specific 
operations you should be completing. These operations 
are separated by Basic, Advanced, and Exceptional. 
With each of these operations, you can click on “Jump to Section” to view a page that will 
give you a description on how to complete that operation. The operations list also has a 
checkbox you can use when you have completed the operation. When your Educational 
Leadership Consultant visits with you, he will evaluate you on whether or not you have 
completed these operations. 

There is also a navigation tab at the bottom of the screen that can take you to the previous 
or next page or the first or last page. You can click on the Basic, Advanced, or 
Exceptional tabs on the right side of each page to jump back to the operations list at the 
beginning of the document. At the end of this document, there is a textbox where you can 
keep notes and a blank list where you can create your goals and tasks. 

Should you have any additional questions about the operations of your officer position that 
are not covered in this Operations Guide please feel free to e-mail the Chapter Services 
staff at programming@lambdachi.org.

From all of us at Lambda Chi Alpha International Headquarters, we wish you the best 
going forward as you continue to promote the values and lessons of our Fraternity.

In ZAX,

Nicholas Zuniga
Director of Chapter Services
Lambda Chi Alpha Fraternity

Operations Guide
A Message from the International Headquarters

mailto:programming@lambdachi.org
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Basic / Core
   The lamp is symbolic with learning and consistent with the initial levels of the Inner  
   Circle and True Leader (Faithful Steward).  At the basic level, the officer demonstrates  
   an understanding of the essential duties needed to meet the most basic duties of his  
   High Zeta position.

Officer Task Jump to Section Frequency

1. Review Operations Guide and complete officer 
transition

Jump to Section Immediately following 
election

2. Review modules and get certified on Officer 
Academy 

Jump to Section Within 60 days of taking 
office

3. Prepare proposed High Beta Budget and Calendar Jump to Section As necessary
4. Encourage individual involvement by determining 

committee structure and assigning all officer members  
Jump to Section Within first month of each 

academic term

5. Attend all Executive Committee Meetings Jump to Section Ongoing
6. Promote campus involvement and maintain record 

of chapter member participation in campus events, 
student organizations and leadership positions

Jump to Section Ongoing

7. Coordinate and promote participation in major 
campus events 

Jump to Section Ongoing

8. Organize at least two small scale or one large scale 
brotherhood events

Jump to Section Each academic term

9. Coordinate the chapter’s incentive program and 
oversee the submission of applications for Lambda 
Chi Alpha and campus awards

Jump to Section As necessary

10.  Prepare for and meet with the ELC during his visit Jump to Section Twice a year
11.  Transition the incoming High Beta Jump to Section Immediately following 

election

Operations Guide
Basic Operations
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Advanced / Essential
The cross & crescent are symbolic of growth and the cross is our guide in folowing 
that ideal.  At the advanced level, the officer not only meets basic expectations but 
demonstrates a higher understanding and is able to effectively teach and delegate 
officer tasks to associate members and other brothers in the chapter.

Operations Guide
Advanced Operations

1. Prepare for and participate in High Zeta retreat Jump to Section Within first month of each 
academic term

2. Prepare for and present the duties of High Beta in 
Fraternity Education

Jump to Section As necessary

3. Plan and conduct a chapter retreat Jump to Section Each academic year
4. Assist the High Alpha in preparing for the ELC chapter 

visit  
Jump to Section As necessary

5. Assist High Rho with establishing a senior 
involvement/recognition program to encourage 
participation in chapter, mentor younger members 
or plan a chapter event

Jump to Section Each academic term

Officer Tasks Jump to Section Frequency
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Operations Guide
Exceptional Operations

The exceptional officer incorporates the basic and advanced expectations and is able 
to tie the Core Values and Learning Model in his efforts to teach and delegate officer 
tasks to associate members and other brothers in the chapter.

Exceptional / Preferred

Jump to Appendix
Supplementary material that

 support each task required as an officer

Jump to Personal Tasks
Write in your own personal goals for your term as 

an officer and tasks required as an officer

Officer Tasks Jump to Section Frequency

1. Work with High Zeta and committees to prepare a 
written action plan incorporating SMART goals for 
chapter approval

Jump to Section Within a week after High 
Zeta retreat

2. Assist High Alpha in creating a written plan of action 
covering areas addressed by the ELC 

Jump to Section Within a week of  
receiving ELC visit report

3. Ensure timely reviews take place for each officer, 
committee, and member to evaluate the progression 
toward successful implementation of chapter’s goals

Jump to Section Ongoing
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Review Operations Guide and complete officer 
transition

Constitutional Duties and Responsibilities

According to the Constitution and Statutory Code of Lambda Chi Alpha:

“The High Beta shall be the First Vice President of the Chapter. He shall assist the High Alpha in the 
performance of his duties, and in the absence or disability of the High Alpha he shall succeed to his 
powers and duties pursuant to Code 3-5 of this Statutory Code. He shall oversee internal membership 
involvement and campus involvement in his Chapter. He shall be an ex-officio member of all committees 
of the Chapter, without a vote except that he shall have a vote on the Executive Committee if he has 
been elected as one of the two active members or as the alternate member as provided for in Code 
3-10 of this Statutory Code.”

General Duties and Responsibilities

The general responsibilities of the High Beta shall be:

• To involve all brothers in the chapter’s programming and operations through the use of teams, com-
mittees, and incentive programs to maximize participation.

• To involve all chapter brothers in worthy campus activities, events, and affairs.

• To act as the chapter’s second ranking officer, replacing the High Alpha in his absence or inability to 
function.

• To serve as an ex-officio, non-voting brother of the Executive Committee, uncles elected as a voting 
brother of the Executive Committee.

A successful High Beta understands and executes all of the various responsibilities of his office.  At times, 
certain responsibilities may take precedence, but the most effective High Beta never loses sight of all his 
responsibilities.

Officer Transition

For a chapter/colony to be successful, it is important this its officers don’t “reinvent the wheel.”  Valuable 
information and resources are lost each year due to an ineffective transition process.  To assist in this 
process an Officer Transition Checklist can be found in the Appendix.

Continued
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Review Operations Guide and complete officer 
transition

Claiming Your Officer Portal Account 

Officer Portal is Lambda Chi Alpha’s online administration portal and is important for communication 
between your chapter and the Office of Administration. Follow these three simple steps to claim your 
account on Officer Portal: 

Step 1 

• Go to op.lambdachi.org, then click “if you are an officer and don’t have an account, click here to 
get your account.” 

Step 2 

• Select your chapter of initiation.

• Enter your last name and first name at the time of your initiation. 

• Enter your membership/roll number. 

• Do not enter your date of birth if you have a roll number. If you are an associate member, you 
must enter in your date of birth. (DD/MM/YYYY). 

• An email will then be sent to your email address that is on file for you. 

Step 3 

• Check your email for further instructions

The High Gamma and the High Alpha listed in Officer Portal are the only authorized users to make 
changes to the officer roster. Immediately following any officer elections or on the day of the official 
officer transitions, the High Gamma or High Alpha must complete the Report of Elections, otherwise of-
ficers may a have difficult time claiming their account and gaining access to Officer Portal and Officer 
Academy. 

Please contact opsupport@lambdachi.org if you have any issues and need assistance. 
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Review modules and get certified on Officer 
Academy

Lambda Chi Alpha offers a unique program to support all chapter officers; Officer Academy. This 
program was designed to provide officers with an overview of their position and Lambda Chi Alpha 
policies and laws. This is a resource for officers who didn’t get a proper transition. 

Getting Started 

In order to access Officer Academy you need to first set up your Officer Portal account. Work with your 
High Gamma to complete this process if you are unsure how to do so.  Once you set up your Officer 
Portal account it will be 24 hours before you will be able to login to Officer Academy. Once that time 
has elapsed you will use your same username and password from Officer Portal for Officer Academy. 
To access Officer Academy go to oa.lambdachi.org. 

The Process

Once you have your Officer Academy all set up, you will begin to review modules. Each officer has 
specific modules to review. These cover his role and responsibilities. In addition there are general 
modules which all officers must review. The modules each take around 15-20 minutes to review and 
have an audio feature. Once you begin a module you should finish. 

Once you have reviewed all of the officer-specific and general modules it’s time to take the certification. 
The certification allows you to test your knowledge. Each officer has 60 days from their officer start 
date, which is recorded in Officer Portal, to successfully complete the certification, with no less than 
90%, from the day they are recorded in office on Officer Portal. Each officer gets 2 attempts to achieve 
it; note that you must wait 24 hours between attempts. The official cut off for discount consideration on 
your chapter or colony’s Risk Management Assessment (RMA) will be November 1 in the fall and April 1 
in the spring. 

Other Features

Officer Academy offers several other features to support our chapter officers and Executive Committee 
members. 

Discussion- The discussion feature allows officers to collaborate with other officers from different chapters 
and colonies. You can post questions or ideas, starting a feed of responses from others. You can directly 
access of the discussion by going to oa.lambdachi.org/forum. 

Library- Officer Academy offers a library which provides officers with resources to aid them in their 
positions such as each Operations Guide. 

Video- The video feature offers videos to enhance their positions and provide them with information 
about Lambda Chi Alpha today. 

If you have questions about Officer Academy please contact your ELC or email  
programming@lambdachi.org. 

oa.lambdachi.org
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Prepare proposed High Beta Budget and Calendar

Creating a Balanced Budget
Each High Zeta officer needs to plan in advance what his financial needs will be.  This will help prevent 
problems from occurring, such as not having adequate funds toward the end of the semester/quarter.  
First, the officer should create a list of events or activities that he would like to implement throughout the 
budget timeframe.

Once the officer has developed a list of notes, he should begin to create a budget proposal.  The 
officer should take into account the following information:
• The previous officer’s budget and actual expenditures
• Chapter/Colony goals
• Officer goals
• Chapter/Colony Mission and Vision

It should be noted that the document being created is only a proposal and does not mean that the 
Executive Committee and/or chapter/colony will approve the budget.  An example of an officer budget 
can be found in the Appendix.

Creating a Balanced Calendar
A balanced calendar provides the chapter with a solid programming schedule, versus a schedule 
dominated by one area of operations.  It is also important for all members to know their commitments 
well in advance to increase attendance.  As preparation, each High Zeta officer and appointed 
position should be prepared with possible dates for his events and/or programs.  The officer should also 
come prepared with a back-up plan if the dates they want are taken.

Keep in mind all school dates:
 
• First Day of Class
• Breaks/Holidays
• Formal Recruitment
• Midterms
• Homecoming
• Dead & Finals Week
• All Greek/IFC Events
• Campus Sporting Events
 

Continued
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Prepare proposed High Beta Budget and Calendar

Have officers suggest events and programs:
 
 
• Chapter/Colony Retreat
• High Zeta Retreat
• Faculty Reception
• Parents’ Weekend
• Food drive
• Chapter/Colony Awards Banquet
• Philanthropies
• Community Service Events
• Harm Reduction Education Sessions
• Pre-Initiation
• FRED Sessions
• Big Brother/Little Brother Ceremony
• Associate Member Ceremony

• Recruitment Events
• Recruitment Retreat
• Academic Educational Sessions
• Ritual
• ZAX Sessions
• Officer Installation Ceremony
• Informal Training Session
• Academic Educational Sessions
• Social Events
• Alumni Events
• Formal
• House Clean-Up

Don’t forget about deadlines:
 
• Chapter Roster Due Dates
• Chapter Billing Statement Due Dates
• Event Planning Forms Due Dates
• IFC Balance Due Dates 
 

After deciding the priorities, spread the events and programs evenly throughout the term.  Remember, the 
main priority of going to school is to get an education.  Once the calendar is completed it should be 
sent to the Executive Committee for review.  It should then be sent to the chapter/colony for approval.

It should be noted on the schedule what events are mandatory and which events are voluntary
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The first key to good involvement is being able to utilize all brothers and their special skills and talents. A 
good chapter with a strong involvement program allows its brothers to work on projects they care about, 
to develop and practice skills they will use later in life, and to work in a variety of different settings with 
ever changing problems and opportunities. Example of committee/team structures can be found in the 
Appendix 

The number of committees is based on the size of the chapter. Committees must be large enough to be 
working on several projects at any one time, so committees of one to three people are usually ineffec-
tive. The chapter may also choose to have ad-hoc committees, which are formed for a specific purpose 
or event and then dissolved at the conclusion of that event. Many chapters will appoint Homecoming, 
Founders Day, Formal or Food Drive committees as ad-hoc groups. Most of the High Beta’s large proj-
ects and special events should be handled through ad-hoc committees.

Assigning Members to Committees

All chapter brothers must be assigned to a committee. Dividing manpower is important; don’t overload 
some committees or shortchange others. The size of the committees depends on the chapter’s goals for 
the year. Typically, the brothers are assigned in areas of personal interest to help the chapter meet its 
established goals.

When associate members join Lambda Chi Alpha, they should be immediately assigned to a commit-
tee. Associate members are allowed to serve on all of the chapter’s standing committees except Ritual-
ism. The chapter should not assign all of the associate members to committees that are unimportant or 
require less manpower. Associate members should be spread out to all committees so that they may 
participate and develop leadership skills.

Ask each brother to list their top two committees they would like to serve on, with the understanding they 
are not guaranteed to get their wish. Consider a “draft” of brothers, with High Zeta officers taking turns 
selecting brothers for their respective committees. If this method is used, the “high need” committees get 
more draft picks than the “moderate need” committees and the “low need” committees. “High need” 
committees would draft first, but all committees would select brothers in rounds, so that even “low need” 
committees are able to select top quality brothers. A draft allows the officers to select individuals they 
feel comfortable working with, while still filling each committee’s need for manpower.

The High Beta may choose to simply assign people to committees, with or without their opinions on 
which groups they would like to serve. If this is the chosen method of dividing manpower, the High Beta 
works with the High Alpha and High Pi to assign brothers to committees. 

Encourage individual involvement by determining 
committee structure and assigning all officer members
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Continued

According to the Constitution and Statutory Code:

“The High Alpha, High Pi, High Tau, and two Collegiate Brothers or Associate Members elected 
as at-large members in a manner to be defined in the Chapter bylaws shall constitute the Executive 
Committee. The Chapter shall also elect an alternate member who is authorized to exercise full voting 
privileges in the absence of any member of the committee, except with reference to the absence of the 
High Pi or High Alpha. The High Beta shall be an ex-officio member of the committee without a vote 
unless he has been elected as an at-large or alternate member, or is voting in the absence of the High 
Alpha.”

The Executive Committee has six basic responsibilities paraphrased below:

1. Acting for the chapter in all matters not requiring the vote of the entire membership and not otherwise 
provided for in the laws of Lambda Chi Alpha.

2. Representing the chapter in all transactions with the House Corporation.

3. Preparing the annual budget for approval by the chapter 

4. Hiring, determining salaries, and dismissing employees of the chapter.

5. Removing officer of the chapter from office and filling the vacancy by appointment or special 
election.

6. Imposing any penalty in a private informal hearing for scholastic, financial, and disciplinary matters.

The High Alpha is the chairman of the Executive Committee and has a vote. The High Alpha should 
schedule all meetings and set an agenda for the Executive Committee to follow on a weekly or biweekly 
basis. 

The High Pi, High Tau, and two Member at large also have a vote. As Chief Judicial Officer within 
the chapter, the High Pi may choose not to vote on disciplinary matters so as to remain impartial. The 
alternate may fill in for any absent member, except for the High Alpha or High Pi. If not replacing 
anyone, the alternate is a non-voting member.

Non-voting members may participate in all informal hearings and all discussions.  They may be present 
during voting, but cannot vote.  The High Alpha may invoke a closed meeting whenever sensitive 
matters are being discussed. If charges are brought against an Executive Committee member or 
members, these members must relinquish their membership on the Executive Committee until the final 
decision of the case is reached.

Attend all Executive Committee Meetings
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Attend all Executive Committee Meetings

The Role of High Beta   

As the High Beta, you are an ex-officio, non-voting member of your chapter’s Executive Committee; 
unless you were elected as a member-at-large, which then you will have voting privileges. The High 
Beta would also vote only in case of the High Alpha’s absence. In that case, the High Beta would 
be the chairman of committee meeting. If the High Alpha is absent and the High Beta is an elected 
member-at-large, the High Beta would become the chairman and the alternate would fill in for the High 
Beta as a member-at-large.

But the High Beta primary role, in conjunction with the High Alpha, on the Executive Committee is to 
report on uninvolved brothers and unproductive officers/committees to the Executive Committee. When 
it comes to chapter involvement, the High Beta takes the lead in asking uninvolved brothers to detail 
reasons for their absence and lack of involvement. The High Beta should also suggests options for 
sanctions against chronically absent brothers, with an eye on trying to re-involve them in the chapter’s 
programming.
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Continued

Campus involvement will be a very enjoyable and rewarding part of the High Beta’s job. He may have 
the satisfaction of seeing fellow members join organizations and rise through the ranks to assume leader-
ship positions. He has the opportunity to involve the chapter, as a group, in significant campus events. 
He also acquires the skill of working with other organizations to achieve common goals and make an 
impact on campus.

Lambda Chi Alpha values campus involvement because it fulfills a primary goal of the Fraternity: improv-
ing the campus. The Fraternity benefits tremendously from campus involvement. The chapter’s campus 
involvement will be a source of pride and motivation for membership, and can be strength of the chap-
ter’s programming through dedicated efforts. Campus involvement of our members will also help the 
Fraternity identify quality prospective members and allows the fraternity to sell leadership development as 
one of its primary benefits.

For the chapter to have an outstanding campus involvement program, the High Beta needs to do the 
following things:

1. Track the involvement of all members in campus activities.

2. Target specific campus organizations for involvement and interaction.

3. Promote and participate in the major annual events of the campus, including the events of other 
Greeks, as well as the campus intramural program

4. Provide incentives for all members to be involved and/or achieve leadership positions in a student 
organization.

5. Be capable of dealing with hostile campus groups, or groups whose ideals and programming may 
conflict with the Fraternity’s

6. Use the campus involvement of chapter members as a resource for the chapter’s recruitment efforts.

The campus involvement area may be an area many High Betas feel they may have lithe control over, 
as the free time of individual members is theirs to spend as they wish. A successful High Beta knows 
campus involvement is within his control.

Promote campus involvement and maintain record 
of chapter member participation in campus events, 
student organizations and leadership positions
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Promote campus involvement and maintain record 
of chapter member participation in campus events, 
student organizations and leadership positions

Tracking Involvement 

In the Constitution and Statutory Code, the Operating Standards for Chapters states that at least 80% 
of a chapter’s membership must be involved in an extracurricular activity. It is important to know who’s 
involved and to encourage those who are not to get involved. Leadership positions held by all brothers 
should be documented so that proper recognition for accomplishments can be granted. These are the 
people with experiences that can benefit the chapter’s operations.

Steps for tracking involvement:

• At the beginning of each term, have each brother fill out an index card with a list of campus organi-
zations they are currently involved with and what, if any, leadership positions they hold

• Calculate the percentage of brothers involved on campus

• Calculate the percentage of brothers who hold leadership positions

• Post a list of campus organizations, descriptions, meeting times, and how to get involved

• Focus on getting 100% on campus involvement in the chapter
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Continued

Every campus has its traditional annual events: New Student Orientation, Homecoming, Greek Week, 
Spring Fest, Parents Weekend, Spring Sing, etc. In addition there are ongoing campus events such as 
intramurals. Lambda Chi Alpha typically participates in most of these events, as they provide a chance 
to interact with fellow students and promote Lambda Chi Alpha to the campus at large.

• Regardless of the campus event, there are some common steps to take as High Beta to plan for these 
events. First, appoint a committee or chapter brother to be take charge in preparing for the event. 
Then:

• High Beta should act as the liaison between campus coordinators and chapter event committee

• High Beta should coordinate with High Alpha and High Gamma to secure dates and put them on 
the chapter’s master calendar to promote optimum chapter participation

• Discuss why the chapter should participate and what needs to be done in preparation

• Confirm planning steps, personnel needed, event dates, times and locations, and budgets

• Schedule a follow up meeting with the appointed chairman (if the event involves working with an-
other organization, hold this meeting in conjunction with their appointed chairperson)

• Allow the chairman freedom to plan the event but follow-up and ensure the work is being completed.

Promoting Campus Events

The High Beta is charged with overseeing the chapter’s involvement and support of events sponsored 
by other organizations on campus. This type of involvement is important, supporting other groups gives 
them incentive to support events sponsored by Lambda Chi Alpha. It is the responsibility of the High 
Beta to find out what other organizations will be sponsoring events and when they will be held. This 
should all be recorded on the chapter’s master calendar. 

The High Beta should obtain the following information on events and make it available to the chapter:

• What the event entails and why it is being held

• The number of brothers from the chapter required for participation

• Cost of the event

• Date, time and location of event

Coordinate and promote participation in major 
campus events
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Coordinate and promote participation in major 
campus events

It is up to the discretion of the Beta which events the chapter should participate in so that the chapter 
is not over booked and costs can be worked into the budget. It is also up to the Beta to only endorse 
events that coincide with Lambda Chi Alpha’s ideals and policies. Very few of these events will require 
the participation of more than a handful of the chapter’s brothers, but it’s still a good idea to inform the 
chapter of when these events are scheduled so that there will be a strong representation of the chapter 
at each event.

Co-sponsoring Campus Events

The chapter is free to co-sponsor any event that doesn’t conflict with previously scheduled chapter events 
or Lambda Chi Alpha ideals and policies. Co-sponsorship allows Lambda Chi Alpha an equal voice in 
decision making and planning, and they receive equal billing in any promotion of the event. Appoint a 
chairman and follow the procedures outlined in the previous pages on planning special campus events.
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Continued

One of the best ways to boost morale and increase chapter unity is through the use of brotherhood 
events. The High Beta is expected to provide a series of events for brothers to socialize, relax and enjoy 
the bonds of brotherhood. Brotherhood events take many different forms, but have some common fea-
tures: they are for brothers only, the events are designed to build unity and understanding between the 
brothers, and there is no alcohol. Some brotherhood events feature competition between individuals 
or groups of brothers. Any competitions must be handled carefully. Teams should be assigned to break 
down barriers between cliques or groups in the chapter.

A strong involvement program features two to five brotherhood events a month. The High Beta appoints 
one brother to oversee the planning and implementation of brotherhood events. Many of these events 
may overlap with the High Epsilon’s program of events, so work together to provide the chapter with 
successful brotherhood events.

Examples of Brotherhood Events:

• Lock-In — Can be done at the chapter house or at an outside facility like a YMCA. Exercises stress-
ing teamwork and trust as well as athletic events and other forms of entertainment are good for chap-
ter morale.

• Lambda Chi Olympics — The chapter can be broken down into three teams (Purple, Green and 
Gold) and can participate in a number of competitions between the teams. Both individual and team 
games are acceptable.

• Roses and Thorns — An introspective program for the chapter brothers. All brothers sit in a circle and 
the Greek Lamp is passed from man to man. As each man holds the lamp, he must offer praise and 
constructive criticism of some other brothers. The positive comments always end the person’s turn.

• Campus Sporting Event — Give the brothers a chance to show their school pride by going together 
to a campus sporting event. Cheer on the school’s student-athletes and allow others to see the chap-
ter’s spirit. If possible, hold the event in conjunction with one of the school’s smaller sports where the 
fan support will be more appreciated.

• Cultural Outing — Take the chapter’s brothers to see a play on campus, or the orchestra, or to a 
local museum. Take a chance on a speaker or a movie the brothers might not normally attend by 
themselves.

Organize at least two small scale or one large scale 
brotherhood events
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Organize at least two small scale or one large scale 
brotherhood events

The High Beta will need to fill out and submit an Event Planning Form to the Office of Administration if 
any of events or activities falls into one of these categories: 

• Contracts have been/ will be signed with a third party vendor (rented facilities, bus company, etc.)

• The event is planned at a site more than 10 miles from the chapter house or campus

• The event is planned to exceed more than six hours in duration

• During a similar previous event, an accident or injury occurred

• A third party has asked to be named an additional insured on the Fraternity’s insurance policy. 
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Continued

The High Beta must provide a way to inspire all brothers, to push them beyond performing just the 
minimum expectations of membership. The chapter will perform at its best when incentives are used to 
motivate the individual brothers. Incentives can be positive or negative. Incentives do not have to be 
expensive or elaborate to be effective. The best incentive plans will provide the chapter’s brothers with a 
sense of renewed commitment to the organization, a tangible reward for their efforts, and recognition by 
their peers of their efforts.

Prior to the establishment of an incentive system, make sure the chapter has clearly established a set 
of minimum expectations for all brothers. These minimum expectations outline a brother’s obligations to 
Lambda Chi Alpha in recruitment, finances, involvement, conduct, and other major areas. The minimum 
expectations take the form of a contract signed by all chapter brothers at the start of each school year.

Positive Incentives for Individual Brothers

Brother of the Week — This program must definitely be a part of any incentive program. Each week, 
one brother is selected for his outstanding work inside the chapter. The brother receives recognition at 
the chapter meeting, is featured in the chapter bulletin board or newsletter, and receives a certificate of 
appreciation or a traveling trophy.

Brother of the Month — The Brother of the Month receives special recognition such as a dinner out on 
the chapter.

Brother of the Year —This brother receives a plaque and special recognition at a major chapter event 
like the formal. A list of all Brothers of the Year appears on a plaque kept by the chapter.

Scholar of the Week — In conjunction with the High Sigma, give an award to a brother who has 
performed well recently in the classroom.

Point System - A point system is perhaps the most complicated incentive plan to implement on a chapter 
level. Its focus can be broad or narrow. A point system seeks to award points for every chapter event 
and extracurricular event like grades, campus involvement, and paying bills on time. Point systems can 
be used to reward the chapter’s top performers with reduced dues, first selection for chapter rooms, 
preferred parking, or other specific rewards. The point system provides all brothers with a measurement 
of their chapter involvement. An example of a point system program can be found in the Appendix 

Social Event — If the chapter meets one of its major chapter goals, reward them with a special 
brotherhood event like dinner out or a pizza party. Announce the incentive prior to the start of the term 
so all brothers realize the rewards they can reap from their work.

Coordinate the chapter’s incentive program and 
oversee the submission of applications for 
Lambda Chi Alpha and campus awards
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Coordinate the chapter’s incentive program and 
oversee the submission of applications for 
Lambda Chi Alpha and campus awards

Tracking Involvement

Now that systems and incentives have been developed to involve all of the chapter brothers, the 
High Beta needs to develop a system for tracking involvement. The High Beta must be able to track 
attendance at each individual event, which will allow future High Zetas to determine whether or not 
to continue certain events. A copy of the attendance log should be kept in the High Beta notebook. 
The incentive programs also serve to entice uninvolved brothers to find an organization for them to 
join. Campus involvement is an important way to build a respectable reputation for the chapter. The 
recognition program shows Lambda Chi Alpha’s appreciation for brothers whose campus service has 
helped to improve an organization or the campus as a whole.

Encouraging Involvement

If campus involvement is not one of the minimum requirements for chapter membership, the High Beta 
needs to develop a basic incentive program for uninvolved brothers. Some suggestions for an incentive 
program include the following:

1. Pizza Party or other Beta Sponsored Outing/Dinner - Offer a term-ending dinner for all brothers who 
are involved in an organization. Announce the incentive early in the term and list what brothers need 
to get involved in order to be invited to the event.

2. Big Brother Criteria - Speak with the chapter’s High Kappa and see if campus involvement can be 
added as one of the criteria for brothers to be selected as a Big Brother.

3. Recruitment Bonus - Work with the High Delta to establish a reward for any brother who joins an 
organization and brings another brother of that organization into Lambda Chi Alpha.

Rewarding Involvement

For brothers who are already involved, the challenge is to recognize them their work, to keep them 
motivated to stay involved. A good recognition program works on several different levels, offering 
recognition weekly, monthly, and by the school term. The following list of recognition programs is a 
sample of things to consider incorporating into the chapter’s programming:

1. Leader of the Week/Month/Year - Use a bulletin board in the chapter house or other area to 
highlight the accomplishments of one involved brother. Formally recognize the brother at the chapter 
meeting with a brief outline of his involvement and accomplishments. A certificate or other sign of 
appreciation is appropriate as well.
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Coordinate the chapter’s incentive program and 
oversee the submission of applications for 
Lambda Chi Alpha and campus awards

2. Promote Leadership to the Campus - As a Fraternity, be proud of brothers’ involvement. Run 
recognition of the Leader of the Week, Leader of the Month, and Leader of the Year awards in the 
campus newspaper.

3. Campus Crusaders Hall of Fame - Depending on the chapter’s size, select one to five seniors each 
year to receive this honor. The Campus Crusader Hall of Fame recognizes brothers whose long-term 
campus involvement has benefited the campus or a specific organization. Recipients of this honor 
receive a plaque at a special function such as the formal, Parents Weekend, or the senior banquet. 
The names and years of all recipients are kept on a chapter plaque.

In addition to formal recognition, informal incentives such as a preferred parking space are also 
appropriate for the most involved brother(s).

Lambda Chi Alpha & Campus Awards

Each year, the General Fraternity recognizes the outstanding achievements of many of the chapters 
and colonies of Lambda Chi Alpha. Yet, many outstanding chapter programs and individuals go 
unrecognized because a chapter does not know how to gain the recognition it deserves. Most 
campuses offer a President’s Award or Dean’s Cup for the Outstanding Fraternity on campus, along with 
numerous other Greek awards. Applying for chapter awards and campus awards is the responsibility of 
the High Beta, in conjunction with the High Alpha.

The High Alpha, early in his term of office, should discuss the General Fraternity and campus awards 
with the High Zeta. The High Zeta might discover it is capable of winning some of the awards offered 
by the campus or the General Fraternity. 

Next, the High Beta will want to create an awards application committee to handle the completion of 
all award applications. Compiling and completing the award applications could be a great way for 
the chapter’s seniors to have an impact or assist the chapter with one last major project, especially if the 
seniors were officers for some or all of the time span covered in the awards. 

The Executive Committee should allocate funds for the award application process to cover the costs of 
scrapbooks, pictures, designs, etc. Finally, the High Alpha, working with the High Zeta and the awards 
application committee, should develop a timeline for completing the awards, allowing adequate time 
for revisions or last-minute changes.

Throughout the late winter and early spring, the High Alpha will receive notice about applications for 
General Fraternity Awards. These applications are typically due in March or April. All of the General 
Fraternity’s awards are typically given out at either the General Assembly or the Leadership Seminar
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Lambda Chi Alpha maintains a team of Educational Leadership Consultants (ELC).  One of the 
most valuable services offered by the General Fraternity, the ELCs provide professional analysis and 
assistance for each chapter – twice annually – with emphasis on the chapter operations, membership, 
or special problems.  They work with the chapter officers in evaluating their duties, analyzing current 
problems, and developing pragmatic programs suited to each chapter’s special situation.

In addition to this Operation Guide, during your meeting with the ELC you should bring the following 
items to your meeting:

• Officer goals and action plan

• Copy of officer budget

• Copy of officer calendar

• Committee Assignments

• Committee goals, minutes, and evaluation reports

You should also come to your meeting with questions to ask the ELC.  This is a great opportunity for 
you to address any issues or concerns you may have about your office and get some feedback and 
recommendation.

As High Beta, come to the ELC meeting with the following information: 

• Tracking List of chapter’s campus involvement 

• Description of chapter’s committee system with purpose, goals, and minutes  

• Descriptions of brotherhood events and activities 

• Description of chapter’s incentive program 

The ELC meeting is a great place to receive feedback on upcoming events, gain ideas of education 
sessions, and get your questions and concerns answered. Take full advantage of this meeting.

Prepare for and meet with the ELC during his visit
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It is your duty to ensure that the officer who follows you is better prepared to hold the office than you 
were when you entered.  All good work and knowledge that you gained while serving on the High 
Zeta should be passed on to the next High Beta in its entirety.  Make sure that all knowledge that he 
needs to be successful is transferred to him.

For a chapter/colony to be successful, it is important this its officers don’t “reinvent the wheel.”  Valuable 
information and resources are lost each year due to an ineffective transition process.  To assist in this 
process an Officer Transition Checklist can be found in the Appendix.

It is recommended that both the incoming and outgoing officer review the checklist before the actual 
transition occurs.

Transition the incoming High Beta
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Continued

The High Zeta Retreat

A retreat allows a chapter to step back and examine its membership and operations, to renew its com-
mitments to each other and Lambda Chi Alpha and to plan for the future.

A good retreat has several features:

1. It is truly a retreat, held away from the campus and everyday chapter life.  Hotels, other chapters, 
state parks and resorts are all excellent sites for a retreat.  A retreat may be for a single day, a half 
day, three hours, or could include as many as three days away from campus.

2. A clearly establish purpose for the retreat is communicate to involved brothers.  A chapter may 
choose to have a retreat to discuss problems among brothers, address a specific issue like recruit-
ment, or to plan for the coming school term.

3. All affected brothers are expected to participate.  Some retreats may only be for a specific commit-
tee or the High Zeta; most are for the entire membership.

4. A good retreat offers a variety of activities, regardless of its focus.  There should be an effort to bal-
ance fun with learning and serious discussion.  There should be an effort to balance fun with learn-
ing and serious discussion.  The retreat features events and competitions that will build brotherhood.  
All retreats are alcohol free.

Depending on the chapter’s circumstances, there may be annual or semiannual retreats for the High 
Zeta.  A retreat for the High zeta focuses on goal setting, calendar planning and building a winning 
team of officers.

A standard High Zeta retreat includes a round table discussion of each officer and the individual stan-
dards areas that officer is responsible for.  The High Zeta provides feedback and suggestions for improv-
ing each area.  The High Zeta then sets priorities for the chapter’s goals for the coming year or semester 
and determines what committees and officers were responsible for achieving each goal. A discussion 
on working together and opening lines of communication is also held.  If possible, the High Zeta should 
participate in team building activities (this requires the use of outside facilitators specially trained for such 
events) to build trust in each other and understanding of other people’s opinions.

Prepare for and participate in High Zeta retreat
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Prepare for and participate in High Zeta retreat

The Role of High Beta

As High Beta you should assist the High Alpha in planning and coordinating this retreat. You should 
help determine a location, schedule, and activities you should offer for those participating. As a new 
officer for a one-year term, you should set three or more SMART Goals for you to achieve by the end of 
your term.  An explanation of SMART Goals can be found in the Appendix.

As you prepare and participate in the High Zeta Retreat, make sure that you have received and re-
viewed the following:

• An electronic copy of the High Beta Operations Guide

• A copy of last year’s High Beta Budget and Calendar

• A written summary of the last year’s goals and accomplishments
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To aid in the transition process and in the overall knowledge of all members of your chapter, each officer 
needs to present his duties to the chapter membership during Fraternity Education.  Explaining your office 
must be more comprehensive than saying “I am the Internal Vice President” in your first chapter meeting.  

Utilize this operations guide as a model to communicate the duties of your office to all members.  Read 
each numbered operations task and expound on why/how that task is pertinent to the success of your 
chapter.  

The job of each officer is to leave the chapter better than they came into it and providing legitimate ex-
planations of officer duties will assist in officer transitions, committees, and holding officers accountable 
to completing their tasks.

Fraternity Education, High Zeta Presentation Outline

1. Introduction (Your name, major, why you joined Lambda Chi Alpha, etc.)

2. Overview of position (Roles and Responsibilities)

3. Why you took this position

4. Goals (What do you hope to accomplish during your term)

5. Upcoming Events 

6. Involvement Opportunities (Recruit for your committees) 

7. Questions

Prepare and present in Fraternity Education the duties 
of High Beta
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The High Beta plans retreats for the chapter’s membership. A retreat allows a chapter to step back and 
examine its membership and operations, to renew its commitment to each other and Lambda Chi Alpha 
and to plan for the future.

A good retreat has several features:

1. It is truly a retreat, held away from the campus and everyday chapter life. Hotels, other chapters, 
state parks and resorts are all excellent sites for a retreat. A retreat may be for a single day, a half 
day, three hours, or could include as many as three days away from campus.

2. A clearly established purpose for the retreat is communicated to involved brothers. A chapter may 
choose to have a retreat to discuss problems among brothers, address a specific issue like recruit-
ment, or to plan for the coming school term.

3. All affected brothers are expected to participate. Some retreats may only be for a specific committee 
or the High Zeta; most are for the entire membership.

4. A good retreat offers a variety of activities, regardless of its focus. There should be an effort to bal-
ance fun with learning and serious discussion. The retreat features events and competitions that will 
build brotherhood. All retreats are alcohol free.

The High Beta works closely with the High Alpha in planning any retreats. The High Alpha is the of-
ficer who determines that the chapter or the High Zeta needs a retreat. The High Alpha and High Beta 
work together to plan a schedule of events that achieves the necessary objectives. The High Beta may 
also need to work closely with the High Pi or other chapter officers, depending on the objectives of the 
retreat.

The Chapter Retreat

A chapter retreat is held annually, with all brothers participating. The event is best held prior to the start 
of the school year or as a part of officer transition. A chapter retreat allows all brothers to discuss the 
chapter and its future.

A typical chapter retreat asks brothers to discuss the chapter’s strengths and weaknesses over the past 
year, and then uses the Operation Guides to set goals for the entire chapter. The chapter’s committees 
use the established goals to evaluate previous efforts and set committee goals for the coming year. Each 
individual brother of the chapter sets personal goals for the coming year, and shares those goals with 
the membership. Sporting events, chapter meal functions, and an introspective event like a gavel pass 
round out a strong chapter retreat.

Plan and conduct a chapter retreat
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The Lambda Chi Alpha’s front-line resources for chapter assistance are the Educational Leadership 
Consultants (ELCs).  These men are recent college graduates with outstanding records as fraternity 
members, campus leaders and scholars.  

ELCs travel across North America visiting chapters to assist with programming, brotherhood, and 
recruitment. The ELC’s main job is to make the undergraduate experience at each chapter better, and 
to do so using the Operation Guides. The ELC is not intended to be a cop or lawyer, although part of 
the job entails enforcing and explaining the policies passed by the Grand High Zeta and the General 
Assembly.

Preparing for the ELC Visit

The ELC visit takes place twice a year, once in the spring and once in the fall. Prior to the visit, the 
High Alpha will receive written correspondences from the ELC outlining the dates for the visit as well 
as specific requests for his visit. The ELC will call the High Alpha seven to ten days before his visit to 
finalize all the details of the trip. The High Alpha will need to schedule some time to prepare himself and 
the chapter for the ELC’s visit. The following steps will need to be completed prior to the ELC’s arrival:

Inform the chapter of the dates for the upcoming ELC visit

Schedule an opening meeting with the entire chapter for the first night of the ELC’s visit (if the chapter 
already has a business meeting or other function that night, use that event to introduce the ELC). This 
meeting is mandatory and designed for the ELC to develop an understanding about what the chapter 
hopes to accomplish during the ELC’s visit.

Schedule a closing meeting with the entire chapter on the last night of the ELC’s visit. This meeting should 
be scheduled for one hour, and the hour before that meeting should be left open on the ELC’s schedule 
so he can prepare his remarks. This final meeting will be used for the ELC to offer recommendations and 
suggestions to the chapter about how to improve their experience as members, and possibly an activity 
to help the chapter gain understanding of a certain topic.

Be sure to allow time on the ELCs schedule to attend chapter events such as intramurals, recruitment, 
fraternity education, etc. Attending a well-run chapter event will help the ELC have a better 
understanding of how a chapter operates.

All officers need to come prepared for the meeting with their officer files and notebook, including the 
appropriate sections of the ELC Visit Guide. The ELC will want to see documentation for all of their work, 
so the officers must be told by the High Alpha to bring those materials with them. Officers should also 
come with a list of questions to ask the ELC during their meeting. An officer who is not prepared makes 
the job of the ELC much more difficult, and makes for a less efficient meeting. 

As the High Beta, you should assist the High Alpha in making sure these steps are completed prior to 
each ELC visit and that each officer and members takes full advantage of the ELC’s knowledge and 
advices to improve the chapter experience. 

Assist the High Alpha in preparing for the ELC visit
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Continued

A strong chapter keeps all brothers involved and utilizes the experiences of the older brothers to improve 
the chapter. The High Rho and High Beta must involve the senior brothers in the chapter’s programming 
and identify areas where the seniors can offer guidance to the chapter. A good senior involvement 
program offers the seniors specific opportunities to be involved and help the chapter.

A key to developing a good senior involvement program is identifying the needs of seniors. The seniors 
are more conscious of what Lambda Chi Alpha can do for them in the long term and how Lambda Chi 
Alpha will help them develop their marketable skills. Seniors want to utilize their talents to build better 
events and programs for the chapter. The High Beta should work with High Rho to appoint an ad hoc 
committee of seniors to work with the chapter and develop some of the ideas listed below.

Awards and History

The senior committee may also consider compiling and completing the various campus and Lambda Chi 
Alpha award applications. This allows the chapter to apply for all of the recognition it deserves without 
requiring the services of the current High Zeta officers. It’s also a great way for the seniors to see the 
chapter receive recognition for its efforts.

The senior committee may also be asked to act as a historical committee. In this role, the senior 
committee would compile scrapbooks of major chapter events of each school term. The seniors might 
also work on developing a written history of their time in the chapter, a document that can be kept 
for their return as alumni. If this task is completed annually, the chapter has an opportunity to keep a 
detailed history of their brothers and its activities.

The Senior Project

The senior committee always designates and completes a senior project. A senior project is something 
tangible that improves the chapter. Examples include building or purchasing new equipment and 
furniture for the chapter house, or donating money to start a scholarship fund for the chapter.

The senior committee may also manage and plan a special chapter project such as the major spring 
philanthropy or the spring formal. Giving the seniors control of a special event will increase their 
enthusiasm and participation in other chapter events.

Ask the senior committee to make regular reports to the chapter and hold them accountable to their 
goals. Don’t allow the committee to meet at campus bars or degenerate into a drinking outing for the 
brothers. The goal is to keep the seniors involved in the chapter’s programming, not allow them to 
separate themselves from the general membership.

Assist High Rho with establishing a senior 
involvement/recognition program to encourage 
participation in chapter, mentor younger members or 
plan a chapter event
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Assist High Rho with establishing a senior 
involvement/recognition program to encourage 
participation in chapter, mentor younger members or 
plan a chapter event

Developing Recognition for Seniors

The chapter may offer a “Senior of the Year” award to recognize the most involved brother of the 
senior class. The chapter may have a senior ceremony or dinner where the departing chapter brothers 
are saluted for their contributions. This event may be combined with a senior will ceremony, and the 
awarding of a gift to the chapter from the senior class.
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Continued

Goal setting is imperative for every chapter/colony of Lambda Chi Alpha no matter if the chapter/
colony has excellent or poor operations. For chapter/colony goals and committee goals, it is important 
that the members involved feel that they were part of the decision making process.  If not, the members 
may not support or respect the goals created.  Here are examples of two types of goals: 

1. Chapter/Colony Goals

a. To recruit 15 new associate members by the end of the fall semester.

b. To improve the chapter’s GPA to a 3.1 by the end of the fall semester.

2. Officer/Committee Goals

a. To plan and conduct five risk management educational sessions by November 10, 2014.  
(High Iota or Risk Management Committee)

Before creating the goals, review the following tips on setting SMART goals.  It should be noted that 
these tips apply to each of the three categories of goals mentioned earlier.

1. It begins with the word “to” and contains only observable action verbs, such as:

Work with the High Zeta and committees to prepare 
a written action plan incorporating SMART goals for 
chapter approval

a. Establish

b. Create

c. Change

d. Present

e. Decide

f. Recruit

g. Train

h. Improve

i. Conduct

j. Sponsor

k. Develop

l. Increase

2.  It reflects a SPECIFIC, identifiable result: something that you can MEASURE at the end of the se-
mester as having done or not.

3. It is ATTAINABLE and REALISTIC, but represents enough of a challenge to make it worth working 
towards.

4. It specifies a TIME or target date for accomplishment.
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Work with the High Zeta and committees to prepare 
a written action plan incorporating SMART goals for 
chapter approval

Examples of SMART Goals:

• To increase membership participation by 50 percent by the end of the semester.

• To associate 15 men during the spring semester.

• To collect all outstanding dues by April 15, 2002.

Examples of non-SMART Goals:

• To have a fun brotherhood event.  (What does fun mean?  By when?)

• To improve member recruitment.  (What would be considered improvement?  By when?)

• To collect a lot of food for Feeding America.  (What is a lot of food?  By when?)

• To create a scholastics committee.  (By when?)

Now that we have produced our goals, it is time to create an action plan.  The action plan must relate 
to the goals, include a timeframe for completion, and be assigned to chapter/colony members.  An 
example of an action plan can be found in the appendix. 
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After the ELC leaves, the High Alpha will need to do some follow-up on the visit.  First, the chapter will 
receive an evaluation form for the visit, asking how the ELC did and what impact he had on the chapter.  
It is important for the High Alpha to complete this form and return it to the Lambda Chi Alpha, as it helps 
to provide feedback for improving the ELC program.  

At the next High Zeta meeting after the ELC departs, each officer should take a minute to discuss the 
recommendations the ELC gave to the officer, and how the High Zeta officer intends to follow up on 
those recommendations.  The High Alpha or the High Beta should track these recommendations and 
recognize an officer or committee when one of the recommendations has been completely implemented.  
Again, all of the recommendations given by the ELC are based on the Operation Guides and are 
designed to help the chapter improve its programming significantly inside that given standards area.

A few days after the ELC visit, the High Alpha will receive a copy of the ELC’s report.  This report will 
contain a summary of the visit.  In the summary is a list of what the ELC considers to be the chapter’s 
strongest points and weakest points.  Next, is a summary of the condition of the chapter during the 
ELC’s visit, as well as a prognosis of what direction the chapter is heading. Finally, there are some of 
recommendations listed for the chapter to help improve area of operations. 

The High Alpha or the High Beta should see that each officer receives a copy of the ELC’s 
recommendations.  Each month, the High Zeta should review these recommendations and highlight 
recommendations that have been completed.  When the next ELC visits the chapter, a copy of the 
previous ELC’s recommendations with highlighted sections denoting recommendations that were 
implemented should be given to the new ELC.

The ELC’s visit is designed to help make the chapter a better place for all members.  The chapter’s 
preparation and follow-through can make the difference between an average and excellent visit for the 
ELC, which will make a difference in the brotherhood experience for all members in the chapter.  

Assist the High Alpha in creating a written plan of 
action covering areas addressed by the ELC



Navigation

Basic  
 

A
dvanced  

 
Exceptional 

 
A

ppendix 
Personal

Continued

The High Beta reports on uninvolved brothers and unproductive officers/committees to the Executive 
Committee; and the High Beta asks those brothers to appear in front of the committee. 

When it comes to individual membership involvement, the High Beta takes the lead in asking uninvolved 
brothers to detail reasons for their absence. The High Beta also suggests options for sanctions against 
chronically absent brothers, with an eye on trying to re-involve them in the chapter’s programming.

Working with the chapter’s officers is a place where the Executive Committee can start to exercise some 
proactive steps, instead of reacting to a crisis or problem.  Reviewing the High Zeta officers on a regular 
basis makes them accountable to perform the duties of their office, and makes them less likely to ignore 
some of their duties.  Regular review of the chapter’s officers helps motivate the individual members of 
the chapter because they know the High Zeta is being held to a higher standard.  Members of a com-
mittee will work harder to assist with projects, knowing an officer is being held responsible for not only 
implementing the project, but for making it more successful than last year.  The review of chapter officers 
also builds morale because all members will know the Executive Committee is working to see that the 
long-term goals of the chapter are being addressed by the officers and members.

There are five critical areas that need to be addressed by the Executive Committee in reviewing and 
evaluating the performance of the High Zeta officers.  They are:

1. Scheduling the Review Process. 

2. Using Goals and the Operational Guides to Evaluate Job Performance

3. Offering Feedback and Suggestions.

4. Using the ELC’s Report and Recommendations.

5. Documenting and Follow-Up on Executive Committee Suggestion

Scheduling the Review Process

Before the start of the school term, the High Alpha and High Beta should devise a schedule of meetings 
for the entire term.  The schedule should allow the Executive Committee to meet each week and take 
into account major chapter or campus events which might cause the meeting to move around on the 
calendar.

Ensure timely reviews take place for each officer, 
committee, and member to evaluate the progression 
toward successful implementation of chapter’s action 
plan
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Continued

Ensure timely reviews take place for each officer, 
committee, and member to evaluate the progression 
toward successful implementation of chapter’s action 
plan

In planning the calendar the High Alpha and the High Beta should determine which officers must meet 
with the Executive Committee early in the term (ex: High Delta, if a major recruitment period is early in 
the school term, to see that planning for the events is on schedule).  Each officer must meet with the High 
Zeta at least once a term, although it is preferred that two meetings a term take place.  

Using Goals and the Operational Guides to Evaluate Job Performance

Once the High Alpha has arranged a schedule of meetings for all officers and members, there will be a 
need to educate them about the process and incorporate the review process into the other management 
tools the chapter is already using.  

Before an officer arrives for his review with the Executive Committee, both he and the Executive Com-
mittee will need to do have done some homework.  All members of the Executive Committee and the of-
ficer being evaluated will need to review the Operational Guide for that respective office.  All members 
of the Executive Committee will take time, on their own, to examine the standards and rate the officer.  
The Executive Committee members should also be asked to provide some comments about the officer’s 
leadership style and what he is doing well.  The officer being evaluated will need to do the same and 
evaluate his own performance. 

The High Alpha or the High Beta on the Executive Committee will collect these evaluations before the 
meeting, and will compile the ratings and comments to create a master evaluation.  This master evalua-
tion will average all of the Executive Committee’s ratings into one rating for each area. 

When the officer arrives for his meeting, he receives a copy of the Executive Committee’s master evalu-
ation (as do all members of the Executive Committee), while he passes around his own evaluation of 
his job.  There is now a starting point for the discussion, which should focus first on the strengths of the 
officer’s performance and how they can continue to improve in these areas.  

After discussing the strengths, the Executive Committee and the officer being evaluated will discuss the 
weaknesses.  Differences in impressions about the job performance or the overall chapter’s performance 
can be discussed here.

By using these evaluations, the Executive Committee makes it far easier to offer constructive criticism and 
feedback, suggestions that won’t be taken personally by the officer.

If the chapter is using a goal board, with goals for the officers and individuals, the Executive Committee 
must use these in evaluating an officer or member.  The goals give the Executive Committee a glimpse of 
what the member or officer hopes to accomplish for the term or year.  Comparing the goals to what has 
actually been accomplished can give the Executive Committee a chance to offer praise and support, 
remind members of the goals they set earlier in the year, or deliver a warning about failing to meet the 
expectations of an office or Fraternity membership.
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Continued

Ensure timely reviews take place for each officer, 
committee, and member to evaluate the progression 
toward successful implementation of chapter’s action 
plan

Offering Feedback and Suggestions

Now that all members and officers are comfortable using a process and are comfortable knowing that 
the review process is as fair as possible, they will be receptive to ideas, feedback and criticism.  All of 
this will have to be given to the officer or member in the context of the Standards Program, as that is the 
tool that is being used to evaluate him.

When reviewing an officer, the Executive Committee should try and focus on three key areas:

1. How is this officer leading and communicating with others in the chapter?

2. What specific responsibilities does he have that can be improved to the benefit of all chapter mem-
bers?

3. What can the chapter and this officer logically accomplish in the time left this term/year?

Members of the Executive Committee need to phrase their advice and suggestions in a non-confronta-
tional  way, avoiding terms like “us” and “them”, “do this or else”, etc.  When offering suggestions and 
feedback the Executive Committee needs to point out why the member should improve and what he will 
gain from implementing the suggestion.  Positive reinforcement will spur most people; most brothers will 
not be motivated by a “do it or else” edict from the Executive Committee (although there will be situa-
tions that call for that statement to be made).

Every officer and member should leave their review with the Executive Committee optimistic about their 
future and the chapter’s, because the Executive Committee should have given them a clear idea of how 
to improve their personal experience in Lambda Chi Alpha.

Using the ELC Report and Recommendations

The Executive Committee should use the ELC report when evaluating an officer of the chapter, especially 
after the ELC’s departure.  Has the officer implemented any of the suggestions of the ELC?  Why or why 
not?  Are there recommendations included that can be acted on by an officer? If so, the Executive Com-
mittee must reinforce these recommendations with the officer.  

In almost every case, the recommendations listed on the report from the ELC were specific ones the ELC 
offered to the High Zeta officer, who agreed to work on these areas.  Thus, few recommendations or 
suggestions from the ELC can come as a surprise to the chapter.

Before the next ELC comes, the Executive Committee should review the recommendations of the last 
ELC and note which recommendations have been completed.  This list of completed recommendations 
should be given to the High Alpha to present to the ELC upon his arrival.  Completed recommendations 
indicate a chapter or an officer that is interested in trying new ideas to improve.
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Ensure timely reviews take place for each officer, 
committee, and member to evaluate the progression 
toward successful implementation of chapter’s action 
plan

Documenting and Follow-up on Executive Committee Suggestions

Once the Executive Committee is comfortable offering suggestions, using previously set goals as a 
benchmark for performance, and utilizing the ELC’s recommendations as a tool for change, the commit-
tee is ready to perpetuate their evaluation process.  This is done by documenting the suggestions and 
evaluations done for each officer and member.

The High Alpha or the High Beta should keep a master file of all materials used in the review process.  
After an officer or member meets with the Executive Committee to discuss his job or membership perfor-
mance, he should receive a typed set of recommendations from that discussion.  The form should contain 
some positive feedback, first and foremost, noting all of the things the member or officer has done that 
have assisted the chapter.  

Next, the form should list some areas where the Executive Committee feels the member or officer can 
improve in the near future.  Finally, the form should list specific recommendations for how to improve (ex:  
Attend all chapter meetings this term).  This feedback will help members and officers know exactly what 
they need to do to improve their experience and to be better brothers.  

The use of written feedback also makes it easier for the Executive Committee to document its work and 
provide continually improving feedback.  In the case where the Executive Committee must discipline 
a member or remove an officer for poor performance, these evaluations and feedback will supply the 
evidence that the Executive Committee tried to address the problem with the member and failed.

By using these five steps, the Executive Committee can create a long-term process for success, a process 
that can be easily adapted by future Executive Committees, and a process that will be respected by the 
members. 
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Officer Transition Checklist

This checklist will provide the incoming and outgoing officer with many talking points that should be 
covered during the transition.  

Duties and Responsibilities

a. What are my officer duties and 
responsibilities?

b. Approximately how much time do I 
spend with each?

Officer Operations Guide

a. Do you have a copy of the Officer 
Opertions Guide?

b. Were there any sections that you 
found more beneficial?

Officer Notebook  

a. Do you have an officer notebook?

b. What should be included in it?

Officer Reports

a. Are there any reports that I am 
responsible for?

b. If so, when, by whom, and how do 
they need to be completed?

Event Planning Form

a. What is the Event Planning Form?

b. When do I need to complete them? 

Constitution and Statutory Code, By-Laws

a. Are there any policies that directly 
relate to this office?

b. Are there any policies that I am 
responsible for enforcing?

Ceremonies/Rituals

a. Do I have a role in the Associate 
Member Ceremony?

b. Do I have a role in the Ritual for 
Conducting Business Meetings?

Advisers

a. Do I have an adviser?   If so, what is 
the role between the two of us?

b. What is my role with the Greek 
adviser?

c. Who is the chapter’s Educational 
Leadership Consultant?

Committees

a. What committees am I on?

b. What do I need to know?

Continued
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Continued

Meetings  

a. What is my role at the chapter  
meeting?  High Zeta meeting?

b. Am I a member of the Executive 
Committee

Officer Goals

a. What were your goals?

b. What goals were met and which ones 
were not?  Why?

c. Brainstorm and develop new goals. 

Budget

a. Can I see a copy of your budget from 
last term?

b. What areas do I need more or less 
money?

c. Brainstorm and develop a budget 
proposal.

Yearly Calendar

a. When did you schedule your events?  
When should I?

b. Are there any deadlines I should know 
about?

Programs and Events

a. What programs, projects, and/or 
events were effective during the year?  
Why?

b. What programs, projects, and/or 
events were not effective during the year?  
Why?

Advice

a. If you had an additional year, what 
would you do different?

b. What advice do you have for me?

 Additional Questions/Concern

 

 

Officer Transition Checklist
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Continued

Sample Budget

Creating a budget for your position is one of the most important steps as an officer, but it doesn’t have 
to be complicated. Follow these three simple steps to determine how much funding you need and how 
you plan to spend it. You should develop a budget or operating plan for the entire academic year.  It 
is recommended that you plan for each semester or quarter and add the summer months if applicable.

Step #1: List all projects, events, activities, etc. that you would like to implement or utilize: 

Example:  High Zeta Retreat 

High Alpha Summit 

ELC Visit  

Step #2: For each project, event, or activity, identify budget items and anticipated costs for each item.  

• Service Fees, Late Fees, or Bank Fees

• Penalties, Fines, and Damages

• Event or Conference Registration Fees

• Meeting Room/ Venue Rental Fees 

• Meals and Food Expenses 

• Decorations, Giveaways, and Banners

• Audio/Visual Equipment

• Teambuilding/Educational Supplies

• Office supplies, binders, paper

• Postage, Copies, Printing & Shipping

• Ritual Equipment and supplies 

• Website Domain Registration

Project #1:  High Zeta Retreat

Budget Item/Note Anticipate Cost

Cabin Rental Fee for 2 nights $500.00

Food $200.00

Supplies $150.00

Transportation- Gas for 4 vehicles $200.00

TOTAL BUDGET $1050.00

Example Budget Items 
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Sample Budget

High Zeta Office: High Alpha

Projects, Events, or Activities Proposed Budget

High Zeta Retreat $1050.00

High Alpha Summit $800.00

ELC Visit $600.00

TOTAL BUDGET $2450.00

• Housing supplies: Light Bulbs, Bathroom 
Supplies, Batteries, Cleaning Supplies, Tools, 
etc.

• Dining Supplies: Utensils, Plates, Napkins, 
Cups, Condiments, Trash Bins, etc.

• Council Dues and General Fraternity Dues

• Risk Management Assessment Fees 

• Philanthropy and Service Expenses

• Scholarship Fund

• Gifts and Donations

• T-Shirts/Design Fees

• Transportation

• Hotel / Lodging

• Entertainment (DJ or Band), Security

• Composite

• Savings/Reserve Fund

Step #3: Present proposed budget totals for each project and overall to the High Tau
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Continued

Goal setting is a method of developing a plan to meet your objectives as a chapter and your responsibilities as a 
leader. A goal is more effective when stated in terms that follow the SMART approach: 

Specific:  Not be vague or general 

Measurable:  Quantified or Qualified  

Attainable:  Within the chapter’s circle of influence     

Righteous:  Aligned with Lambda Chi Alpha’s values 

Timely:  Reasonable deadline for action  

Non-specific & ineffective goal:  “A stronger committee system.”

Specific & more effective goal:  “By the end of the term, there will be four functioning chapter committees, and every 
chapter activity will be coordinated by a committee.” 

Because the revised goal is more specific and measurable, it helps you decide if the goal was met. And without a 
specific timeline, it’s too easy to say, “Someday, we’ll achieve this goal.” 

Create three SMART short-term goals that are to be completed by the end of the current term.

Goal #1:

Due Date:

Goal #2:

Due Date:

SMART Goals
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SMART Goals

Goal #3:

Due Date:

**Remember the SMART Goals System when creating your goals: 
Specific – goals must have a desired outcome, one that makes you feel as if you have accomplished something 
Measurable – goals must have a finite end so that you can check them off 
Attainable – one must work to succeed with a goal; don’t set it too high, but challenge yourself to be different 
Relevant – set goals based on priorities 
Timely – set a reasonable completion date

How can SMART goals be used to assess progress? Be SMARTER! 

Making your SMART goals SMARTER will help your chapter set more effective goals, and will help maintain 
continuity, ever after you leave office. To accomplish this, SMART goals should also undergo the following steps: 

Evaluate: Assess the progress of goal 

Revise:  Modify goal as needed  

For example, if your goal was to recruit 25 associate members during the fall and spring semester, and your 
chapter recruited 30 members in the fall semester, your goal should change. Perhaps the initial goal was not 
challenging enough. If your goal was to complete 1,000 service hours as a chapter, but you only get 900, you 
should examine why you missed your goal. This can help you identify areas of opportunity in your chapter or 
areas of opportunity in your goals 
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Continued

These committees or teams usually fall under the guidance of one or more of the High Zeta officers. 
These are called standing committees, as they are a permanent part of the chapter’s operations. Some 
chapters will have the following teams or committees:

Sample Committee System 

Committee Officer Membership Duties and Possible Event-based 
Committees

Management Team High Alpha (chairman), High 
Gamma, High Tau, House 
Manager, Members-at-large 
(few)

Bylaws review, award application, chapter 
management, legislation, standards  
implementation, records and reports, internal 
newsletters, Web page maintenance, financial 
management, raising money via fundraising, 
collection of dues and fines, management and 
maintenance of the chapter house

Involvement Team High Beta Internal (chairman), 
High Beta External, High Rho, 
Members-at-large (many)

Individual involvement, committee system, 
campus involvement, community service, 
public relations, Parent’s newsletter, on-going 
philanthropy, sorority relations, alumni events, 
alumni Newsletters, alumni content on the Web 
page

Education Team High Kappa (chairman), High 
Sigma, High Phi, Big Brother 
Coordinator,  Members-at-
large (med.)

Associate membership orientation, big brother 
program, fraternity education, associate 
membership ceremony, big brother ceremony, 
Ritual, ZAX sessions, chapter academics, 
scholarships and career information, cultural 
awareness

Recruitment/ Social Team High Delta (chairman), High 
Iota, High Epsilon, Members-
at-large (many)

Recruitment, advertisement for recruitment, 
organizing recruitment events, enforcing and 
educating membership on the risk management 
policies of Lambda Chi Alpha and the school, 
social events, mixers, parties, brotherhood 
events

Quad-Team System
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Sample Committee System 

Team Name Management Team
(Purple)

Involvement Team
(Green)

Education Team
(Gold)

Members High Alpha (chairman)
High Gamma
High Tau
High Iota
House Manager
Goal Board Chairman 
Standards Chairman 
Members-at-large (few)

High Beta (chairman)
High Delta
High Epsilon
High Rho
Food Drive Chairman
Members-at-large (many

High Kappa (chairman)
High Phi
High Sigma
Big Brother Coordinator
Members-at-large (med.)

Description
and 
Duties

financial management
risk management
chapter management
reporting/record keeping
General Fraternity relations

recruitment events
community service
public relations
campus involvement 
social programming 
alumni programming

academics
fraternity education
ritual
big/little brother program

Possible event-based 
teams

bylaws review/update
award application
investments

Food Drive 
Formal
Founders Day
Homecoming

Big brother selection
ZAX planning

Tri-Team System
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Continued

After the chapter has determines their goals and knows what needs to be done, the final step is to for-
mulate action plans. An action plan includes: 

• Identifying “owners” who will oversee the completion of the goal objective  

• Identifying specific action steps to be done to accomplish goal 

• Identifying what resources are needed to accomplish goal 

• Identifying who else will be needed to accomplish goal 

• Identifying time-driven milestones that can be set to accomplish goal 

• Identifying how success is measured 

Sample Action Plan  

Goal Objective:
By the first month of the spring semester, there will be four functioning chapter committees 
(Management, Education, Involvement, and Recruitment). Every chapter activity will be coordinated by 
a committee.

Owner:  

Bruce McIntosh (High Beta)

People Involved in Achieving this Goal:  

All High Zeta and chapter members

Expected Completion Date:    

January 2015

Resources Needed:   

Updated chapter roster 
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Sample Action Plan  

Action Steps
Task: Chapter Member(s) Responsible: Target Deadline: 

Identify which committee are needed 
and put each area of chapter 
operations under a committee

Warren Cole (High Alpha) with 
assistance from Bruce McIntosh

November 2014

Determine the manpower needed for 
each committee to achieve goals and 
complete projects

Bruce McIntosh (High Beta) with 
assistances from High Zeta member

November 2014

Determine the manpower needed for 
each committee to achieve goals and 
complete projects

Bruce McIntosh (High Beta) November/December 2014

Assign committee chairs and all 
members to at least one committee

Bruce McIntosh (High Beta) with 
assistances from High Zeta member

December 2014

Create SMART goals for each 
committee and any major projects/
events that needs to be coordinated.

Bruce McIntosh (High Beta) with 
assistances from committee chairs

December 2014

How you will measure success?  
Higher attendance at chapter events, Majority of members showing greater appreciation for the 
chapter, Majority of members feeling more valuable and are contributing member of the chapter.
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Continued

1. Purpose:

a. Increase chapter/colony and campus involvement. 

b. Improve chapter/colony morale of membership. 

c. Enhance the publics’ perception of the chapter/colony. 

d. Increase membership at chapter/colony functions.

e. Improves accountability of members through positive reinforcement. 

f. Rewards members with high levels of participation or identifies individuals with low levels of 
involvement. 

g. Foster a brotherly spirit within the respective Zeta. 

2. Set-up:

a. Request all High Zeta officers to brainstorm to create a list of all aspects of chapter/colony pro-
gramming in accordance with the basic membership expectations. Assign point values based upon 
criteria availability and time commitment for each event. 

b. Provide each chapter/colony member with a list of criteria and point values associated with 
each item. 

c. Options for establishment of awarding points:

i. Individual- Chapter/colony members compete against other chapter members on an indi-
vidual basis. The chapter/colony members with the top three or four point totals at the end of 
a designated time period, typically one semester, are awarded with the appropriate prizes. 

ii. Team- Teams of three to five members, based upon the size of the chapter/colony, are as-
signed to compete against other teams. Create each team by ranking all the chapter/colony 
members in descending order based upon their current involvement. Pair highly involved mem-
bers with members that do not participate in a multitude of activities. Each team member will 
be held accountable for the actions of the other team members through this format. 

d. The High Zeta officer in charge of the respective event, or a member on his committee, will be in 
charge of monitoring attendance for each event. Update the point totals on a weekly basis and inform 
the chapter/colony of each member or team’s status during chapter/colony meetings. This level of com-
mitment and organization is essential for the program’s success. 

Sample Incentive Points Program   
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Continued

Sample Incentive Points Program  

e. On a bi-weekly basis award the team or top three members with a non-monetary reward. Ex-
amples could include: reduced house cleaning duties, assigned parking spots, or first in line for 
dinners. 

f. Introduce in the set-up of the program that if towards the end of the semester members are los-
ing motivation and decreasing in attendance, we will attempt to weigh certain events to maintain 
motivation. This weighted scale also provides teams in lower positions an opportunity to move up 
and finish strong. 

g. At the conclusion of the designated time period, award the winning individuals or team 
with their prize. Prizes can be awarded by raw totals or based upon echelons (75-100, 
100-125,126-higher…).  
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Sample Incentive Points Program

Chapter operations Possible
1. Attend a chapter meeting 1
2. Participate in a committee meeting 1
3. Complete house duties 1
4. Pay all chapter dues and rent on time 3
5. Hold a High Zeta office or Executive committee position 4
6. Attend a Conclave, General Assembly, or Leadership Seminar 5

Education
1. Grade point average Scale
2. Complete all required study hours each week 1
3. Attend pre or post-initiation education session 1
4. Attend a Fraternity education session 1
5. Serve as a Big Brother 2
6. Volunteer to create and conduct a fraternity education session 3

Involvement
1. Attend an intramural event 1
2. Participate in an intramural event 2 per sport
3. Attend social function 1
4. Attend recruitment event 1
5. Join at least one other campus organization 1 per org.
6. Attend a brotherhood function 2
7. Bring a prospective member to a recruitment event 3
8. Attend a philanthropic event 3
9. Complete sober party monitor duties 3
10. Attendance at a chapter retreat 4
11. Participate in Rx 5

 

Sample point outline for the High Beta Point Incentive program:
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Personal Notes

The area below is for you to write notes that will help you fulfill your role as an officer of your Zeta.
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Officer Transition

 

Officer Tasks Frequency

The table below allows you to create your own Officer Tasks, the frequency with which you should com-
plete the tasks, and a check box to use once you completed the task. When the next brother takes over 
your position you can review this section as part of your officer transition.

Use the text box below for additional notes about your personal officer tasks



Questions/Concerns
If you have any questions about the specific content in this 
document, please contact: 
programming@lambdachi.org.

If you are experiencing any technical difficulties with this 
document, please contact: 
communications@lambdachi.org.

Visit Lambda Chi’s Web Platforms

Website: lambdachi.org
Officer Academy: oa.lambdachi.org 
Officer Portal: op.lambdachi.org 
Member Portal: mylca.lambdachi.org

Stay Connected on Social Media

Like us on Facebook at: facebook.com/lambdachi
Follow us on Twitter: @LambdaChiAlpha

mailto:communications%40lambdachi.org?subject=Ops%20Guides
http://lambdachi.org
oa.lambdachi.org
http://op.lambdachi.org
http://mylca.lambdachi.org
http://facebook.com/lambdachi
http://twitter.com/lambdachialpha
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