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As the High Epsilon 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
Social Chairman: High Epsilon
The Official Charge of the High Epsilon
Brother High Epsilon, you must play an important role in the social  
development and participation of the members.  Entrusted to you are  
the responsibilities of instilling in the members a constant awareness  
of, respect for, and demonstration of acceptable standards of con-
duct, those attributes of behavior which distinguish a member of 
Lambda Chi Alpha as a gentleman.

The good name of our Fraternity is dependent to a great extent  
upon the nature and conduct of its social activities.  Be prudent in  
the performance of your duties by providing a program of social  
activities that is creative, diversified, and that achieves a balance of 
fun, growth, and service.

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 brothers and associate members to participate in a  
 positive social calendar and to recognize the responsibilities    
 and harm reduction measures related to social events.

Organize: An effective social committee and a diverse and positive calendar. 

Delegate: To members tasks for planning and implementing positive social events. 

Evaluate: Effectiveness of the social program as well as the chapter’s    
 commitment to harm reduction procedures. 

Lead: The chapter to full integration of the Seven Core Values throughout  
 the social program.

Inspire: The chapter toward creative, fun, and respectful  
 social interactions.

Teach: Proper event planning and management and the role  
 of social contracts within that planning.
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Congratulations brother on your appointment as your 
chapter’s High Epsilon. 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 Operation’s 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 the “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 blank list where you can create your goals and task. 

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 Service’s 
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
programming@lambdachi.org
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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 Epsilon Budget and Calendar Jump to Section As necessary
4. Review all Lambda Chi Alpha, FIPG, campus, and 

state laws and policies 
Jump to Section Ongoing

5. Work with High Iota in the Event Planning Process Jump to Section Ongoing
6. Host alcohol-free social events Jump to Section Each academic term
7. Enforce all policies at chapter functions Jump to Section Ongoing
8. Work with High Iota to conduct a training session for 

sober monitors
Jump to Section Within days prior to each 

social event
9. Participate in campus and IFC event planning 

workshops 
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 Epsilon Jump to Section Immediately following 

election

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.

Operations Guide
Basic Operations
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Operations Guide
Advanced Operations

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.

1. Prepare for and participate in High Zeta retreat Jump to Section Twice a year
2. Prepare for and present the duties of High Epsilon in 

Fraternity Education
Jump to Section As necessary

3. Work with High Iota to ensure the Crisis Management 
Plan is developed 

Jump to Section Each academic term

4. Assist High Iota with planning and coordinating Harm 
Reduction education session

Jump to Section Each academic term

5. Conduct social education sessions for the chapter 
and incorporate the Learning Model in all educational 
session

Jump to Section Each academic term

Officer Tasks Jump to Section Frequency
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Operations Guide
Exceptional Operations

Officer Tasks Jump to Section Frequency

1. Assist High Iota with establishing a Harm Reduction 
Task Force 

Jump to Section Within first month of taking 
office

2. Build rapport with other sororities, fraternities, and 
campus organizations 

Jump to Section Ongoing

3. Prepare and submit applications for Lambda Chi Alpha 
and campus awards

Jump to Section As necessary

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 task required as an officer
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This is where the Title goes for the Header of the 
Manual Officer Task

Continued

Constitutional Duties and Responsibilities

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

“The High Epsilon shall oversee all Chapter social events.”

General Duties and Responsibilities

The general responsibilities of the High Epsilon shall be:

• To know and apply the Lambda Chi Alpha Harm Reduction Guidelines to all chapter functions and 
social events.

• To be creative and diversified in the development of social programming, including brothers-only 
functions and social activities other than a party.

• To enhance the development of social educational programs to educate members how to be 
successful and gentlemen.

• To provide a positive balance in social programming, with the respect to chapter scholastic priorities, 
interpersonal development and frequency of community service activities.

A successful High Epsilon understands and executes all of the various responsibilities of his office.  At 
times, certain responsibilities may take precedence, but the most effective High Epsilon 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.

Review Operations Guide and complete officer 
transition
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This is where the Title goes for the Header of the 
Manual Officer Task
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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This is where the Title goes for the Header of the 
Manual Officer Task
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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Continued

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:

Complete proposed High Epsilon Budget and 
Calendar

• First Day of Class
• Breaks/Holidays
• Formal Recruitment
• Midterms

• Homecoming
• Dead & Finals Week
• All Greek/IFC Events
• Campus Sporting Events
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Complete proposed High Epsilon 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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As a member in Lambda Chi Alpha, there are a number of different harm reduction related policies that 
you subscribe to. There are mandatory resolutions that have been passed by General Assemblies on 
topics such as Illegal Drugs, Dry Recruitment, Hazing, Sexual Harassment, Alcoholic Beverages, and 
Firearms, Explosives and Incendiary Devices. As the High Iota, it is your responsibility to educate your 
chapter on these resolutions and policies. Each Mandatory Resolution mentioned above may be found 
in the Constitution and Statutory Code, or in the Document Library on Officer Portal.

Likewise, there are other Harm Reduction related policies that members of Lambda Chi Alpha submit to. 
The Fraternal Information and Programming Group (known as FIPG) has a set of harm reduction poli-
cies which all fraternal organizations submit to, as well. Once again, it is vital to educate your chapter 
on these policies and ensure they are met at each function sponsored by the chapter. For reference, the 
FIPG Policies may be found in the Appendix.

The High Iota should be heavily involved in educating and applying harm reduction guidelines as well 
as the policies of Lambda Chi Alpha, your institution, and local laws. But it is also the responsibility of 
the High Epsilon to assist the High Iota and to enforce all policies and law particularly during social 
functions. 

As High Epsilon, you should work with High Iota to educate all members on these policies and other 
harm reduction policies.  

Review all Lambda Chi Alpha, FIPG, campus, and 
state laws and policies
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As you begin to plan social events for your chapter you will need to fill out paperwork. This paperwork 
should be completed through the General Fraternity and the university.  

The Event Planning Form (EPF) is a requisite component of the Lambda Chi Alpha event planning 
process. Submitting an EPF via Officer Portal is a simple process, to be completed by the event planning 
officer (for social events the High Epsilon) and High Iota, which benefits the chapter immensely. Event 
Planning Forms should be submitted at least 30 days in advance of an event with signed contracts and 
at least 15 days before any other event.

Below is a list of items which require a form to be submitted:

• Contracts have been or will be signed with a third party vendor (caterer, licensed cash bar, 
bartenders, rental facility, Security Company, 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

• The total number of people, including members, that will be allowed to attend will exceed three 
times the chapter membership (the number of associate and active members)

• The event is co-sponsored with another fraternity or sorority

• A third party has requested to be named as an additional insured on the Fraternity’s insurance policy

Failure to submit an Event Planning Form to the General Fraternity in a timely manner prevents completion 
of the event planning process. If the chapter holds an event requiring completion of the event planning 
process but does not submit an event planning form, the chapter may lose insurance coverage and 
could be subject to disciplinary action. 

When a chapter event form is received, a member of the Lambda Chi Alpha staff will review it. A 
formal response will be sent back to the chapter, which will mark the form completed, pending, or not 
completed.There should be an Event Planning Form kept on file for every event the chapter holds, so that 
it may be reviewed in the event of an accident or injury.

The Event Planning Guide which will explain in detail the event planning process can found in the 
Document Library on Officer Portal 

Work with the High Iota in the Event Planning Process
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Social events are a wonderful time to meet new people, hang out with your brothers, and relax. How-
ever you do not always have to host an alcoholic event to have fun. Hosting an alcohol-free social event 
is just as fun. 

Below are some ideas of alcohol free social events: 

• Brotherhood Dinners

• Field Trip to museum or the zoo

• Miniature Golf  (aka Putt Putt) 

• Laser tag

• Ice cream social

• Bowling, Bowl-a-thon

• Pool Party

• Sporting activities (volleyball, softball, flag football, whiffle ball, Ultimate Frisbee)

• Broom Ball

• Etiquette Dinner &Mixer

• Christmas Social and Gift Exchange

• Capture the flag

• Movie Night, Rent-a-Theater, Drive-In-Movie

• Luau (Pig Roast)

• Christmas in July

• Karaoke

• Crawfish/Shrimp Boil

A terrific goal is to host one dry social event every semester. 

Host alcohol-free social events
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Life as an undergraduate in Lambda Chi Alpha should be fun and safe. It’s important to realize those 
characteristics are not mutually exclusive. Using Lambda Chi Alpha’s history and Ritual as a guide, 
we are capable and willing to live up to the standards and values of Lambda Chi Alpha. Work with 
local alumni brothers, campus administrators, your ELC, and chapter members to build an environment 
and a culture that reduces the potential harm to our brothers, guests, and members of our academic 
communities.

Your role is to enforce all of these policies. In order to be more proactive you should review the entirety 
of the event from the guest list to the sober monitor duties. Your role is to make sure members hold 
themselves accountable and if they do not you along with the chapter’s Executive Committee will need 
to step in and address the issue. 

What issues and concerns keep your chapter president, your High Pi, and your Fraternity and Sorority 
Life Advisor awake at night? Consider potential liabilities for all constituents. Develop measures which 
address these liabilities and enact said measures in the form of a social contract or through sober 
monitor policy. You may even elect to pass a chapter resolution with specific behavioral policies for 
chapter members.

It is the responsibility of every brother and of chapter leadership, in particular, to stand up against 
behavior that endangers our brothers, our guests, and our chapters -- and provide the tough lesson for 
those brothers involved.

Here are some ways to identify an issue before it gets out of hand:

• Eliminate social games that involve alcohol. 

• Impose sanctions on any brothers or guests who abuse alcohol and/or cause physical or personal 
injury to others or to the chapter house.  

• Do not serve brothers or guests who are intoxicated or showing signs that they are near the point of 
intoxication.

• Stop serving alcohol at least one hour before the close of the function. 

• Provide plenty of food and non-alcoholic alternative beverages.

• Adequate professional security should be provided to collect car keys at the door, deal with 
uninvited guests, and monitor any other potential problems. 

• Organize party monitors to be trained to respond to situations. Members should be completely sober 
when serving as a party monitor. A number of training programs exist that would be appropriate for 
training and even certification for brothers to become better social hosts.

Enforce all policies at chapter functions
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While several chapters use sober monitors, it is important for us to discuss all of their responsibilities. 
As the High Epsilon, it is your responsibility (along with the High Iota) to train and educate all chapter 
members to be effective sober monitors.

All sober monitors should be educated on FIPG, Lambda Chi Alpha and campus risk management poli-
cies. These are the policies that govern what is allowed at our events and what isn’t. 

Sober monitors should also be aware of their responsibilities. They are responsible to ensure that the 
aforementioned policies are being followed at all events that could be linked to the chapter. They are 
also responsible for ensuring that all attendees are being safe. Any attendee that adds an element of 
risk or increases the probability of someone getting hurt should be removed from the event. The sober 
monitors are not to use force to remove someone, if an attendee gets hostile, the police should be called 
immediately. If an attendee becomes too intoxicated or requires medical attention, the sober monitors 
are responsible for ensuring that the attendee receives the proper medical attention. 

Sober Monitors should also be aware of the chapter’s crisis management plan. They should know ex-
actly who to contact in case of an emergency and what steps need to be taken. 

They should also be aware of the event’s information. They should know the answers to questions like:

- What time is the event starting? What time is it ending?

- How many people are on the guest list?

- If there is alcohol, is this a BYOB or third-party vendor event?

Sober monitors need to know this information so they know what to look for and can spot if anything is 
out of place. 

Work with High Iota to conduct a training session for 
sober monitors
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If your campus is hosting a workshop on event planning please attend. If you cannot attend the event try 
to have another member attend in place of you so that he may be able to give you an overview about 
what was discussed. 

These event planning workshops provide education on how to effectively plan an event and explain the 
campus paperwork process, which is different from the General Fraternity’s event planning process. 

If your campus does not host an event planning workshop talk to your Fraternity and Sorority Life Advisor 
and High Pi to learn about the university process in registering events. 

Participate in campus and IFC event planning 
workshops
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Lambda Chi Alpha maintains a team of Educational Leadership Consultants (ELC). One of the most valu-
able 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 recom-
mendation.

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

• Social calendar 

• Social education ideas

• Copies of Event Planning forms 

• Questions about the Event Planning Process

The ELC meeting is a great place to receive feedback on upcoming events, gain ideas of education ses-
sions, 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 Epsilon 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 Epsilon
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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 
commitments 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 
recruitment, 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 balance fun with learning and serious discussion.  There should be an effort to balance fun 
with learning 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 
standards areas that officer is responsible for.  The High Zeta provides feedback and suggestions for 
improving 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 Epsilon   

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 
reviewed the following:

• An electronic copy of the High Epsilon’s Operations Guide

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

• A written summary of the last year’s goals and accomplishments

• Also any ideas you have for working with the High Iota or other officers for social and harm 
reduction education

• Potential dates for events and social activities 

• Education plan for social education
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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 Social Chairman” 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 
explanations 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 for and present the duties of High Epsilon in 
Fraternity Education
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The High Iota is charged with updating Crisis Management Plan for the chapter and educating chapter 
members on the plan. As the social chairman, it is the High Epsilon’s responsibility to ensure the Crisis 
Management Plan is developed and used correctly in the event of an incident at a chapter social 
function. 

The Crisis Management Plan is the plan the chapter has developed to guide chapter operations in 
the event of an unforeseen crisis. A primary focus of this plan is to provide all chapter members, and 
possibly guests, with a list of numbers to contact in the event of an emergency. This list should always 
start with 911 (If medical attention is needed) and can span to General Fraternity Staff Members and 
Alumni. The Crisis Management Plan can also be used to address common crisis situations that the 
chapter may face. Examples may include what to do in the case of a fire at the chapter facility or if 
severe weather occurs.

All Lambda Chi Alpha members must be keenly aware of alcohol issues that adversely impact 
individuals and fraternity chapters. Alcohol is regularly consumed in an unsafe manner on college 
campuses across North America and is recognized as the most frequent cause of accidents, injuries, 
and litigation in the interfraternal world. 

Knowing how to handle intoxicated members and guests is a necessary aspect of any Crisis 
Management Plan. It is essential that if an issue does arise members need to know what to do and how 
to handle the situation.  

Work with the High Iota to ensure the Crisis 
Management Plan is developed
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A strong Harm Reduction Education program is essential in every chapter. There are a variety of different 
subjects you can cover in these sessions; topics such as Crisis Management, Event Planning, House 
Safety, Fire Safety, Alcohol Abuse, Intoxicated Driving, etc. To increase the effectiveness of these 
sessions, it is recommended to bring in outside speakers with professional experience to facilitate these 
sessions. 

For example, you can contact your local fire department to get a firefighter to come to the chapter and 
speak about house safety tips, the importance of changing batteries in your fire-detectors, the proper 
way to use a fire extinguisher, or creating a fire evacuation plan. 

Finding an Outside Speaker

There are a number of people affiliated with the chapter and/or the host institution who can lead a 
harm reduction workshop for the chapter membership. While this task can be completed by the High 
Iota himself, it is typically more effective to invite someone from outside the active chapter or colony to 
present the program. Among potential facilitators are:

• Campus Greek Advisor

• University administrators in charge of safety and risk management 

• Faculty advisor(s)

• Other professor/faculty members

• High Pi

• Other involved alumni

• Other undergraduate member with pertinent experience

Make sure to accommodate the professional and personal schedules of any outside speakers by 
proposing at least three (3) potential dates for the seminar and having them select one. Such a 
presentation can take place before or after a regularly scheduled meeting or as a standalone event.

You may include these sessions in your chapter’s Harm Reduction Report along with the proper 
documentation.

Assist the High Iota in his Harm Reduction Education 
Sessions
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Continued

The High Epsilon has a responsibility to aid in the growth of our members into well-rounded men during 
and after his time in college. Some examples of social education session topics are below: 

Conduct social education sessions for the chapter and 
incorporate the Learning Model in all educational 
session 

• Alcohol Awareness

• Drinking and Driving

• Sexual Assault Awareness 

• Sexual Disease Awareness

• Dress for Success

• Health & Diet

• Etiquette

• How to Communicate Better

• Importance of Nonalcoholic Events

• Cooking

• Cultural Awareness

• Dancing

• Singing-Fraternity Songs

• Foods From Different Nations

• Religion

• Style

• Exercise and Workout

• Leadership Skills

• College Issues

• Living With A Roommate

 

The Lambda Chi Alpha Learning Model is a four step experience-based learning process.

1. Experience Stage:

• As Lambda Chi Alpha brothers have experience and complete developmental exercise, it is 
vital they take time to become aware of how these experience impact them, as well as what 
thoughts and feelings are evoked from having these experiences.  

2. Reflection Stage:

• Once brothers have the experience, the practice of participating in self-reflection prepares 
them for next steps in both Lambda Chi Alpha and life’s journey.  Understanding experiences 
can teach individuals a great deal about themselves, Lambda Chi Alpha brothers must prac-
tice the skill of self-observation and self-analysis.  The practice of these skills leads to height-
ened self-awareness and self-understanding.
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Conduct social education sessions for the chapter and 
incorporate the Learning Model in all educational 
session

3. Make Meaning Stage:

• Developmental psychologists tell us that organisms organize, and that human organisms or-
ganize meaning.  We, as human beings, are unique in this need to find meaning in our life 
experiences.  As we grow, and mature, what really changes in our lives is how we construct 
our systems of meaning, what we find important, or of value, to us.  The intention of this stage 
is to instill a sense of meaning in our brothers, based on “so what? now what?” knowledge 
they acquired in the new experiences they have.

4. Sharing Stage:

• As a brother has experiences and makes meaning of the experiences through the educational 
model Lambda Chi Alpha employs, his ability to share his experiences is the final step in the 
developmental journey.  The ability to share experiences creates healthier, happier individuals 
and relationships.  Thus, equip the brothers with the necessary tools for a meaningful under-
graduate experience and strong foundation for a quality life.
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Assist High Iota with establishing a Harm Reduction 
Task Force

The Harm Reduction Task Force acts as a standing committee to address harm reduction concerns within 
the chapter. The Harm Reduction Task Force is headed by the High Iota and often includes the following:

• High Alpha

• High Beta 

• High Kappa 

• High Epsilon

• High Pi

• House Manager (if applicable)

• Members at large. 

The purpose of this committee is to provide a thorough assessment of the chapter’s current practices, and 
devise a strategy to make each chapter function as safe as possible. The Harm Reduction Task Force 
can be used to set house rules, assist the High Iota with updating the Crisis Management Plan, create 
special harm reduction policies, and determine what harm reduction education session will benefit the 
chapter membership. 

The Harm Reduction Task Force should meet regularly (but at least one week prior to an event) to discuss 
safety measures for social events, philanthropic and community service events, recreational functions, 
kitchen operations, house management, and fire safety.  Meeting should follow an established agenda.  
Minutes should be taken and filed.  

The task force should review all events before they take place and should be able to manage any issue 
that arises. For each event planned, the task force should review a number of elements:

• Identify the activities and the potential negative behaviors that may come about;

• Build awareness of the potential problems;

• Create a strategy to address these problems, mitigating the potential harm in such a way that broth-
ers will fully support the measures;

• Use a social contract model to build chapter consensus.

In facilitating each of these conversations, the High Epsilon and the High Iota should be diligent in 
examining anything that could potentially go wrong. This helps the chapter to fully address the potential 
issues. 

Throughout these conversations, keep in mind what is meant by harm reduction; be open and honest 
with each other, avoid judgment, and reach a consensus among the brotherhood on how best to ad-
dress and minimize these potential problems.
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Build rapport with other sororities, fraternities, and 
campus organizations

As High Epsilon, your role should be to build rapport with other organizations on your campus, as well 
as within your local community. 

Working with Other Greeks 
The chapter will interact most with other members of the Greek system. It’s easy to take this public for 
granted, to assume they understand Lambda Chi Alpha. The High Epsilon must continue to publicize the 
purpose, people and programs of the fraternity to the entire Greek system.

Within the Greek system on any campus, there are many rivalries which exist, rivalries in recruitment, 
intramurals, academics, and other areas of interest for the fraternity. It’s important to remember, however, 
that the success of other Greeks is crucial to our Fraternity’s success. The system is only as strong as its 
weakest chapters. 

The chapter must be committed to participating in all-Greek programming such as Greek Week, 
Homecoming, or other special campus events that involve all Greeks. The chapter should also be 
supportive of other open activities sponsored by other Greeks, especially philanthropic events.

Don’t rely on the other groups to provide opportunities for all of the fraternities and sororities on campus 
to interact. Invite the other groups to participate in the Fraternity’s major philanthropies. Develop a few 
small-scale events that can build interaction and understanding between the groups.

Working with Non-Greeks 
The student population on campus has an ever changing view of the Greek system, and of each 
chapter in the system. The efforts of a High Epsilon can dramatically affect this impression. The chapter 
can never afford to overlook the general student population and its option of the Greek system and 
Lambda Chi Alpha. The chapter may develop some programs that directly involve the general student 
population.

One of the easiest things the chapter can do is to work with non-Greek student organizations. Fraternity 
education, community service, social programming, leadership retreats, academic events, and just about 
any other event the chapter is involved in can be co-sponsored with another campus organization. 
Target two to three different student organizations with which to interact in the coming year.
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Lambda Chi Alpha & Campus Awards

Each year, the Lambda Chi Alpha 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 
typically overseen by the High Alpha or the High Beta, but all officers play a role.  

The applications for Lambda Chi Alpha Awards are made available in the spring for chapters to apply 
and are given out at either the General Assembly or the Leadership Seminar. These applications are 
typically due at the end of March.  If a chapter is interested in applying for an award and does not 
have a copy of the application, the chapter can contact their ELC to request a copy.

Prepare and submit Lambda Chi Alpha and campus 
awards
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Continued

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?
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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



Navigation

Basic  
 

A
dvanced  

 
Exceptional 

 
A

ppendix 
Personal

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 

Continued
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Sample Budget

High Zeta Office: High Epsilon

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

FIPG Risk Management Policy

Last Updated: January, 2013

The Risk Management Policy of FIPG, Inc. includes the provisions, which follow and shall apply to all 
fraternity entities and all levels of fraternity membership.

ALCOHOL AND DRUGS

1. The possession, sale, use or consumption of ALCOHOLIC BEVERAGES, while on chapter premises 
or during a fraternity event, in any situation sponsored or endorsed by the chapter, or at any event 
an observer would associate with the fraternity, must be in compliance with any and all applicable 
laws of the state, province, county, city and institution of higher education, and must comply with 
either the BYOB or Third Party Vendor Guidelines.

2. No alcoholic beverages may be purchased through or with chapter funds nor may the purchase 
of same for members or guests be undertaken or coordinated by any member in the name of or 
on behalf of the chapter. The purchase or use of a bulk quantity or common source(s) of alcoholic 
beverage, for example, kegs or cases, is prohibited.

3. OPEN PARTIES, meaning those with unrestricted access by non-members of the fraternity, without 
specific invitation, where alcohol is present, are prohibited.

4. No members, collectively or individually, shall purchase for, serve to, or sell alcoholic beverages to 
any minor (i.e., those under legal drinking age).

5. The possession, sale or use of any ILLEGAL DRUGS or CONTROLLED SUBSTANCES while on 
chapter premises or during a fraternity event or at any event that an observer would associate with 
the fraternity is strictly prohibited.

6. No chapter may co-sponsor an event with an alcohol distributor or tavern (tavern defined as an 
establishment generating more than half of annual gross sales from alcohol) at which alcohol is given 
away, sold or otherwise provided to those present. This includes any event held in, at or on the 
property of a tavern as defined above for purposes of fundraising. However, a chapter may rent or 
use a room or area in a tavern as defined above for a closed event held within the provisions of this 
policy, including the use of a third party vendor and guest list. An event at which alcohol is present 
may be conducted or co-sponsored with a charitable organization if the event is held within the 
provisions of this policy.

7. No chapter may co-sponsor, co-finance or attend or participate in a function at which alcohol is 
purchased by any of the host chapters, groups or organizations.
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Continued

FIPG Risk Management Policy

8. All recruitment or rush activities associated with any chapter will be non-alcoholic. No recruitment or 
rush activities associated with any chapter may be held at or in conjunction with a tavern or alcohol 
distributor as defined in this policy.

9. No member or pledge, associate/new member or novice shall permit, tolerate, encourage or 
participate in “drinking games.” The definition of drinking games includes but is not limited to the 
consumption of shots of alcohol, liquor or alcoholic beverages, the practice of consuming shots 
equating to one’s age, “beer pong,” “century club,” “dares” or any other activity involving the 
consumption of alcohol which involves duress or encouragement related to the consumption of 
alcohol.

10. No alcohol shall be present at any pledge/associate member/new member/novice program, 
activity or ritual of the chapter. This includes but is not limited to activities associated with “bid night,” 
“big brother – little brother” events or activities, / “big sister - little sister” events or activities, “family” 
events or activities and initiation.

HAZING

No chapter, colony, student or alumnus shall conduct nor condone hazing activities. Permission or 
approval by a person being hazed is not a defense. Hazing activities are defined as:

“Any action taken or situation created, intentionally, whether on or off fraternity premises, to produce 
mental or physical discomfort, embarrassment, harassment, or ridicule. Such activities may include but 
are not limited to the following: use of alcohol, paddling in any form, creation of excessive fatigue, 
physical and psychological shocks, quests, treasure hunts, scavenger hunts, road trips or any other such 
activities carried on outside or inside of the confines of the chapter house; wearing of public apparel 
which is conspicuous and not normally in good taste, engaging in public stunts and buffoonery, morally 
degrading or humiliating games and activities, and any other activities which are not consistent with 
academic achievement, fraternal law, ritual or policy or the regulations and policies of the educational 
institution or applicable state law.”

SEXUAL ABUSE AND HARASSMENT

The fraternity will not tolerate or condone any form of sexist or sexually abusive behavior on the part of 
its members, whether physical, mental or emotional. This is to include any actions, activities or events, 
whether on chapter premises or an off-site location which are demeaning to women or men, including 
but not limited to verbal harassment, sexual assault by individuals or members acting together. The 
employment or use of strippers, exotic dancers or similar, whether professional or amateur, at a fraternity 
event as defined in this policy is prohibited.
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FIPG Risk Management Policy

FIRE, HEALTH AND SAFETY

1. All chapter houses should meet all local fire and health codes and standards.

2. All chapters should post by common phones and in other locations emergency numbers for fire, 
police and ambulance and should have posted evacuation routes on the back of the door of each 
sleeping room.

3. All chapters should comply with engineering recommendations as reported by the insurance 
company or municipal authorities.

4. The possession and/or use of firearms or explosive or incendiary devices of any kind within the 
confines and premises of the chapter house is prohibited.

5. Candles should not be used in chapter houses or individual rooms except under controlled 
circumstances such as initiation.

EDUCATION

Each fraternity shall annually instruct its students and alumni/alumnae in the Risk Management Policy 
of FIPG, Inc. Additionally, all students and key volunteers shall annually receive a copy of the Risk 
Management Policy and a copy of the policy shall be available on the fraternity website.
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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
http://oa.lambdachi.org
http://op.lambdachi.org
http://mylca.lambdachi.org
www.facebook.com/lambdachi
http://twitter.com/lambdachialpha
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