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As the High Iota 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
Risk Manager: High Iota

The Official Charge of the High Iota

Brother High Iota, as members of Lambda Chi Alpha we must be ever 
mindful of our duty to assist and protect others, particularly our own 
members.

It is your obligation to administer a risk management program that 
promises responsible and mature behavior by all members at all times, 
and to preserve the ideals of the Fraternity by conducting the opera-
tions of the chapter safely, prudently, and in compliance with the laws 
and policies both of Lambda Chi Alpha and this institution.

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:  Each brother to take an active role in chapter harm reduction efforts.
Organize:  A comprehensive harm reduction program.
Delegate:  To each member the opportunities to mitigate the risk for harm.
Evaluate:  Effectiveness of comprehensive harm reduction plans and revise. 
Lead:   All members in identifying risky behaviors and potentially harmful decisions.

Inspire:  Each member to be his “Brothers’ Brother”.
Teach:  The Seven Core Values as the purpose for caring for members and guests.
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Congratulations brother on your appointment as your 
chapter’s High Iota. 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
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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 Iota Budget and Calendar Jump to Section As necessary
4. Review and educate all members on Lambda Chi 

Alpha, campus, state and local laws & policies, as 
well as FIPG risk management policies

Jump to Section Ongoing

5. Work with Executive Committee to evaluate, update, 
and educate all members on the chapter’s crisis 
management plan

Jump to Section First month of each 
academic term

6. Work with High Alpha and High Pi to follow the 
chapter’s crisis management plan to report all 
incidents and injuries of members or guests to the 
Office of Administration 

Jump to Section As necessary

7. Work with High Zeta officers to follow all event 
planning guidelines and the event planning process 
for chapter events by submitting Event Planning forms 
to the Office of Administration by the necessary time 
restrictions 

Jump to Section Ongoing

8. Work with High Kappa to schedule Harm Reduction 
education sessions conducted by outside speakers

Jump to Section Each academic term

9. Submit a Harm Reduction Report to the Office of 
Administration by the required deadlines 

Jump to Section Prior to due dates

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

election

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 Iota in 

Fraternity Education 
Jump to Section As necessary

3. Educate all chapter members on the Lambda Chi 
Alpha and campus event planning process 

Jump to Section Each academic term

4. Develop a house and fire safety program including 
a fire drill and safety inspections 

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

 supports each task required as an officer

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

an officer and task required as an officer

Officer Tasks Jump to Section Frequency

1. Organize the Harm Reduction Task Force Jump to Section First month of  
taking office

2. Schedule Harm Reduction Task Force Meetings Jump to Section As necessary
3. Create a social contract addressing chapter specific 

issues of risk 
Jump to Section As necessary

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

Jump to Section As necessary
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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 Iota shall be responsible for coordinating the implementation of safety measures for all social 
events, philanthropic and community service events, recreational functions, kitchen operations, house 
management, and fire safety.”

General Duties and Responsibilities

The general responsibilities of the High Iota shall be:

• To educate all members about Lambda Chi Alpha, Fraternal Information and Programming Group 
(FIPG), and campus risk management policies.

• To be involved in the event planning process for all chapter functions to ensure the chapter is in 
compliance with event planning guidelines.

• To educate all members on current Harm Reduction topics and their individual responsibility to the 
chapter.

• To act as the chairman of the Harm Reduction Task Force.

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

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 Iota 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 Iota 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 policies 
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.

Lastly, your University has a set of harm reduction policies which all registered student organizations must 
adhere to. Check with your Fraternity/Sorority Life Adviser to obtain a copy of these policies. Once you 
have obtained these policies, educate yourself and the chapter on them.

Simply put, a well-informed chapter is a safer chapter. As the High Iota, you are most likely the most 
knowledgeable member of the chapter on harm reduction policies. However, is your knowledge alone 
enough to keep our brothers safe and prevent the chapter from having an incident? The chapter needs 
to be educated on these policies. 

As the High Iota, you can group these education sessions together or utilize them as separate education 
sessions during the academic term. Useful times for a presentation may be prior to a social event, or 
with the association of new members. Special attention should be given to educating new members of 
the chapter, as they are not as familiar with these policies. 

As a reminder, keep in mind that you may include these education sessions into your chapter’s Harm 
Reduction Report with the proper documentation. 

Review and educate all members on Lambda Chi 
Alpha, campus, state and local laws & policies, as 
well as FIPG risk management policies
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Continued

Every chapter and colony of Lambda Chi Alpha is required to operate under a Crisis Management Plan. 

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 pos-
sibly 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.

Due to the fact that contact information and the potential for crisis situations are always changing, the 
High Iota should work with either Executive Committee to revise the Crisis Management Plan within the 
first month of each academic term.

Crisis Management Plan Template is located in the Appendix 

Every chapter must have a plan in place in case a crisis was to occur within the chapter. This plan is 
called a crisis management plan. You may call upon the High Zeta officers or the Risk Management 
Task Force to help in the creation of the crisis management plan. Once the crisis management plan is 
created it is of the utmost importance to educate the entire chapter on the necessary steps the chapter 
must take in the case of a crisis. This education session can also be counted as a harm reduction educa-
tion session to be included in the chapter’s Harm Reduction Report. It is recommended to have at least 
80% of the chapter in attendance at this session to receive credit.  

Components of a Crisis Management Plan:

Assemble all brothers for a chapter meeting

Explain that there is an emergency and that the chapter house is closed. They are not to speak to any-
one outside the chapter — the High Alpha and/or High Pi will be the official spokesperson for the 
chapter. Do not discuss details, speculate on events, or otherwise project consequences. To do so would 
only create unrest and unnecessary upheaval. It is important for the chapter to remain calm.

Handling the media

If the news media should contact the chapter, only the High Alpha or the High Pi should speak for the 
chapter. With the help and approval of the High Pi and the International Headquarters staff, the chapter 
will draft a careful statement before any statement is issued to the media or will be instructed to direct 
all media inquiries to the director of chapter services at 317.872.8000. In any case, the International 
Headquarters staff should evaluate this statement before it is disclosed. Do not release any names until 
an investigation has been completed and the timing is appropriate.

Work with Executive Committee to evaluate, update, 
and educate all members on the chapter’s crisis 
management plan
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Continued

Work with Executive Committee to evaluate, update, 
and educate all members on the chapter’s crisis 
management plan

Investigating what occurred

The High Alpha will work in concert with the High Pi, High Iota (or other appropriate chapter officer) 
and the International Headquarters staff to determine what occurred surrounding the incident. It is impor-
tant that all information is gathered and shared exercising full disclosure. Once all information is made 
available, appropriate follow-up actions can be determined.

Developing a Crisis Management Plan

The High Iota should be able to use the Crisis Management Plan from the previous academic term, 
simply updating the relevant contact information. The template for a standard Crisis Management Plan is 
available to be downloaded from the Document Library of Officer Portal. 

Brotherhood Education

A crisis management plan is only effective if it can be implemented the instant a crisis ensues, and it can 
only be implemented effectively if each undergraduate brother and alumni brother volunteer are pre-
pared to implement the outlined steps. The entire High Zeta should review the Crisis Management Plan 
and be familiar with important concepts of handling a crisis. Every officer should have a copy of the 
Crisis Management Plan.

Be certain that all brothers in the chapter know that the High Alpha and High Pi or an alumni adviser is 
in charge in the case of emergency. The High Alpha will consult with other brothers who possess more 
expertise or insight, including the International Headquarters staff and college/university administration. 
Final instructions to chapter/colony brothers rest with the High Alpha. In the case that a High Alpha is 
unavailable or absent, the chapter must predetermine who assumes his responsibilities related to the Cri-
sis Management Plan. All brothers must know who is in charge and be prepared to follow instructions.

Serious Injury / Death of a Brother

Do not notify the parents until after a medical or law enforcement official has done so. In the event of 
a serious injury or death, medical or police personnel trained in such will notify the family. The chapter 
should always have parent/guardian information on file for each brother and made available to proper 
authorities. After the family has been notified, it is appropriate for the High Alpha or High Pi to call and 
share concerns on behalf of the chapter.
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Work with Executive Committee to evaluate, update, 
and educate all members on the chapter’s crisis 
management plan

In the event of a death, do not remove any personal items from the deceased brother’s room. Do not 
let brothers enter the room. Temporarily move the deceased brother’s roommate to another room in the 
house, and allow only authorized personnel to enter the room. If possible, keep the door locked. Ask the 
family members what their wishes are with regard to the brother’s possessions. The chapter may offer to 
pack them in boxes, but the family will more likely want to do this themselves. Before they arrive, make 
sure any borrowed items are returned. When they arrive, have empty boxes available and offer to help. 
Understand that this is a difficult time for them and the family may want privacy.

The chapter will want to coordinate brothers’ attendance at the funeral or memorial service. Along with 
the High Pi, discuss with the family or the family’s clergyman the possibility of conducting a Lambda Chi 
Alpha Fraternity memorial service. Use the guidelines found on pages 139-140 of the High Phi Manual.

In the case of serious injury or illness, find out the visitation wishes of the family and coordinate this with 
chapter brothers.

Moving Forward

In any emergency, use extreme tact and caution in your actions and statements to brothers, the media, 
and others. Where possible litigation may follow, be extremely cautious about jumping to conclusions 
or speculation. Remember that the General Fraternity and university officials are always available for 
counseling and other assistance. Do not hesitate to call for help. Individual and group counseling are 
strongly recommended following any crisis. No matter how well things appear to be going, counseling 
and other support services are both wise and appropriate.
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Continued

These guidelines are provided for you in an effort to ease the shock and provide a logical framework 
in the event of a crisis. Read them. Distribute them to all brothers and keep them in a readily accessible 
place. It is our hope that you will never have to use them. Appropriate preventive measures — fire 
safety, risk management, and others — could help you avoid many potential crises. By taking time to 
prepare and ultimately prevent tragedies, a brother’s life and the chapter’s life could be saved.

Unfortunately, dangerous and harmful situations may occur, involving brothers of the Lambda Chi Alpha 
or guests at a chapter event. When these dangerous and harmful situations transpire, it is essential 
that all brothers are prepared to properly handle the situation. The following information should be 
considered when preparing a crisis management plan at the chapter and when educating all brothers 
on the components of that plan.

Procedure for Reporting Chapter Incidents

Before contacting Lambda Chi Alpha Headquarters, be sure that the individual(s) receive appropriate 
emergency care. The immediate safety and well-being of all chapter members and guests is always the 
most important thing to consider.

Prompt reporting often prevents minor incidents from developing into major problems. Because of 
occasional late reporting of accidents or claims (either actual or potential), it is important to remind all 
chapter brothers and alumni brother volunteers about claims reporting procedures.

To report an accident or potential insurance claim, please follow these instructions:

1. If necessary, be sure that the individual(s) receive appropriate emergency care.

2. Notify chapter High Pi and key alumni volunteers.

3. Notify Lambda Chi Alpha Fraternity International Headquarters through the following points of 
contact. It is imperative to exhaust this list until you have made contact with a staff representative.

• Contact the chapter’s Educational Leadership Consultant

• 317.872.8000 (24 Hour Emergency Hotline)

• Complete the Incident Form on the Lambda Chi Alpha Website

• Email: harmreduction@lambdachi.org

Work with High Alpha and High Pi to follow the 
chapter’s crisis management plan to report all 
incidents and injuries of members or guests to the 
Office of Administration
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Work with High Alpha and High Pi to follow the 
chapter’s crisis management plan to report all 
incidents and injuries of members or guests to the 
Office of Administration

4. Notify University/College officials – typically the Greek Adviser.

5. Do not acknowledge responsibility or admit liability for any accident or occurrence.

6. Take record of names and contact information of all parties involved, including witnesses.

Important information to note should include:

• Name(s) of individual(s) involved in or on the scene of the incident.

• Phone numbers and addresses of those involved or present.

• Exact location of incident.

• Description of circumstances leading up to the occurrence, including time of day, if alcohol was 
involved, if it was in relation to an official chapter activity

• Any emergency medical attention and treatment that occurred.

Members insured under the General Fraternity insurance policy shall not, except at their own expense, 
voluntarily make any payment, assume any obligation or incur any expense other than for first aid to 
others at the time of the accident. All guidelines for reporting accidents and potential insurance claims 
should be implemented in conjunction with the Fraternity’s Crisis Management Plan.
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Continued

If you are planning to hold an event, most likely an Event Planning Form will be needed to be complet-
ed. Any event a chapter plans to host will fall into one of the following three (3) categories:

No Alcohol, No Contracts (Due 15 days prior)

• This event is the most popular event that a chapter can hold. This form is most likely going to be the 
one that you use for most of your events and is also the shortest event planning form to complete. 
Simply if you are hosting a dry event at the chapter house or a location on campus, this will most 
likely be the form that you complete.

No Alcohol, w/ contracts (Due 15 days prior)

• Anytime your chapter is planning to host an event which has a contract involved it needs to be 
reviewed by the General Fraternity. Contracts may stipulate the vendor be named an additional 
insured which will be reviewed be reviewed by our insurance carrier. Either way if you are asked to 
sign a contract, you need to send it with your Event Planning Form before it is signed so it can be 
properly reviewed. Common contracts are with Bus Companies, Venues, and Security.

Alcohol and Contracts (Due 30 days prior)

• This is the last form that your event could be listed as. Mostly likely you are planning a formal or a 
larger social event at an off campus location and using a 3rd party vendor for serving alcohol. A 
common misconception is that these forms are the hardest to get marked complete, but are actually 
some of the safest events that you could hold as a chapter by contractually transferring risk to a third 
party. These forms are recommended to come in 30 days prior to your event, to allow enough time 
for a proper review. However, in rare cases, 15 days is also acceptable.

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, bartend-
ers, 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

Work with High Zeta officers to follow all event 
planning guidelines and the event planning process 
for chapter events by submitting Event Planning forms 
to the Office of Administration by the necessary time 
restrictions
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Work with High Zeta officers to follow all event 
planning guidelines and the event planning process 
for chapter events by submitting Event Planning forms 
to the Office of Administration by the necessary time 
restrictions

• 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

Visit the Appendix to review frequently asked questions about the event planning process.
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Continued

The High Iota is responsible for the development and implementation of a comprehensive harm 
reduction education program for the benefit of the entire chapter. He will need to work closely with the 
High Kappa to schedule these sessions in order to maximize their effectiveness.

The chapter’s Harm Reduction Education Program is an opportunity for you and your committee to 
educate the brothers on current risk management issues. The General Fraternity can provide you with 
many resources, but it is up to you and the Harm Reduction Task Force or Executive Committee to create 
a Harm Reduction Education Program that is best suited for the chapter.

A strong Harm Reduction Education program is essential in every chapter. A comprehensive lesson 
plan is built by planning these harm reduction education sessions for the entire academic term. 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. This will allow you 
to follow up on topics and issues later on. Remember that you could also get credit for these education 
sessions in the chapter’s Harm Reduction Report. By planning these sessions in advance, you can ensure 
that the chapter is exposed to a wide range of topics. It is recommended to conduct 3 to 4 sessions 
each term. 

The two most prevalent issues that plague Fraternity life are misuse of alcohol and hazing. We must 
continue to combat these issues by educating our members. It is critical to highlight the phrase, “misuse 
of alcohol” and note that alcohol itself is not the issue. Brothers should be mindful about the dangers of 
binge drinking and consuming large quantities of alcohol in a short amount of time.

Hazing is another issue that is constantly associated with fraternities. Hazing is dangerous not only for 
the health concerns, but also because it goes against the values of Lambda Chi Alpha. Our brothers 
stood up against hazing and chose to eliminate pledging. It is in the makeup of our brotherhood to 
eliminate hazing and promote brotherhood. 

Awareness through education is the best tool to equip our brothers with to fight these problems. 

When identifying lesson topics it is important to consider:

• First is current issues affecting the chapter

• Have there been any recent incidents that should be addressed

• Ask the ELC what he would suggest adding or changing

Work with High Kappa to schedule Harm Reduction 
education sessions conducted by outside speakers
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Work with High Kappa to schedule Harm Reduction 
education sessions conducted by outside speakers

• Next is current issues affecting the campus

• What are some common trends on campus?

• Are there any specific issues or problems that could become patterns?

• Ask your campus Fraternity and Sorority Life Advisor for suggestions

• And lastly is general health issues

• Alcohol & Drugs (illegal and prescription)

• Sexual Health Awareness

• Stress/mental health

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, Campus or Local Police Department, Campus Counseling Center/ Health Center, 
Faculty advisor(s), Other professor/faculty members, High Pi, Other involved alumni.

Make sure to accommodate the professional and personal schedules of any outside speakers by 
proposing at least 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.



Navigation

Basic  
 

A
dvanced  

 
Exceptional 

 
A

ppendix 
Personal

Continued

The Harm Reduction Report is a comprehensive report that each chapter is expected to submit to the 
General Fraternity twice a year, once by December 1st and again by May 1st. 

The report is broken down into five different areas of focus for Harm Reduction: 

• Harm Reduction Education

• Crisis Management

• Fire Safety

• Event Planning

• House Safety

This provides chapters with an opportunity to explain how they are educating our brothers and what 
other practices are in place to ensure that we are reducing as much harm as possible. The Harm 
Reduction Report should demonstrate the creation, education, and implementation of these five areas of 
focus using the Lambda Chi Alpha’s Learning Model. 

As the High Iota, it is your responsibility to complete and submit the report twice a year.

For the Harm Reduction Education section, the chapter should reflect and answer the following 
questions:

• Describe how you created the Harm Reduction Education process for the chapter?

• What sessions did you put together and describe what sessions you did?

• How do you think the Harm Reduction Education benefits your chapter?

• What programs would you like to do next semester and why?Did you observe a change in behavior 
among the Brothers after a specific Harm Reduction Education session?

• Discuss either the positives or frustrations of teaching harm reduction education to the chapter.

• What are the top three things that you felt the chapter took away over the semester in this area? 
Explain

For the Crisis Management section, the chapter should reflect and answer the following questions: 

• Describe why and how you created a Crisis Management Plan for your chapter.

• Discuss why and how you educated the chapter on Crisis Management.

Submit a Harm Reduction Report to the Office of 
Administration by the required deadlines
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Continued

Submit a Harm Reduction Report to the Office of 
Administration by the required deadlines

• Have you ever had to utilize the Crisis Management plan throughout the semester?

• Was the implementation and execution of the Crisis Management Plan effective? 

• What are the top three things that you felt the chapter took away over the semester in this area?

• Could the Crisis Management Plan be improved? Explain how and why. 

For the Fire Safety section, the chapter should reflect and answer the following questions: 

• Does the chapter conduct a fire drill? Explain how the drill went.

• What type of fire safety training do you conduct for your members?

• Are there any programs offered by your institution that you utilize in regards to fire safety? If so 
please describe. 

• How could fire safety be improved next semester?

• Describe how the chapter practices good fire safety procedures?

• What are the top three things that you felt the chapter took away over the semester in this area? 
Explain. 

Fire safety still applies to chapters who do not live in a facility, so make sure you do not overlook this 
section. 

For the Event Planning section, the chapter should reflect and answer the following questions: 

• Explain a time when you have had to use the Event Planning Process 

• Discuss how you educated the chapter on the Event Planning Process

• How do you educate the chapter on Lambda Chi Alpha polices for hosting an event?

• How has the Event Planning Education improved the quality of events hosted by the chapter?

• Do you know who to contact within headquarters if you have questions with the Event Planning 
Process?

• What are the top three things that you felt the chapter took away over the semester in this area? 
Explain

• How will you use the skills that you learned for event planning after this semester? 
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Submit a Harm Reduction Report to the Office of 
Administration by the required deadlines

And for the House Safety section, the chapter should reflect and answer the following questions: 

• Describe how you established the current house safety program.

• How have you educated the chapter on the various areas of house safety?

• What type of programs have you put into place to ensure a safe living environment for the chapter?

• What education (aside from fire drills) do you do with the men within your facility? 

• (If not facility): What type of education do you provide to men when you do not have a living facility 
in regards to safe living environments?

• What security measures are in place at the living area for the chapter?

• Has there been an incident inside of the house/lodge this semester that pertains to house safety?

• In what ways can house safety be improved next semester? 

• What are the top three things that you felt the chapter took away over the semester in this area? 
Explain.

Similar to fire safety, house safety still applies to chapters who do not live in a facility, so make sure you 
do not overlook this section.

Every year, chapters miss out on the opportunity to save their chapter some money on their Risk 
Management Assessment (RMA). Here are a few reminders about the Harm Reduction Report, so make 
sure you write these down:

• The Harm Reduction Report is due on December 1st in fall and May 1st in the spring 

• All Harm Reduction Reports should be sent to harmreduction@lambdachi.org 

• If you do not receive a confirmation email within 48 hours, you should assume it was not 
received and re-send the report

• Please remember to submit supporting documentation with the report, such as pictures, letters, sign-in 
sheets, etc.
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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 Iota, some specific areas you will want to be prepared to discuss with the ELC include: 

• The chapter/colony’s crisis management plan

• Your plans for harm reduction education (what sessions you have planned)

• Fire safety (has the chapter had a fire drill)

• Your previous Harm Reduction Report 

• Event Planning (have you had any issues completing the forms?)

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 Iota 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 Iota
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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.

The Role of High Iota

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.

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

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 Iota Operations Guide

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

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

• The chapter/colony’s Crisis Management Plan

• Harm reduction education plan for the term
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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 Risk Manager” 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 and present in Fraternity Education the duties 
of High Iota
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Continued

Does your chapter depend solely on you to complete event planning forms? On the High Epsilon? A 
little known fact within chapters of Lambda Chi Alpha is that any undergraduate High Zeta Officer can 
complete event planning forms on Officer Portal.

As the High Iota, you are your chapter’s primary resource in learning about the event planning process. 
Educating chapter members on the Lambda Chi Alpha Event Planning Process begins with having an 
expansive knowledge of the process yourself and being able to navigate an event planning form. When 
reviewing an event planning form, consider the following components.

The following components mandate the submission of an event planning form.

• What type of event planning form is required?

• Alcohol with Contracts

• No Alcohol with Contracts

• No Alcohol No Contracts

• Will the event use a contract with a 3rd Party Vendor?

• A 3rd Party Vendor may include a caterer, licensed cash bar, bartenders, a rented facility, 
security company, bus company, etc.

• Is event is planned to be held at a site more than 10 miles from campus?

• How will attendees get to the location?

• Will the event exceed 6 hours in duration?

• Did an incident or accident occur at a similar, previous event?

• What steps will the chapter take to prevent another incident or accident from taking place?

• Will the total number of attendees, including chapter members, exceed 3 times the chapter 
membership?

• Is the event cosponsored with another fraternity or sorority?

• Do both organizations appear on all contracts? Are both organizations aware of all 
applicable event planning policies?

• Has a third party vendor requested to be named as an additional insured on the General Fraternity’s 
liability insurance?

Educate all chapter members on the Lambda Chi 
Alpha and campus event planning process
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Educate all chapter members on the Lambda Chi 
Alpha and campus event planning process

Review the Event Planning Guide for a detailed breakdown of each field of the event planning form. 

Lastly, many institutions employ the use of their own event planning process. Remember, completing 
your institution’s event planning process does not waive the benefits of completing the Lambda Chi 
Alpha Event Planning Process. When completing your institution’s event planning process, consider the 
following basic questions.

• Has the appropriate form been filed in compliance with all deadlines?

• Does the institution require special permission to host an event with alcohol?

• Does the institution require that you also complete the General Fraternity’s Event Planning Process?

• Do the institutions social policies differ from Lambda Chi Alpha’s? Which policy is greater?

*For additional information regarding your institution’s event planning policies contract your campus 
advisor. 
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Continued

Each academic term, you must conduct fire safety and house safety education sessions for the chapter. 
Even if you don’t have a chapter facility, every member of your chapter lives in a residence (residence 
hall, apartment, house, etc.) and needs education on basic house and fire safety drills. Remember 
to properly document all of these sessions or drills so you may include them into the semester’s Harm 
Reduction Report. 

Examples of house and fire safety education sessions:

• Proper housekeeping

• Review your chapter facilities inspection

• Attending a University housing safety session

• Smoke detector maintenance

• Proper use of a fire extinguisher

• Review Fire Marshal inspection for chapter facility (if applicable)

• Safe and effective use of electrical outlets

• Conducting a fire drill

• Creating an evacuation plan

• Preventing home invasion or theft

The purpose of holding a fire drill is to be well prepared in case of an emergency. Remember, by failing 
to prepare you are preparing to fail. Being prepared for the unpredictable may be the difference in 
saving the chapter facility or even a life. 

In survey of 260 Fraternity chapter house fires showed that poor housekeeping, careless smoking and 
match disposal, misuse of electricity by overloading circuit breakers, fuses and/or excessive use of 
extension cords and defective heating devices were the leading principal causes of fraternity fires. All 
can be eliminated with proper emphasis by chapter leaders and alumni officers. This effort should be 
coordinated by the High Iota.

Develop a house and fire safety program including a 
fire drill and safety inspections
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Develop a house and fire safety program including a 
fire drill and safety inspections

Some additional points to remember when developing a fire safety program are:

• If applicable, have a fire marshal conduct a facility inspection annually. 

• Develop a prearranged emergency plan of action to avoid panic in case of fire. This plan should 
include the following subjects:

• Calling the fire department.

• Evacuation routes and prearranged assembly for identification counts.

• Meeting the fire department and directing them to the problem area.

• Providing help to the fire department and information on missing chapter members.

• Developing a supervised salvage plan.

• Developing a security plan if the house cannot be reoccupied.

• All chapter houses should maintain emergency exits, fire escapes and fire doors clear of storage and 
ready for emergencies. Evacuation routes should be conspicuously posted throughout the chapter 
house.

• Clearly post emergency numbers in a centralized location.

• Fire extinguishers of the correct kind and size should be placed on every floor and members should 
be familiar with methods of operation.

• Smoke alarms/detectors should be strategically located around the chapter house and in all 
individual sleeping rooms. They can and will save lives.

• A rigid rule should be adopted that prohibits fire doors from being wedged or propped open.

• Stiff fines should be enforced for unauthorized use of fire safety equipment.

• Party decorations should be of a non-flammable variety, and should never block exits.

• Clean up and remove party decorations immediately after the party. 
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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 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.

Organize the Harm Reduction Task Force
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Continued

One of the first items of business for the High Iota after the Harm Reduction Task Force is formed is to 
schedule a regular Task Force meeting time. It is critical that these meetings occur regularly, not just to 
establish a harm reduction program, but to involve the task force in a visible way with all aspects of 
chapter operations. These meetings should either be held on a monthly basis or prior to a chapter social 
event. These meetings will provide the task force with an opportunity to address potential issues and cre-
ate a solution prior to the event. The following is an example agenda to utilize for the regular task force 
meetings:

AGENDA

I. Call to Order & Review and Approval of Previous Meeting’s Minutes

Copies of minutes of all meetings should be kept in the High Iota’s permanent risk management files.

II. Review of Upcoming Chapter Events

A. Is Event Planning Form properly completed and submitted to High Iota and Lambda Chi Alpha’s  
 Office of Administration? (For Events Requiring Approval - 30 days in advance)

B.  If not, has the Internal Event Plan been filed?

C. Is contacting the Headquarter Staff necessary for planning assistance?

III. Review of Previously Held Chapter Events

A. Was the Event Planning Form approved by the Office of Administration? 

B.  What could have been improved? Recommendations?

IV. Assessment of Crisis Readiness

A.  Is the chapter’s Crisis Management Plan updated?

V. Chapter House Safety (for chapters with houses)

A. Fire prevention plan updated? Fire drills scheduled?

B. Self-inspection performed monthly? Deficiencies corrected?

C. Evacuation routes and emergency numbers posted?

Schedule Harm Reduction Task Force Meetings
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Schedule Harm Reduction Task Force Meetings

VI. Chapter Education

A. Harm Reduction education program implemented?

B. General Fraternity resources being utilized?

C. Outside resources being utilized?

D. Lambda Chi Alpha and FIPG policies reviewed by entire chapter?

E. Crisis Management and Event Planning guidelines reviewed?

VII. Overall Implementation

A. Task Force meeting regularly?

B. Risk Management goals established, implemented and reviewed?

C. Does the General Fraternity need to be contacted for questions?

D. Are chapter members cooperative?

E. Are accidents and incidents being properly reported to the General Fraternity?

VII. New Business/ Old Business

IX. Adjournment/ Set time of next meeting 
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Many chapters depend solely on the Executive Committee to address disciplinary or conduct issues with 
chapter members. However, some chapters choose to address the conduct of individual members long 
before the start of the academic term. 

Social contracts help chapters collectively express their expectations for each member and produce 
a method of accountability. Each academic term, the active chapter would meet to create a list of 
expectations for each member’s conduct. These expectations could be drawn from Lambda Chi Alpha 
Laws, FIPG Risk Management Policies, University Student Conduct Policies, state and local laws, and 
expectations from the chapter membership. These expectations are written like a contract, as the name 
suggests, and is then signed by each member. 

Ultimately, this contract helps the chapter to express its conduct expectations and hold members 
accountable if they violate said expectations. 

The following is an example process to create a social contract: 

1. Chapter Leaders (Executive Committee, High Zeta, seniors, committed members, etc.) need to 
identify current practices in the chapter that create the greatest risk.

2. Conduct a mandatory chapter meeting (encourage every member possible to be present) to identify 
and address these issues.

3. Get consensus from the chapter as a whole that the issue has the potential to cause harm and needs 
to be addressed.  Example:  Our Chapter is concerned with Drunk Driving associated with some 
chapter events.

4. Create a list of steps that address the issue.  

5. Discuss the list and seek consensus from the entire chapter about what we can agree as a group to 
address this behavior.  Remember that when our brothers “buy in” to the techniques, harm reduction 
becomes easier. Ask for consensus on each recommendation. Can we as a chapter do this?

6. Once consensus is reached, create a Social Contract on a poster board covering each example that 
consensus was reached. 

7. Have all brothers sign the contract and make a big deal about the results of the effort.

8. Post the contract in a recognizable place (chapter house, chapter meeting room, create a duplicate 
for the chapter website, etc.)

9. As a chapter, discuss the procedures for addressing any brother who does not follow the accepted 
steps. (*This should be a separate document if the chapter chooses to create one.  It should not be a 
part of the social contract.*)

10. Change the culture by having discussions beyond the Executive Committee to address any violations 
-- don’t laugh them off or ignore them – especially after the consensus is reached.  

Create a social contract addressing chapter specific 
issues of risk
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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
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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:  Safety Supplies 

Budget Item/Note Anticipate Cost

Wristbands  $50.00

Flashlights with Batteries  $50.00

Tickets/Coupons (for tracking alcohol consumption)   $100.00

Shirts or Safety Vests (for Sober/Event Monitors)  $200.00

TOTAL BUDGET $400.00

Example Budget Items 
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Sample Budget

High Zeta Office: High Iota 

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



Navigation

Basic  
 

A
dvanced  

 
Exceptional 

 
A

ppendix 
Personal

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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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.

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.

FIPG Risk Management Policy
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Continued

FIPG Risk Management 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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Continued

[Blank] Zeta of Lambda Chi Alpha

Emergency Contact: 

Emergency Services 911  
[name], High Alpha [phone number]  
[name], High Iota [phone number]  
[name], High Pi [phone number]  
Educational Leadership Consultant [phone number]  
Headquarters 317-872-8000  
Greek Adviser [phone number] 

Members are responsible for their knowledge of these procedures. Failure to adhere to these procedures 
may result in disciplinary action as deemed appropriate by the Executive Committee. 

General Emergency Procedure 

In the event of a situation or incident, which may cause harm to any member(s) or the chapter house, 
the High Alpha, High Iota, or any officer should be notified immediately. As soon as prudent, the 
High Pi should also be notified. If necessary, emergency personnel shall be contacted. If necessary, 
the chapter house shall be closed and only residents, advisers, appropriate university personnel, 
and emergency responders will have access. If the facility is unsafe, members will assemble at a 
predetermined meeting place, or where directed by emergency personnel. When prudent, the High 
Alpha will gather all available members, including associate members and out-of-house members. The 
High Alpha will explain the situation and provide anticipated follow-up procedures. He will also clarify 
that the High Alpha and High Pi are the only spokesmen for the chapter. Parents will not be notified by 
any representative of the [Blank] Zeta or Lambda Chi Alpha. Notification is the sole jurisdiction of the 
authorities. 

Procedure for Reporting Chapter Incident 

Notify Lambda Chi Alpha Fraternity International Headquarters – 317.872.8000 (24 Hour Emergency 
Hotline); email: riskmanagement@lambdachi.org (Be sure to make contact with a member of the 
International Headquarters staff). Notify chapter High Pi and key alumni volunteers. Notify University/
College officials – typically the Greek Adviser. If necessary, be sure that the individual(s) receive 
appropriate emergency care. Do not acknowledge responsibility or admit liability for any accident or 
occurrence. Take record of names and contact information of all parties involved, including witnesses. 
Submit online chapter incident report. Submit a written explanation, via email to harmreduction@
lambdachi.org. 

Sample of Crisis Management Plan
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Continued

Sample of Crisis Management Plan

IN CASE OF FIRE 

Stay calm. Always sound the building fire alarm immediately. If the alarm fails to operate, warn other 
occupants by knocking on doors and shouting warnings. Call 911 from a safely located phone. Give 
as much information as possible to the dispatcher. Do not assume someone else has already notified the 
University Police. The University Police will immediately notify the Fire Department and dispatch officers 
to the scene. Do not hang up until told to do so by the dispatcher. Before opening a door, feel it with 
the back of your hand. If it is not hot proceed with caution. If it is hot, do the following: Refrain from 
opening windows unless you are having trouble breathing. Seal cracks around the doors with towels, 
tape, bed clothing, or similar items to keep out the smoke. If you are trapped, hang a sheet, jacket, 
shirt, or other object out the window in order to attract attention. Shout for help. Call the University Police 
on the phone and tell them that you are unable to get out of your room. The University Police will be in 
direct radio contact with officers at the fire. Remain calm until firefighters reach you from the hallway or 
window. 

Their first duty upon arriving at a fire is to search for persons trapped inside the burning building. If you 
are able to leave the room, do so immediately and: take your key with you in case you are forced to 
return. Close all doors behind you as you exit. This will reduce the spread of smoke and lessen damage. 
Proceed to the nearest exit or stairway. If smoke, heat, or fire blocks your exit. Proceed to an alternate 
exit. If all exits from a floor are blocked and you are unable to get out, go back to your room and 
follow the previous steps. If smoke is present, keep low to the floor. Take short breaths to avoid inhaling 
any more smoke than necessary. Leave the building immediately. When the University Police and/
or firefighters arrive, direct them to the fire. After exiting the building, do not congregate at or around 
building exits. Follow the directions of University Police and firefighters. 

DO NOT REENTER THE BUILDING FOR ANY REASON UNTIL THE FIRE DEPARTMENT HAS 
DECLARED IT SAFE. 

FIRE DRILLS 

Lambda Chi Alpha, [city], and [University/College] require regular fire drills. They will be conducted at 
least once an academic term to familiarize residents with the sound of the fire alarm, emergency exits, 
and procedures for evacuating the building. You must respond to the drill and abide by the established 
procedures. Chapter officers and staff are responsible for seeing that building residents are familiar 
with fire drill procedures. Members who do not evacuate when the fire alarm is sounded may face 
disciplinary action by the Executive Committee.



Navigation

Basic  
 

A
dvanced  

 
Exceptional 

 
A

ppendix 
Personal

Continued

Sample of Crisis Management Plan

TORNADO PROCEDURE 

The United States maintains citywide outdoor warning siren networks that are used to signal imminent 
danger from tornadoes. It is a familiar sound, as it is tested weekly. A steady siren for three to five 
minutes means IMMINENT DANGER. Take shelter immediately in the nearest suitable protective area. 
Once the sirens sound, it is too late to seek protection at a remote location. An “all clear” signal will 
NOT be given via the siren system. It is urged that reliance be placed on the local broadcast media for 
this and other status and forecast information. In the event of a tornado warning, residents should take 
the following steps: 

If safe and prudent, members will proceed, calmly, to a pre-determined area, such as a basement. 
Close and lock all doors and windows, if safe and prudent. Take your key with you. The High Alpha or 
his designate shall take roll. In the event that there is not enough time to complete the above steps, all 
residents should congregate on the lower floor, away from doors and windows. If you are outside when 
the siren sounds, seek shelter indoors, preferably in a steel-framed or reinforced building. 

THUNDERSTORMS, HAIL, AND LIGHTNING 

Stay away from trees. Seek shelter inside and away from windows. Close drapes or other window 
coverings. Turn off and unplug electrical devices. To avoid electrical shock, do not use or come in 
contact with plumbing fixtures. 

EARTHQUAKE SAFETY 

There will be no warning in the event of an earthquake, just a sudden, violent shaking that will last from 
ten to thirty seconds. 

In the event of an earthquake, “duck, cover, and hold” until the initial shock is over. Then exit the 
building and do not reenter until it is deemed safe. DROP to the ground; take COVER by getting under 
a sturdy table or other piece of furniture; and HOLD on until the shaking stops. If there is not a table or 
desk near you, cover your face and head with your arms and crouch in an inside corner of the building. 
Stay away from glass, windows, outside doors and walls, and anything that could fall, such as light 
fixtures. Stay in bed if you are there when the earthquake strikes. 
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Continued

Sample of Crisis Management Plan

Hold on and protect your head with a pillow unless you are directly under a heavy light fixture that 
could fall. In that case, proceed to the nearest safe place. Use a doorway for shelter only if it is in close 
proximity to you and if you know it is a strongly supported, load-bearing doorway. Stay inside until 
shaking stops and it is safe to go outside. Be aware that the electricity may go out or that the sprinkler 
system or fire alarm may turn on. 

WINTER STORM 

Members should remain inside as much as possible to keep ambient heat within the facility, if the power 
is out. Members should be wary of falling tree branches and other debris in the vicinity of the chapter 
house. The High Alpha, High Iota, and house manager, or the appropriate authorities will determine if 
it is safe to remain in the facility. If it is not, members will be evacuated to an area to be determined by 
the High Alpha. 

VIOLENT CRIME (i.e. assault, rape, etc.) 

The High Alpha, High Iota, or any officer will be notified immediately. The chapter house will be 
closed, if it has been determined that it is safe to keep members in the facility. Contact appropriate 
emergency personnel. Have witnesses and victims remain on site until the proper authorities arrive. 

NONVIOLENT CRIME (i.e. theft, property damage, etc.) 

Contact the University Police. Secure the area, and inform the High Alpha. 

HOSTILE INTRUDER 

The chapter will be advised of the presence of a hostile intruder by shouted warnings. Members will 
lock and barricade doors, turn off lights, close blinds, block windows, silence cell phones, and turn 
off radios, televisions, and computer monitors. Keep occupants calm, quiet, and out of sight. Do not 
respond to fire alarms, as they may be a ploy to draw out additional victims. 
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Continued

Sample of Crisis Management Plan

BOMB THREATS 

Remain calm, courteous, and professional. Do not place the caller on hold or attempt to transfer the 
call. Allow the caller to complete everything he/she has to say. Never argue with or ridicule the caller. 
Let the caller know that you want to save lives and urge him/her to help you. When possible, have 
someone responsible quietly listen into the conversation. Record important information. Call 911. 

SUICIDE 

If an attempt is verbalized: 

• Try to assess the individual’s potential for committing suicide (i.e. Do they have a plan and the means 
[gun, pills, etc] to follow through?). Inform the High Alpha, High Iota, and High Pi immediately. 
Someone should remain with the individual at all times. Enlist the assistance of others in the 
immediate area, if available. Call University Police and the national suicide prevention hotline. Ask 
the individual very open-ended questions, encouraging them to tell you more about their problems. 
Never be judgmental. Look for anything good in what the individual has to say and repeat it in 
the form of a question or kind statement. Never offer advice to the individual unless you have been 
specifically trained to do so. Get the individual to agree not to kill himself or herself. 

If an attempt is made: 

• Call 911. Inform the High Alpha, High Iota, and High Pi, if it is safe to do so. Remain calm and try 
to get the victim to relax. Get as much information as possible so you can share it with emergency 
care providers when they arrive.

If a drug overdose is involved: 

• Try to find out what was taken and how much. Do not induce vomiting unless advised by medical 
personnel. Someone will need to receive emergency personnel near the entrance and direct them to 
the location of the suicide attempt. Stay with the victim until the ambulance arrives. 

MEDICAL EMERGENCIES 

Remain calm and quickly assess the situation. Call 911. Inform the High Alpha, High Iota, and High Pi 
immediately. Do not administer any type of medical treatment if you have not been specifically trained 
to do so. Do not move the victim unless his or her current location is causing them harm or is a possible 
endangerment. Help the victim relax. Try to keep the victim warm and comfortable until experienced 
medical personnel arrive. Keep crowds from gathering around the victim, and keep the general area 
clear for emergency personnel. 
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Sample of Crisis Management Plan

MEMBER DEATH 

Call 911. Secure the area. Temporarily move the member’s roommate to another room and lock the 
room where the deceased member was found. Absolutely nothing should be touched or moved in or 
from the room where the member was found. Doing so could result in evidence tampering charges. 
Notify the High Alpha, High Iota, and High Pi immediately. Close the facility to everyone except 
residents, advisers, appropriate university personnel, and emergency responders. Members will not 
remain in the house until the High Pi or the appropriate authorities release them. No notification of death 
will come from any member or representative of [BLANK] Zeta or Lambda Chi Alpha; this is the sole 
responsibility of the authorities. The High Alpha and/or High Pi shall be the only spokesperson(s) for 
[BLANK] Zeta.
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Continued

When do I need to submit an event planning form?

• Event planning forms need to be submitted when your event meets one of the seven guidelines that 
are on the Event Planning Form. If it does, then submit the form that best fits your event, be it Alcohol 
and Contracts, No Alcohol with Contracts, or no alcohol no contracts.

Why do I need to submit a form?

• It is our goal to help educate our members on how to properly plan events & to ensure the polices 
of Lambda Chi Alpha, FIPG and our insurance carrier are met. By submitting a form we assist you in 
identifying any issues with your event and offer to help your event to comply with Lambda Chi Alpha 
policy while helping to make your event safe.

How far ahead of time do I need to submit my form?

• All forms without contracts are due a minimum of 15 days prior to the event. Any event that utilizes 
contracts are due 30 days prior. This provides our staff adequate time to review the forms and return 
feedback on the event before it occurs.

My event has no alcohol; do I still need sober monitors?

• Yes! Sober event monitors are needed at all of your events because they are there specifically to 
assist in a time of an emergency. Even if your event doesn’t have alcohol, you still need 1sober 
event monitor for every 10-15 total anticipated people at your event.

Do I always need a guest list?

• Any social event you have should have a pre-determined guest list to ensure you know how many 
and who is attending your event. The exception is if you have a Philanthropy event or a Recruitment 
event then you should provide an estimate how many people will attend, but an exact number is not 
required.

Who should be a sober event monitor?

• Both brothers and associates should be considered to help serve as sober event monitors. Big 
brother and little brother pairs are an excellent way to teach younger members how to be an 
effective sober event monitor. Associate members should not be the only members that are sober 
event monitors.

Event Planning FAQ 
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Continued

Event Planning FAQ

Other organizations don’t have to submit event planning paperwork, why do we?

• We have event planning paperwork to ensure that your chapter adheres to Lambda Chi Alpha 
polices while helping to keep your events as safe as possible. Additionally, if there are any 
additional insured requirements outlined in contracts that you may be signing, our team will help you 
identify these and other concerns that will help you make a responsible choice selecting 3rd party 
vendors.

What types of events aren’t allowed?

• Most events involving water are not covered by our insurance carrier. (i.e. pools, oceans, lakes) 
Additionally due to the number of accidents that have occurred; slip n’ slides and tug-of-wars are no 
longer covered events. If you have an idea for an event and you’re not sure, ask!

If I have a multi-day event do I have to submit more than one (1) event planning form?

• Yes! Although this may be all consistent with one event, each day needs a separate form. This is 
only needed for social events that are overnight trips that are multi-days. A week long philanthropy 
event does not require multiple forms to be completed. 

Its past that 15 or 30 day time limit, should I still submit a form?

• Yes. Although we can’t guarantee that the form will be marked as completed. It is better to submit a 
form and have your event details organized. If you are less than 15 or 30 days prior to the start of 
your event, you can fill out the form and keep it for your records at the chapter.

I am signing contracts, should I just put Lambda Chi Alpha?

• No. When signing a contract be sure to put your zeta designation on the form. For example if 
your zeta is Nu-Nu, all contracts should be in the name of Nu-Nu Zeta of Lambda Chi Alpha. This 
ensures that you are only including your particular chapter on the contract.

I have been asked to additionally insure someone, what does that mean?

• If a company or person wants to be additionally insured that means that they are asking to be 
named on and covered by Lambda Chi Alpha’s insurance policy. Because the chapter is buying 
insurance it needs to go through our insurance company. That means that you are buying insurance 
for your chapter. This is not a free service however. Every additional insured person is an additional 
$250. If you submit the request less than 14 days, then there is an additional $250 (Total $500) 
from our insurance carrier. If you need extra coverage, get the form in early!
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Event Planning FAQ

I submitted my form, but I haven’t heard anything back?

• Many chapters deal with this issue. Most likely you have submitted your form but it is sitting in the 
“pipeline.” To get an Event Planning Form to headquarters there is a three step process.

1. The original officer needs to submit the form on the Officer Portal.

2. Once he submits the form, the High Alpha needs to log in and approve the form.

3. Once he approves it, the High Pi must also log in and approve the form.

• Once the High Pi approves, then it comes to headquarters. Be sure to notify your High Pi and High 
Alpha after submitting forms! The 15 day deadline starts once your High Pi approves the form.

I have a question about Event Planning, who do I contact?

• Email eventplanning@lambdachi.org or a member of the Headquarters staff will answer your 
question!
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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

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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