
a Lambda Chi Alpha resource

High Sigma Operations Guide

Last updated: Jan. 26, 2015



Navigation

As the High Sigma 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
Scholastic Chairman: High Sigma

The Official Charge of the High Sigma
Brother High Sigma, one of the principal objectives of Lambda Chi 
Alpha, as a co-curricular Fraternity, is to develop in each member a 
realization of his highest scholastic and intellectual potential.

It is your responsibility to develop and implement an educational  
program that encourages the broadest possible cultural and  
intellectual experience for each member of our chapter. 

Familiarity with the academic performance of each associate and 
initiated member, a mature approach to the individual needs,  
knowledge of the support services available on campus, and strict 
application of the laws of the fraternity relating to academic matters, 
are all essential to reaching the goal of an enlightened membership.

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:  Members to realize their academic potential.

Organize: Study skills building and academic support programs  
 within the chapter.  

Delegate: To members of your committee and other strong scholars.

Evaluate: Individual and chapter dedication and progress to academic  
 and cultural achievement. . 

Lead: The development of programs for academic success and  
 respectful cultural understanding.

Inspire: Brothers and associate members to value academic success  
 as a personal and chapter expectation.

Teach: Academic success skills and campus support resources.
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Congratulations brother on your appointment as your 
chapter’s High Sigma. 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 Sigma Budget and Calendar Jump to Section As necessary
4. Develop (in writing) and implement an academic 

excellence plan 
Jump to Section Within first month of     

each academic term
5. Present to the chapter for approval:  GPA goals for the 

semester, the academic excellence plan, and quiet 
hours 

Jump to Section Within first month of     
each academic term

6. Work with Executive Committee to enforce scholastic 
probation and suspension of chapter members  

Jump to Section As necessary

7. Report to Executive Committee on the scholarship 
progress of chapter members

Jump to Section Ongoing

8. Provide grade release forms to all chapter members Jump to Section Each academic term
9. Work with High Kappa to set up a speaker to talk 

about academic services offered by your institution 
Jump to Section Each academic term

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

election

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

Operations Guide
Advanced Operations

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

Fraternity Education 
Jump to Section As necessary

3. Implement a tutor system within the chapter Jump to Section Within first month of each 
academic term

4. Meet with the Academic Advisor of the chapter to 
discuss the chapter’s academics as a whole 

Jump to Section Ongoing

Officer Tasks Jump to Section Frequency
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Operations Guide
Exceptional Operations

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

Exceptional / Preferred

Jump to Appendix
Supplementary material that

 support each task required as an officer

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

an officer task required as an officer

Officer Tasks Jump to Section Frequency

1. Work with High Kappa to plan and participate in 
cultural experiences and events 

Jump to Section Each academic term

2. Work with High Kappa to set up a speaker to 
talk personal development and skill sets “e.g. time 
management, resume building, financial management, 
etc.” 

Jump to Section Each academic term

3. Work with High Kappa to set up a speaker to talk about 
Study Abroad Programs offered on the campus

Jump to Section Ongoing (365 days)

4. Work with High Kappa to set up a speaker to talk 
about continuing education past a bachelors or 
associates degree

Jump to Section Each academic term
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Constitutional Duties and Responsibilities

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

“The High Sigma shall be responsible for developing and implementing educational programs for the 
Chapter. He shall encourage the best possible scholarship as well as the broadest possible cultural 
and intellectual experience for the Chapter. He shall obtain information for the members concerning 
scholarships, grants, and loans, and he shall supply such information as may be requested by the Office 
of Administration. He shall also recommend to the Executive Committee the administration of disciplinary 
provisions with regard to scholastic deficiency as set forth in Code 7-8 of this Statutory Code.”

General Duties and Responsibilities

The general responsibilities of the High Sigma shall be:

 • To implement scholastics programming for the chapter.

 • To create and maintain scholarship and cultural experiences for members.

 • To promote on campus events and resources regarding scholarship and academic success.

 • To update the Executive Committee with the members on academic probation or suspension  
  when requested to do so. 

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

Review Operations Guide and complete officer 
transition

Continued



Navigation

Basic  
 

A
dvanced  

 
Exceptional 

 
A

ppendix 
Personal

Review Operations Guide and complete officer 
transition

Continued

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 

 o 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 

 o Select your chapter of initiation.

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

 o 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). 

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



Navigation

Basic  
 

A
dvanced  

 
Exceptional 

 
A

ppendix 
Personal

Review Operations Guide and complete officer 
transition

• Step 3 

 o Check your email for further instructions

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

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

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

Getting Started 

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

The Process

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

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

Other Features

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

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

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

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

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

http://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.

Prepare proposed High Sigma Budget and Calendar 
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Prepare proposed High Sigma Budget and Calendar 
Keep in mind all school dates:

• First Day of Class

• Breaks/Holidays

• Formal Recruitment

• Midterms

• Homecoming

• Dead & Finals Week

• All Greek/IFC Events

• Campus Sporting Events

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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Develop (in writing) and implement an academic 
excellence plan

Continued

The education of a brother and associate member goes far beyond the grades achieved during his 
formal education. In many ways, the education received in classrooms and from textbooks is secondary 
to the vast amounts of knowledge gained outside the classroom in learning the “how to” of life. Most 
simply, college is a preparation for life. The purpose of a college education could be defined by the 
following statements:

 • To educate a student as to his personal potentials and limitations, and to offer direction for     
  those talents.

 • To provide the student with the opportunity to develop an ease and flexibility in adapting to    
  various environments and strains of society.

  • To develop a mature adult and a responsible citizen

 • To build and sharpen many practical skills: People skills, personal organizational skills, social    
  skills, self-discipline, relationship skills, and others.

It is not the duty of the High Sigma to serve as a study table monitor, but rather to make available the ve-
hicle for brothers and associate members of the chapter to improve their academic performance. There 
are three basic areas in which a High Sigma can help provide scholastic improvement.

Positive Atmosphere 

The first area is by creating an atmosphere conducive to the development of proper study habits. Prob-
ably the key ingredient in producing academic consciousness is by creating a positive mental attitude 
within each brother and associate member. Again remember that the entire approach is to encourage 
each individual to realize his own potential through guidance and the availability of resources, to in-
crease his awareness of his studies. 

So, it is the responsibility of the High Sigma to create an atmosphere conducive to the development of 
this attitude. The following are some suggestions that may help:

 -Establish an academic center. Instead of having the usual chapter library that generally is a col-
lection area for virtually useless old books and tests, find a room suitable for use as a learning center. 
An academic (or learning) center is a quiet room, away from the traffic flow of the house, which is used 
solely for the furtherance of scholarship

 -Keep the study area clean. Whether or not you have an academic center, cleanliness is impor-
tant in creating positive mental attitude. 

 - Enforce quiet hours. Not every chapter needs to enforce quiet hours --- some people can disci-
pline themselves. Quiet hours are established because some people do not have the courtesy to allow 
other people to study or realize that their actions are having consequences for others. 
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Develop (in writing) and implement an academic 
excellence plan

Continued

Quiet Hours 

Like any other policy, enforcement will be difficult unless brothers and associate members of, the chapter 
support it. For violation of the quiet hour’s policy or any other scholastically related violation, enforce-
ment should be handled through the Executive Committee.

Usually, 8:00 p.m. until noon on the nights before classes constitute effective quiet hours. This enables 
one to study from dinner until whenever he desires, allows for late sleepers to get their rest, and offers 
enough time in the afternoon for the stereos, televisions and athletic events. 

It is important to incorporate an open hour around 10:30 p.m. for watching television, grabbing a 
snack, allowing people to return from their night classes or the library. Many chapters also provide for 
exceptions to the regular rule for chapter events (e.g. dinner exchanges, serenades, and Fraternity Edu-
cation sessions).

During final examinations, the best solution is to have 24 hours a day quiet hours. If the chapter has a 
learning center or a designated study area during finals, keeping it clean and providing refreshments is 
a helpful idea. By providing snacks for those who study in the chapter house during mid-terms or finals.
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Develop (in writing) and implement an academic 
excellence plan

Goal Setting

Once a positive atmosphere has been created, setting goals will be much easier. Goal setting is impor-
tant for the individual as well as chapter level. The following suggestions may be helpful in creating an 
incentive program: 

 - Set chapter goals. A simple goal that the chapter might set would be to improve its overall 
grade point from semester to semester. Other goals might be to be the campus leader scholastically, to 
be higher than the all-men’s average, or to be higher than the all-campus average. Furthermore, encour-
age the setting of individual goals that are personally reviewed each semester. This will be particularly 
important for follow up with the individuals who may have not done as well as they could have in previ-
ous semesters. 

 -Follow up on the goals. Whether each brother or associate member does this, or if you docu-
ment it for the entire chapter, chart the progress of goals that are set. If individuals or the chapter fails to 
attain your goals, ask why. If, on the other hand, the chapter sets its goal to improve its overall grade 
point and is successful, reward it. A special dinner may be appropriate. This is also an excellent oppor-
tunity to work with your alumni brother and the school administration. Both the alumni brothers and the 
school are interested in the continued academic success of the chapter, and many would be willing to 
help sponsor and attend such a dinner if the goals set were reasonable and acceptable. 

 -Use competition as an incentive. Man’s competitive nature can be used to everyone’s advantage 
when trying to get brothers and associate members to realize their academic potential. Many pairing 
combinations exist for this purpose, such as big brothers and little brothers; or even individual competi-
tion can be useful.

 • Many types of competition can be used for these teams, including best overall grade point, the 
best semester grade point, most improved individual or team grade point, highest little brother and big 
brother combined grade point, or highest roommate combined grade point.

 -Reward the winners. Whatever the contest, some type of reward is necessary. This not only hon-
ors the winners, but gives the remaining teams something to strive towards.

Continued
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Develop (in writing) and implement an academic 
excellence plan

Scholastic Tools 

It is important to note that the High Sigma’s program is not only theoretical in nature, but should be com-
prised of many concrete tools that the brothers and associate members may utilize in their scholarly en-
deavors. These tangible aspects of grade consciousness are the direct responsibility of the High Sigma 
and his committee. Here are a few ideas that you may be able to incorporate into your program:

 - Keep a teacher/course index file. Most schools provide course evaluations for their students. 
However, students seldom take time to read the evaluations before registering and many students do not 
even know the school provides such a service until they are seniors. Upon completion of a term, have 
each member fill out a course evaluation card and create a spreadsheet or database of these evalua-
tions, organized by academic departments. This may be most beneficial if done at the last chapter meet-
ing before finals. 

 - Create a chapter course spreadsheet or database. After the beginning of each academic term, 
create (or add to) a spreadsheet or database of all of the classes that members are currently or have 
taken, including instructors, texts, etc. Even if brothers and associate members are not comfortable tutor-
ing for some of these courses, they will be able to answer questions about the class, the instructor, the 
text book, evaluative comments, etc. These spreadsheets/databases may be very useful tools for broth-
ers and associate members as they plan their academic schedules.

 - Prepare a tutor résumé file. If some brothers or associate members in your chapter are good in a 
course or a specific area of study, encourage them to be tutors. Create a spreadsheet listing the aca-
demic courses that chapter members are able and willing to tutor other members. Keep and update this 
spreadsheet and make it available for use by the chapter. Post it in a common area at the beginning of 
each term as well as prior to midterms and finals.

 - Make academic counseling available. Maintain a spreadsheet or database that lists the individ-
uals who excel in specific academic areas. Include the services provided by the school on that list and 
faculty or advisers who have been particularly helpful. 

 - Study habit discussion. Open discussion between brothers, associate members, and possibly a 
special guest about hints on note-taking, test-taking, time management, writing a term paper, etc. 

 - Book exchange. Instead of everyone purchasing books individually, sponsor an exchange with 
the chapter or even on campus that will save people time and money. Just be sure to check that the 
specific editions of the book are being used again.

 - Dinner Jeopardy. Before each meal, specific questions are asked concerning areas of study or 
cultural topics. Score is kept of those who get it right and the winner is omitted from dishes for a week or 
some other reward.

 - Enforce scholastic probation. It is the duty of the chapter to maintain a standard that encourages 
college students to make a respectable academic performance. It is no less brotherly to suspend a man 
for unpaid bills than it is to discipline him for substandard scholastic performance, which, if not checked, 
could cost him a college degree. The chapter is interested in helping every individual meet his potential. 
As High Sigma, it is your duty to enforce these policies.
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Present to the chapter for approval:  GPA goals for 
the semester, the academic excellence plan, and quiet 
hours

It is highly important to inform the chapter of what the current punishments, regulations, and incentives 
that the chapter has in place in regards to the academic side of membership.  Communication of the fol-
lowing items to all chapter members and potential new members is a good way to ensure that everyone 
is on the right and same page.

 • GPA Goals: to set a GPA chapter goal, take the previous semester GPA and compare it to 
the all men’s average and the fraternity average on the campus.  If your chapter is below either one of 
those two numbers, you want to set your goal equal or greater to it.  Create a document to pass out to 
all chapter members and potential new members that reviews where the chapter is at and what its goal 
for the semester is.  If your chapter is above the all men’s average and the fraternity average, aim for a 
reachable goal such as .2 to .5 above the current chapter GPA.

 • Academic Excellence Program: once you have set in stone the academic excellence program 
for the chapter, you should place it on an easy to follow page and distribute it to every chapter member.  
Go over all the specific details and encourage them to set personal goals and weekly study sessions to 
review what all needs to be accomplished.  Encourage brothers to assist each other and post a copy of 
the academic excellence program around the chapter house.

 • Quiet Hours: if your chapter lives together or partially in a common area or dwelling, during 
major exam, paper or school related weeks, you should set up a schedule for less hectic events in that 
location.  The typical time restraints are between 10pm and 10am for quiet hours if it is a residential 
location and all day for a non-residential it is usually all day long so the area can be used for studying.  
Be sure to give plenty of notice on the quiet hours and post them throughout the location.

 • Chapter Tutor System: once the chapter tutor system is completed it should be explained in its 
entirety to all chapter members.  If you created a list of chapter majors and minors, it should also be 
posted within the chapter facility and periodically emailed to all members.  If alumni or professors are 
involved in the system, please distribute their phone numbers, emails and other means of contact.  If you 
are seeking volunteers for classes or help, you want to describe what all is involved with the project and 
how members can assist with each members’ progression.
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Continued

According to the Constitution and Statutory Code:

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

The Executive Committee has six basic responsibilities paraphrased below:

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

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

 3. Preparing the annual budget for approval by the chapter 

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

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

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

The Role of High Sigma 

The High Sigma’s primary role with the Executive Committee is to report members failing to meet the 
minimum scholastic averages by the Constitution and Statutory Code (as well as the chapter’s bylaws), 
and members failing to fulfill their terms of scholastic probation or suspension set by the Executive 
Committee. 

Scholastic Probation 

Any brother failing to meet the minimum scholastic averages shall automatically be placed on scholastic 
probation. If you read the grounds for academic probation, you will find the punishment less harsh than 
the title implies; while at the same time allows the chapter great flexibility in disciplining the individual 
and allowing him a second chance.

Work with the Executive Committee to enforce 
scholastic probation and suspension of chapter 
members
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Work with the Executive Committee to enforce 
scholastic probation and suspension of chapter 
members

A chapter may add its own terms for a member on scholastic probation, but any member on scholastic 
probation shall be required, at minimum, do all of the following as the conditions: 

 1. To meet regularly with the Executive Committee, High Sigma, and educational adviser, or other   
person designated by the Executive Committee, to review his academic progress and provide academic 
assistance; and 

 2. Not to attend chapter functions which the Executive Committee feels would interfere with his 
academic progress; and

 3. To furnish proof to the Executive Committee, in form of a transcript or other statement from the 
institution, that his scholastic average entitles him to be removed from probation

Many chapters, whose brothers or associate members are on academic probation, set their own policies 
to encourage better study habits. These initiatives may range from encouraging the use of study tables 
and tutors, to requiring school counseling be sought, to prohibiting attendance at mid-week functions. It is 
important to remember that any action taken in regards to an individual’s scholastic responsibility is taken for 
instead of against an individual’s welfare.

Additional probation terms that could be used are: 

 - Not attending social functions while on probation

 - Not serving as a big brother during the time of probation

 - Meet regularly with academic tutor or counselor for assistance

A brother on scholastic probation shall not hold any elective or appointive office in the Chapter. A brother 
on scholastic probation who has not yet received his grades for the current grading period by the time of 
chapter elections for a future term, may be conditionally elected to an office, but he shall be removed from 
office automatically upon release of his grades, unless he promptly furnishes to the Executive Committee 
proof that his scholastic average satisfies the requirements. 

It is important that the High Sigma and Executive Committee keep track of the brothers and associate 
members who are on probation and assure they are living up to the guidelines that the chapter and 
Constitution and Statutory Code have set. If an individual fails to meet the requirements, (e.g., turns in a 
grade report) the chapter should take further action. This should hopefully keep the deficient brothers and 
associate members on the probation program.

The goal of academic probation is to bring the deficient brother or associate member back into good 
standing. Most probation programs are designed to increase the awareness of the deficient individual’s 
studies, not to overburden them with meaningless tasks. This discipline enables him to remain a viable part of 
both Lambda Chi Alpha and the school, and lead to his eventual professional success.

Continued
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Work with the Executive Committee to enforce 
scholastic probation and suspension of chapter 
members

Scholastic Suspension 

If a member on scholastic probation fails during the ensuing term to achieve the minimum scholastic 
averages again shall automatically be placed on scholastic suspension.

A member on scholastic suspension shall not vote, hold office, represent the chapter in any kind of 
activity, or attend chapter functions other than chapter meetings. He shall also be required to pay all 
financial obligations which were due to the Chapter or General Fraternity prior to his suspension. At 
the discretion of the Executive Committee, any member on scholastic suspension shall not reside or take 
meals at the Chapter house.

Once a brother or associate member goes on academic suspension, the chapter must make certain that 
the chapter takes up no more time from the brother or associate member. Many chapters have bylaws 
that state these individuals must move out of the chapter house. The chapter is not turning its back on the 
member, but it is not allowing the suspended brother or associate member to devote time to Lambda Chi 
Alpha when he should be focused on bringing up his GPA. 

The High Sigma can, and should still work with the suspended individual, but in most cases, these 
brothers and associate members need to talk to the school counselors and seek out more professional 
help to increase their GPA. A suspended brother or associate member still has to pay his Fraternity dues, 
but cannot participate in any event (intramurals, social events, committee meetings, etc.) except for the 
chapter meetings.

Discipline of a Senior Member 

No new disciplinary terms can be placed on a Senior Member of the chapter during his final semester 
in college so long as he is currently above the scholastic minimum for graduation.

Enforcement of the policies above need to be completed by the Executive Committee of the chapter 
in a timely manner and discussion given to each member placed on probation and suspension.  If a 
chapter member appeals the discussion, the same process of a disciplinary appeal takes place within 
the chapter, but the automatic terms for probation and suspension cannot be changed.

Examples of Scholastic Probation and Suspension letters can be found in the Appendix 
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When requested by the chapter’s Executive Committee, you should update them on each member’s 
progress that is on an academic probation or suspension status.  Updates can be quite extensive or they 
can be brief with what changes they have made from the previous update.  

Items that should be discussed are as follows:

 • Have they submitted their grade checks?

 • Are they attending all of their required study tables?

 • Have they attended all of their classes?

 • When was the last time they met with you or an academic advisor?

At the end of each update, you should give a recommendation for change.  If a member is completing 
everything that he is supposed to, then you can recommend allowing some of his probation terms to 
be lifted or not be extended.  If someone is not meeting all of the terms that they are supposed to be 
completing, then you can recommend a harsher punishment of more study tables, weekly meetings with 
at least once professor or other sanctions. 

Always remember though, that your role is strictly advisory unless you have been elected as an at large 
member or alternate member of the Executive Committee.  You can make recommendations but it is up 
to the elected officers to enforce and implement them.  If you do not feel that the Executive Committee is 
doing enough, discuss with them your thoughts or run for one of the positions on the committee for the 
next term.

It is important to schedule regular meeting with those members on academic probation or suspension. If 
you have eight brothers on academic probation, you do not need to meet with all eight each week but 
you could follow the 50 50 rule.  You meet with four brothers one week and then the next week, you 
meet with the remaining four. This will lightens your load on meetings. As with other offices, you may 
choose to delegate some of your roles.  If members of the Executive Committee want to assist you, you 
are more than welcome to allow them to do so.  

Report to the Executive Committee on the scholarship 
progress of chapter members
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Provide grade release forms to all chapter members

The High Sigma of many chapters and colonies within Lambda Chi Alpha utilize Grade Release Forms 
to chapter members in an attempt to continue the promotion of good academic work year round.  These 
forms can range from a wide variety of discovering the most pertinent information of chapter members to 
discovering how many times a chapter member has been to a professor’s office.

Information that can be included in the Grade Release Form:

 • What is the current grade within the course?

 • Have all papers been submitted on time?

 • Have all class sessions been attended?

 • If not, how many have been missed?

 • Is participation in discussion satisfactory?

 • Has he been to your office before this time to discuss grade and assignments?

The purpose of the Grade Release Form is to ensure that the brothers and associate members are 
completing their academic responsibilities to the campus.  By having members check their current 
grades it allows you to better understand how to assist with programming of the chapter and to better 
allocate your meetings with chapter members about their grades.

It is recommended that you place the criteria for completing Grade Release Forms in your chapter 
bylaws or as a ruling of the Executive Committee so that you can enforce their use or lack thereof by 
members.   For chapter members falling below the minimum GPA or coming close to it, it is strongly 
recommended that a Grade Release Form is used to stay up to date with their academics.  However, 
it is recommended that you utilize a Grade Release Form for all members at least once each semester.  
This will usually take place during the middle of the semester when there is time remaining to improve 
the current grades.

For an example of a Grade Release Form, visit the Appendix
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Nearly every college and university has at least one department devoted to the academic success of 
their students and it is the priority of every Professor to ensure their students’ success in their classroom.  
You as the High Sigma should perform research on the University’s or College’s website and search for 
academic services.  Another method is to discuss with your advisor and see what suggestions that they 
have for the best academic services on the campus.

Many Universities offer freshmen level courses were the majority of academic services are discussed and 
reviewed.  There is always a plethora of information presented in these courses and not all students take 
advantage of the programming.  Your tuition dollars are paying for these services and you should utilize 
them to their highest potential.

More and more places of higher learning are adding on new departments that deal specifically with 
assisting students reach new heights.  Some departments seen around the country are as follows:

 • The Oral Communications Center – the mission of this office is to better prepare students for 
presentation skills and personal development.  The office offers feedback to presentations, software help, 
videotaping performances so the presenter can see himself, and many others.

 • The Mathematicians’ Workshop – the purpose of this location is to assist students in all courses 
offered by the university with a mathematical focus.  The Workshop has every text book that all math 
courses currently are using on the campus and they offer student tutor to assist with projects, homework 
and test prep.

 • The Writing Center – the mission of the Writing Center is to better prepare students for final 
exams and papers for their classes.  They offer editing of papers, projects, exams, and other student 
submissions.  This can be a great benefit to assist students in their learning and prep work to stay on a 
schedule for submission.

Other services may include the following:

• Resume Workshops    • Honors Students Programming

• Graduate Examination Prep   • Campus Counseling Center

• Graduate Schools Fair    • Computer Work Assistance

Having a representative attend a chapter meeting or give a presentation to the chapter at another date 
may help members better understand the programming being offered by your University or College.  
With these resources and knowledge, they may be able to keep their grades up or improve them to 
new heights.  Utilizing as many resources as possible is a great way to ensure that chapter members 
help the chapter increase its GPA or keep it the highest on campus.

Work with High Kappa to set up speakers to talk 
about academic services offered by your institution
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 Prepare for and meet with the ELC during his visit

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 Sigma some specific information you should be prepared to share with your ELC includes the 
following: 

 • Academic report for the current and previous academic term

 • Description of the chapter/colony’s academic excellence program 

 • Description and sign-in sheets of workshops offered 

 • The various educational sessions and resources available for members to assist them with improving    
  their academic performance

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.
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Transition the incoming High Sigma 

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 Sigma 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.
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The High Zeta Retreat

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

A good retreat has several features:

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

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

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

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

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

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

Prepare for and participate in High Zeta retreat

Continued
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Prepare for and participate in High Zeta retreat

The Role of High Sigma

As a new officer for a one-year term, you should set three or more SMART Goals for you to achieve by 
the end of your term.  An explanation of SMART Goals can be found in the Appendix.

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

 • An electronic copy of the High Sigma Operations Guide

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

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

 • An academic excellence plan which includes goals, resources, and educational sessions you    
  will be conducting 

 • A copy of expectations for those on academic probation and suspension. 
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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 Academic Chairman” in your first chapter meeting.  

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

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

Fraternity Education, High Zeta Presentation Outline

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

2. Overview of position (Roles and Responsibilities)

3. Why you took this position

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

5. Upcoming Events 

6. Involvement Opportunities (Recruit for your committees) 

7. Questions

Prepare for and present the duties of High Sigma in 
Fraternity Education
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It is tough to motivate individuals to focus on improving their GPA. A tutoring system within the 
brotherhood has potential to be very effective. Many people refuse to seek help because of 
embarrassment. Because of a strong brotherhood, it can be possible to break this barrier of fear. 
Brothers helping brothers can be found any time within a chapter, and can be translated into the 
academic world.

Tutoring is one of the many ways that Lambda Chi Alpha supplies resources to society and to the 
campus. Tutoring can be accomplished by denoting each night with a different subject and a separate 
tutor for each subject.

Tutors within the brotherhood can be set in a variety of ways. Here are a few ideas that can be used to 
set up a “buddy system” of tutors within a chapter. 

Pairing high GPAs with low GPAs: 

A Tutoring Committee could be created to pair up members that have received high GPAs with members 
who have received low GPAs. The system could help the members focus on proper time management, 
as they would have to set up times to meet and work on school work. Study habits also can improve. 
Most importantly, motivation to do better can be achieved because the members will always feel like 
they have someone to go to for help, and when they do well, they’ll have someone to congratulate them 
on their success.

Pairing those with similar majors:

It is obvious that people with the same majors take the same classes. It would seem like a good 
idea to have those people working together on the same subjects because they will have a deeper 
understanding of the material than someone who just has good study habits.

Pairing upperclassmen with underclassmen:

This shares the idea of a Big Brother – an older member who can mentor a younger member. In the 
later years of college, older members have understood the importance of good study habits, good time 
management, have been exposed to lots of school material, and have a better knowledge of what 
opportunities are available on campus that can help students perform better in the classroom. Older 
members of a chapter can work with younger members in order to motivate them to academic success. 

Implement a tutor system within the chapter
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It is recommended that all chapters within Lambda Chi Alpha have an academic advisor on the 
campus and that the High Sigma meet at least monthly with him or her.  The advisor role is one of 
great importance and should not be taken lightly.  If you chapter does not currently have an academic 
advisor, please you the following steps to obtain one:

1. At a chapter meeting, ask all chapter members to submit one name each on candidates to be the 
chapter’s academic advisor.

2. Take the top three names and meet with them at their convenience and explain the purpose of being 
the academic advisor 

 a. To be a mentor to the undergraduate members of the fraternity on how to better themselves in     
  the academic arena 

 b. To be a liaison with the University to help the chapter promote its philanthropies and      
  programing 

 c. To present at least once each semester to the chapter on an academic topic of their choosing 

 d. To be the University advisor if it is required by campus or IFC policies

3. Invite all three candidates or less to a chapter meeting and have them introduce themselves and 
what their area of expertise is 

4. Hold a chapter or executive committee vote to appoint them as the official advisor to the chapter 

Meet with the Academic Advisor of the chapter to 
discuss the chapter’s academics as a whole

Continued
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Meet with the Academic Advisor of the chapter to 
discuss the chapter’s academics as a whole

In your monthly meetings with the academic advisor, you should review the month’s academic 
programming that includes but is not limited to the following:

 • Chapter study tables and attendance 

 • Cultural events attended or promoted 

 • Member’s progress that are on suspension or probation

 • Updates on grade checks 

 • Upcoming speakers and chapter programs 

Use these meetings to obtain advice on how to improve chapter programing to support those that need 
it and for those that may need it in the future.  Ask for help and guidance on all of the great things that 
you are doing and if the academic advisor has missed the past few meetings, invite him or her out to 
attend.

To assist them with their semester presentation to the chapter, give them a list of topics that you may 
feel could benefit the chapter the most.  Programming that can be about accountability of brothers for 
studying, study habits or any academic support discussion usually go over very well.

At the end of each academic year of service to the chapter, they should receive a thank you meal, card 
or gift for their time and talent given to the chapter.  With their continued support, they can provide 
an immeasurable service to the chapter with academic programing, recruitment support and alumni 
relations.  Building these long term connections on your campus can better the chapter’s image as a 
whole and the image of Greek Life in general.
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Is Lambda Chi Alpha worth the best we can give? It was never meant to be a place where young men 
hid from the real world and indulged themselves for four years. It is meant to be a place where young 
men develop themselves and contribute to each other’s growth. This growth is not designed to be solely 
academic, but rather, must encompass a cultural advancement as well as the strengthening of a per-
sonal standard of living. 

No one should have to relearn social behavior after leaving Lambda Chi Alpha; it should be a part of 
his fraternity experience. Certainly the founding fathers enjoyed a social event, but they also discussed 
literature, philosophies and the great issues of the day. In a society where there seems to be a continual 
emphasis on acquiring a degree for a degree’s sake, let us recognize these strengths exhibited by the 
founding fathers and make our educational experience yield not only a piece of paper, but the qualities 
of a well-educated man. 

What can you, as the High Sigma, do? For the most part, your duty is to provide opportunities that will 
allow brothers and associate members to develop themselves. Many times, brothers and associate mem-
bers don’t realize what avenues are available for this development and, even if they are aware, fail to 
take advantage of these opportunities. There are three basic objectives which you should follow in your 
program:

• Provide information and resources that can be used by brothers and associate members towards their 
personal growth.

• Work with other High Zeta to fit cultural programming into the overall education of the chapter. Spe-
cifically, speak with the High Kappa to discuss how this fits into the overall Fraternity education, speak 
with the High Iota to determine how this fits into harm reduction in the chapter, and work with the High 
Epsilon to find ways to include cultural awareness into social programming.

• Develop ideas that can be utilized by all brothers and associate members.

• Encourage participation in programs that are geared towards personal growth. This would include 
chapter programs such as community service and philanthropy, intramural sports and Fraternity Educa-
tion, as well as involvement in campus and community programs such as debate clubs, varsity athletics 
and service organizations.

Work with High Kappa to plan and participate in 
cultural experiences and events

Continued



NavigationNavigation

Basic  
 

A
dvanced  

 
Exceptional 

 
A

ppendix 
Personal

Work with High Kappa to plan and participate in 
cultural experiences and events

There are three basic steps for implementing a program such as this:

1. Develop the interest of the brothers and associate members. The major obstacle confronting the 
program is the lack of awareness on the individuals’ part, for the need in this area. Through time and 
information, awareness will develop. Show the individual brothers and associate members, as well as 
the chapter as a whole, the benefits of such a program.

2. Inform the chapter of the program. Tell the brothers and associate members what will be done and 
how they are involved in it. Be specific. Spawn their ideas and let them become a part of the planning. 

3. Follow through. Once the program is set in motion, evaluate each area and analyze what happened 
and why. Discontinue things with no benefit and add new ideas as situations arise. It is important to re-
member that the services that you are providing are of a personal-individual nature unlike the all-chapter 
involvement type.
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Work with High Kappa to set up a speaker to 
talk personal development and skill sets “e.g. 
time management, resume building, financial 
management, etc.”

Part of any successful academic excellence program is planning or attending workshops and seminars 
which better prepare our members in different areas of academic focus. There are a number of people 
affiliated with the chapter and/or the host institution who can lead a scholastic workshop for the chapter 
membership. While this task can be completed by the High Sigma himself, it is typically more effective 
to invite someone from outside the active chapter or colony to present the program. Among potential 
facilitators are:

 • Faculty advisor(s)
 • Other professor/faculty members
 • University administrators in charge of writing lab/speaking lab/tutor programs
 • High Pi
 • High Sigma advisor(s)
 • Other involved alumni
 • Other undergraduate member with pertinent experience
 • Campus Greek Advisor

Make sure to accommodate the professional and personal schedules of any outside speakers by propos-
ing 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.
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Work with High Kappa to set up a speaker to talk 
about Study Abroad Programs offered on the campus

Utilize online resources or contact a campus advisor to see how you can set up a study abroad speaker 
for your chapter.  Many universities and colleges have a few professors in charge of different programs 
offered to students for study abroad programming.  Reach out to them and see if they will attend a chap-
ter meeting and discuss the different options available to students and members of your chapter.

Below are the ten most common answers to the question “why should I study abroad?”  

1. Study abroad is the optimal way to learn a language. There is no better and more effective way to 
learn a language than to be immersed in a culture that speaks the language you are learning. You're 
surrounded by the language on a daily basis and are seeing and hearing it in the proper cultural con-
text. Language learning happens most quickly under these circumstances.

2. Study abroad provides the opportunity to travel. Weekends and academic breaks allow you to 
venture out and explore your surroundings - both your immediate and more distant surroundings. Since 
studying abroad can put you on a completely different continent, you are much closer to places you 
might otherwise not have had the opportunity to visit. Some more structured study abroad programs even 
have field trips planned in or around the curriculum.

3. Study abroad allows you get to know another culture first-hand. Cultural differences are more than just 
differences in language, food, appearances, and personal habits. A person's culture reflects very deep 
perceptions, beliefs, and values that influence his or her way of life and the way that s/he views the 
world. Students who experience cultural differences personally can begin to understand the thought and 
belief systems of other groups of people.

4. Study abroad will help you develop skills and give you experiences a classroom setting will never 
provide. Being immersed in an entirely new cultural setting is scary at first, but it's also exciting. It's an 
opportunity to discover new strengths and abilities, conquer new challenges, and solve new problems. 
You will encounter situations that are wholly unfamiliar to you and will learn to adapt and respond in 
effective ways.

5. Study abroad affords you the opportunity to make friends around the world. While abroad, you will 
meet not only natives to the culture in which you are studying, but also other international students who 
are as far from home as yourself.

Continued
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Work with High Kappa to set up a speaker to talk 
about Study Abroad Programs offered on the campus

6. Study abroad helps you to learn about yourself. Students who study abroad return home with new 
ideas and perspectives about themselves and their own culture. The experience abroad often challenges 
them to reconsider their own beliefs and values. The experience may perhaps strengthen those values 
or it may cause students to alter or abandon them and embrace new concepts and perceptions. The 
encounter with other cultures enables students to see their own culture through new eyes.

7. Study abroad expands your worldview. In comparison with citizens of most other countries, Ameri-
cans tend to be uninformed about the world beyond the nation's boundaries. Students who study 
abroad return home with an informed and much less biased perspective toward other cultures and 
peoples.

8. Study abroad gives you the opportunity to break out of your academic routine. Study abroad is likely 
to be much unlike what you are used to doing as a student. You may become familiar with an entirely 
new academic system and you will have the chance to take courses not offered on your home campus. 
It's also a great opportunity to break out the monotony of the routine you follow semester after semester.

9. Study abroad enhances employment opportunities. Did you know that only 4% of U.S. undergradu-
ates ever study abroad? Yet, the world continues to become more globalized, American countries are 
increasingly investing dollars abroad, and companies from countries around the world continue to invest 
in the international market. Through an employer's eyes, a student who has studied abroad is self-moti-
vated, independent, willing to embrace challenges, and able to cope with diverse problems and situa-
tions. Your experience living and studying in a foreign country, negotiating another culture, and acquir-
ing another language will all set you apart from the majority of other job applicants. 

10. Study abroad can enhance the value of your degree. While abroad, you can take courses you 
would never have had the opportunity to take on your home campus. In addition, study abroad gives 
your language skills such a boost that it is normally quite easy to add a minor in a language or even a 
second major without having to take many more additional courses after the return to your home cam-
pus.
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Work with High Kappa to set up a speaker to talk 
about continuing education past a bachelors or 
associates degree

This is one of the most overlooked areas that many students face today.  They graduate from college 
with a bachelor’s degree and head out into the real world while many of them have the ability to 
continue their education in other areas.  Working with the Career Services Department on your campus 
or having a professor or even an alumnus attend a chapter meeting to discuss the benefits of continuing 
your education far into the future.

The benefits shall continue to help members far into the future with jobs, career paths, and a sense 
of personal pride in completing a higher level of education.  Many fields including doctors, lawyers, 
professors and others require a master’s degree or even higher as an entry level.  Having these degrees 
can set you a part from the competition and propel you into the new era in your life.  Assisting brothers, 
especially at a younger age, can help with is endeavor.  

Promote on campus events such as graduate fairs, on campus speakers and other programs that are 
aimed to promote future education.  If there are no events planned, try working with other organizations 
to create one for the campus.
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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
• What are my officer duties and responsi-

bilities?
• Approximately how much time do I spend 

with each?

Officer Manual
• Do you have a copy of the officer manu-

al?
• Were there any sections that you found 

more beneficial?

Ceremonies/Rituals
• Do I have a role in the Associate Member 

Ceremony?
• Do I have a role in the Ritual for Conduct-

ing Business Meetings?

Officer Notebook  
• Do you have an officer notebook?
• What should be included in it?

Officer Reports
• Are there any reports that I am responsible 

for?
• If so, when, by whom, and how do they 

need to be completed?

Event Planning Form
• What is the Event Planning Form?
• When do I need to complete them? 

Constitution and Statutory Code, By-Laws
• Are there any policies that directly relate to 

this office?
• Are there any policies that I am responsible 

for enforcing?

Advisers
• Do I have an adviser?   If so, what is the 

role between the two of us?
• What is my role with the Greek adviser?
• Who is the educational leadership consul-

tant in this area?

Committees
• What committees am I on?
• What do I need to know?
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Officer Transition Checklist  

Yearly Calendar
• When did you schedule your 

events?  When should I?
• Are there any deadlines I should 

know about?

Meetings  
• What is my role at the chapter meet-

ing?  High Zeta meeting?
• Am I a member of the Executive Com-

mittee

Budget
• Can I see a copy of your budget from 

last term?
• What areas do I need more or less 

money?
• Brainstorm and develop a budget 

proposal.

Officer Goals
• What were your goals?
• What goals were met and which ones 

were not?  Why?
• Brainstorm and develop new goals

Advice
• If you had an additional year, what 

would you do different?
• What advice do you have for me?

Programs and Events
• What programs, projects, and/or 

events were effective during the year?  
Why?

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

Additional Questions/Concern
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Sample Officer 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: Faculty & Staff Reception; Scholar Dinner; Prizes for incentive program   

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

Project #1:  Faculty & Staff Reception

Budget Item/Note Anticipate Cost
Venue Rental Fee (on campus) $100.00
Food $250.00
Supplies/Decorations $150.00
Recognition Gifts $200.00
TOTAL BUDGET $700.00

Continued

Example Budget Items 

• 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
• Housing supplies: 
 o Light Bulbs, Bathroom Supplies, Bat 
             teries, Cleaning Supplies, Tools, etc
.

• Dining Supplies: 
 o 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 
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Step #3: Present proposed budget totals for each project and overall to the High Tau

High Zeta Office: High Sigma
Projects, Events, or Activities Proposed Budget
Faculty & Staff Reception $700.00
Scholar Dinner $500.00
Prizes for incentive program $600.00
TOTAL BUDGET $1800.00

Sample Officer Budget 
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SMART Goals  
Goal setting is a method of developing a plan to meet your objectives as a chapter and your responsi-
bilities 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 commit-
tees, 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:
Goal #3:
Due 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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Notice of Scholastic Probation or Suspension   

NOTICE OF SCHOLASTIC PROBATION

Dear Brother:

Each member of Lambda Chi Alpha has the obligation of meeting scholastic requirements.  As reported 
by the administration of [College/University], you have failed to successfully achieve a 2.5 GPA re-
quired by Code VIII-8 of the Constitution and Statutory Code.  As a result, you have automatically been 
placed on scholastic probation.  The terms of scholastic probation are as follows:

1. Meet regularly with the Executive Committee, the High Sigma, the Educational Adviser, or such other 
person designated by the Executive Committee to review academic progress and to provide academic 
assistance; and

2. Not hold any elective or appointive office in the Chapter; and

3. Not attend Chapter functions that the Executive Committee feels would interfere with his academic 
progress.

Compliance with these terms is your responsibility. You will be returned to good scholastic standing 
upon completion of the coming academic term, furnishing proof to the Executive Committee from the 
administration of [College/University] that your scholastic average meets the Constitution and Statutory 
Code requirement.  If you have any questions, please direct them to the High Sigma or a member of the 
Executive Committee.

Continued
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Notice of Scholastic Probation or Suspension   

NOTICE OF SCHOLASTIC SUSPENSION

Dear Brother:

Each member of Lambda Chi Alpha has the obligation of meeting scholastic requirements.  As reported 
by the administration of [College/University], you have failed to successfully achieve a 2.5 GPA re-
quired by Code VIII-8 of the Constitution and Statutory Code for a second consecutive [semester/term].  
As a result, you have automatically been placed on scholastic suspension.  The terms of scholastic 
suspension are as follows:

1. Meet regularly with the Executive Committee, the High Sigma, the Educational Adviser, or such other 
person designated by the Executive Committee to review academic progress and to provide academic 
assistance; and

2. Loss of right to vote; and

3. Loss of right to hold office; and

4. Loss of right to represent the Chapter in any kind of activity, or attend any Chapter functions other 
than Chapter meetings; and

5. Loss of right to take residence or meals at the Chapter House (optional; under the discretion of Execu-
tive Committee).

Compliance with these terms is your responsibility. You will be returned to good scholastic standing 
upon completion of the coming academic term, furnishing proof to the Executive Committee from the 
administration of [College/University] that your scholastic average meets the Constitution and Statutory 
Code requirement.  If you have any questions, please direct them to the High Sigma or a member of the 
Executive Committee.
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Sample Grade Release Form   
Dear Professors,

At Lambda Chi Alpha fraternity, we are constantly striving to achieve top academic performance both 
within our chapter and within the Greek community.  One of the ways we believe will help our members 
reach their academic potential is through grade check-ups. By making ourselves more aware of aca-
demic performance, we will be greatly enabled to meet or exceed academic goals.

I am asking for your help in making our chapter reach our goal of being the top academic fraternity 
here at Mason University. What I ask is for you to provide (    member’s name   ) with an approximate 
(or specific) grade update of where he is at this time in the term. If you have any questions or comments, 
please feel free to contact our Scholastic Chairman at the following at: 

lcahighsigma@gmail.com 

(515) 555-9000

I appreciate your time and effort in helping our fraternity reach its academic potential.

Sincerely,

Joe Brother

High Sigma, Scholastic Chairman

Class:  _______________________________   Instructor Signature:  _________________________

Current Grade:  __________________    # of Classes Missed:  ______________________

Is participation satisfactory?          Yes     or     No

Has he been to your office to discuss his performance in your class?          Yes     or     No

Comments:
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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://www.lambdachi.org
http://oa.lambdachi.org
op.lambdachi.org
http://mylca.lambdachi.org
https://www.facebook.com/LambdaChi
https://twitter.com/LambdaChiAlpha
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