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Sigma Chapter Handbook
A Guide for Committee Procedures and Duties

The contents of this guide are based on the requirements set forth by The Delta Kappa Gamma Society International Constitution (2018), the International Standing Rules (2018), and the New Jersey State Organization Bylaws and Standing Rules (2018).   The Sigma Chapter Rules and Handbook need to be updated each biennium to reflect the international and state documents.  As chapter practices change, these documents should be amended accordingly. Refer to Sigma Chapter Rules #15 for Amendment procedure. 
General Procedures

· Committee chairs and members, except the Nominations Chair, shall be appointed by the president.

· The president may appoint co-chairs as needed.

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

· Matters requiring immediate committee action may be voted upon by telephone, mail, and/or

e-mail as long as all committee members are notified.

· Committee meetings shall be held with the approval of the president.

· Committees may meet through electronic communication as long as all members may simultaneously hear one another and have the ability to participate and respond during the meeting.

· The president may appoint special committees to carry out the work of the chapter.  The approval of the chapter Executive Board is required for such appointments, except in emergency situations. 

· Standing committee chairs designated by an asterisk* indicate a required representation to the corresponding DKGNJ Committee and must serve accordingly as chapter liaison. Attendance at AZS meetings as called by the state chairs is required.

· Committee chairs shall prepare a written report each biennium stating the goals and accomplishments of the two-year period.
· Reports of chapter committees shall be prepared on forms supplied by Society Headquarters and submitted to the person designated on the forms.  Additional copies should be given to the chapter president for inclusion in the archives.  Forms, dates and other pertinent information are on a separate handout extracted from the Go-To Guide for Chapter Members Appendix P. Society Forms and Deadline Dates (pages 56-58).
Duties of Committees

Society Business

Note:  The corresponding numerals preceding each committee title refer to the sections in Sigma Chapter Rules pertaining to Section 9. Committees. Certain committees have been covered within the Rules and will be identified and cross-referenced in this Handbook. All committee chairs designated by an asterisk * must attend DKGNJ meetings as required by the state chairs.  
9.2.1 EXPANSION*

This chapter committee will

· work with the DKGNJ Committee to strengthen chapter membership.
· develop strategies to attract new members from schools in Burlington County, especially those not represented in the current membership roll.

9.2.2  LEADERSHIP DEVELOPMENT* 

This chapter committee will

· assist in planning leadership development activities at the state level and implement a training session in June of each even-numbered year for the incoming chapter officers.

· plan and oversee chapter training for incoming officers and chapter committee chairs by acquainting them with the responsibilities of each position, provide an updated copy of the Sigma Chapter Rules and Handbook, and offer assistance as requested. 
· inform members of local staff development offerings, such as workshops, speakers, seminars, etc.

9.2.3  MEMBERSHIP*  / 9.2.11 NECROLOGY  / 9.2.13  INDUCTION  




(Combined Committee – ONE CHAIR – Second Vice President)

   This chapter committee will

· maintain membership records.
· update/maintain a file of members’ biographical information.
· be knowledgeable of the different classifications of membership (Go-To Guide, pp. 17-20; DKGNJ Bylaws Article III).
· supply a Chapter Membership Information Form to sisters who plan to invite a person to membership in Sigma Chapter. (See Chapter Rules 3.2)
· evaluate recommendations for honorary membership and present candidate’s nomination to the membership for a vote.

· provide information about DKG to prospective members.

· cross-references membership information with treasurer and Yearbook Chair to ensure accuracy.

· notify the chapter president of a change of status of any member.

· complete state and international forms as directed.                              SIGMA HANDBOOK
· communicate with sisters who miss meetings and contact former members to encourage reinstatement.

· report the death of any chapter member to DKGNJ and International (Form 6) and choose a sister to write a tribute to be read at DKGNJ necrology service on Sunday at the annual convention.
· contact terminated members, including past presidents, to request return of their chapter key pins; contact family of deceased members to request same.  

· assist the president to organize induction materials for the chapter tea and for convention.

· oversee arrangements for induction at convention or chapter meeting. Procure
certificates from International, charter book to be signed, banner, candles, pins).
9.2.4 EXHIBITS AND RECORD BOOKS *  /  9.2.12 HISTORY AND ARCHIVES 

 



(Combined Committee – ONE CHAIR)
This chapter committee will

· create a biennium president’s record book that includes photos and memorabilia related to the president’s tenure.
· display the president’s record book at the annual DKGNJ convention when requested.

· keep a written record of chapter history for each biennium and include the narrative in the president’s record book.  Chapter meeting minutes can be used as a basis for the narrative.

· maintain chapter files at the DKGNJ Archives housed in a location specified by the state organization.   The following should be included in the chapter file:  minutes and treasurer’s reports from each meeting, copies of state forms, Rose and Key booklets (distributed at convention), pertinent newsworthy articles and/or chapter newsletters if applicable. 

9.2.5  RULES / BYLAWS*


This chapter committee will

· receive all proposals for amending or revising the chapter rules and present the information to the chapter Executive Board for approval to bring proposals before the membership for a vote. (Sigma Chapter Rules # 15 – Amendments)
· maintain chapter rules in accordance with current practice.

· submit chapter rules to DKGNJ committee for review each biennium.

· keep membership informed of state and international updates to governance documents.
9.2.6 COMMUNICATIONS / CIRCULATION* (Technology Chair will assume this responsibility)

This chapter committee will

· promote the use of publications of the Society (DKGNJ Newsletter, News between the News, official Web site, DKG News, and others)

· provide information to the DKGNJ Newsletter regarding chapter members who have been recognized for achievements in their respective fields or who have used their talents for the betterment of their schools and communities.
· carry out the duties of the appointed Technology Committee.
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9.2.9  NOMINATIONS* / 9.2.14  INSTALLATION




(Combined Committee – ONE CHAIR)

This chapter committee will

· consist of the elected chair, the immediate past president, and a member appointed by the current president.

· shall put together a slate of officers which will be presented to the members at the last December meeting of the odd numbered year of the current biennium, and will be voted upon at the same meeting. Nominations from the floor will be taken prior to voting.  The slate will consist of one name for each office:  President, First Vice President, Second Vice President, Corresponding Secretary, Recording Secretary, and Nominations Chair.  Consent of the nominees must be obtained.

· conduct election procedure for said offices by providing a printed ballot for each member in attendance at the meeting.  Ballots will be counted by the Nominations Committee and be retained in the chapter archives.

· plan, organize and implement an Installation Ceremony for the May/June meeting. 

· review past practices for installation procedures, such as purchasing red roses to be distributed to each newly elected officer, presenting the president’s pin to the incoming president, and other protocol unique to Sigma Chapter.
· keep a written record of installation practices.

9.2.7 CONVENTION*


This chapter committee will

· act as a liaison to communicate information to the chapter from the chairs of the DKGNJ Convention.

· facilitate convention registration of Sigma members (usually accomplished at the Inductees’ Tea in January / February).

· coordinate Sigma Chapter’s assigned duties for convention, such as centerpieces, facilitators, etc.
· provide raffle baskets for Friday night auction at convention – one large, two small, in the value amounts set by the state organizers.   Solicit volunteers to assemble baskets and transport to convention site.
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9.2.8  YEARBOOK*


This chapter committee will

· update members’ information including name, address, phone number, e-mail address current or former position held and date of induction for the state yearbook annually (due July 1).
· collect and collate other pertinent chapter information needed for the state yearbook including names of charter members, past presidents, current officers and committee chairs, and the line-up of chapter meetings and programs for the year.

· share updates with Membership Chair and treasurer to maintain accuracy of membership list.
· distribute yearbook electronically to all members and send hard copies to members without internet. 

9.2.10  FINANCE /AUDIT

This chapter committee will

· consist of the current president, the treasurer, and may include one other member appointed by the president at her discretion. 

· monitor the financial affairs of the chapter, including preparing a budget and arranging for an optional annual audit by a member or an outside party and observe the requirement for an audit at the conclusion of each biennium.
· follow the protocol outlined in Sigma Rules 4.4 Financial Controls.
9.2.15 STRATEGIC PLANNING*


 This chapter committee will

· consist of the current president and a chair(s) appointed by the president.

· assist with the development of the state level strategic plan as requested by DKGNJ 

president / committee.
· review existing chapter plan and revise as needed to align with DKGNJ plan.

· use proper format for reporting the results of both chapter and state plans.

· Refer to DKGNJ IX.C.1.o
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Society Mission and Purposes

9.3.1 EDUCATIONAL EXCELLENCE*  




(ONE CHAIR – First Vice President)

This chapter committee will
· plan, organize, implement and evaluate programs (speakers, workshops) for Sigma Chapter and assist state committee in similar activities.
· identify topics of interest for chapter programs, contact speakers, and secure appropriate venues in a timely fashion.
· seek member input for program content based on interests and needs.
· collaborate with the Yearbook Committee prior to July 1 to have the coming year’s program published.

· annually review Sigma Chapter Strategic Action Plan and assesses the progress toward achieving identified goals.

· cooperate fully with DKGNJ Educational Excellence Committee to plan, organize, implement, and evaluate activities, projects, and programs of action that promote the personal and professional growth of members and excellence in education.

· support state and international projects including DKG/CTAUN – Schools for Africa; Support for Early-career Educators (SEE)
· refer to DKGNJ IX.C.2.a for additional responsibilities.
9.3.2 LEGISLATION* / 9.3.4 WORLD FELLOWSHIP*



(Combined Committee – ONE CHAIR)
This chapter committee will

· inform members of legislation relative to children, education and the status of women

· promote the work of the International World Fellowship Committees.
· advise members of the World Fellowship activities and recipients.

· encourage donations to the International World Fellowship Fund.

· make an effort to communicate with World Fellowship recipients.
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9.3.3 
SCHOLARSHIPS / STIPENDS / EDUCATIONAL GRANTS*



(Combined Committee – ONE CHAIR)

This chapter committee will

· distribute information about DKGNJ and International scholarships and stipends available to members. 

· encourage members to apply for the available scholarship opportunities and assist in obtaining application forms.

· follow the requirements outlined in Sigma Chapter Rules 11. Awards 11.1 – 11.1.5.4  for awarding the Roxanne Adinolfi Educational Grant, a grant to newly hired educators as selected by the Scholarships/Stipends/Educational Grant Committee. 
9.3.5 SPECIAL AWARDS*


This chapter committee will

· nominate and select the recipients of Sigma Chapter’s Rose and Key Awards.
· refer to Sigma Chapter Rules 11.2 for additional details for procedures.

· maintain an accurate file of the recipients of the Rose and Key Awards and of the Linda M. Dix Person of Distinction Award.

· review the procedure of conferring the Linda M. Dix Person of Distinction Award in Sigma Chapter Rules 11.3.
· endorse and nominate a worthy candidate for the DKGNJ Dedicated Service Award, biennially, in even numbered years, in accordance with the requirements set forth in the DKGNJ Standing Rules 11.4.3.
· endorse and nominate a worthy candidate for the DKGNJ Rosebud Award, biennially, in odd numbered years, in accordance with the requirements set forth in DKGNJ XI.D.4
9.3.6 MUSIC


This chapter committee will

· encourage members to sing the DKG song at each meeting.

· provide song sheets, piano accompaniment, and recorded music as needed.

9.3.7 SOCIAL


This chapter committee will
· organize a summer gathering at a member’s home to promote fellowship.

· invite members to participate in opportunities for personal growth, enrichment and learning, such as watercolor painting class, art exhibits, gift box making, attendance at local concerts and musical events in which chapter members are performing.

· perform hostess duties for meetings as delegated by the president, such as making name tags, assembling raffle baskets, arranging for centerpieces, preparing refreshments, etc.

SIGMA HANDBOOK
9.3.9 THE ARTS  (ONE CHAIR)

This chapter committee will

· assist the DKGNJ Committee in defining appropriate media for the annual convention exhibit.

· assist in assembling the exhibit at convention.

· communicate to chapter requirements for exhibit and encourage chapter participation.

· refer to DKGNJ  IX.C.2.i.

9.9 TECHNOLOGY (Combined with Communication / Circulation Committee – ONE CHAIR)

This chapter committee will

· act in conjunction with Communication/Circulation Committee 

· maintain Sigma Chapter’s web site in coordination with DKGNJ webmaster. 

· take photos at meetings and post them to the web site.

· use the web site as a communication tool for chapter notices as directed by the president.

· add items of interest to the web site.

· obtain legal permission of each chapter member to post photos on web site.
SUNSHINE


This chapter committee will

· be assigned to the Corresponding Secretary.

· send cards to members for birthdays, sympathy, illness, and other life events.
CHAPTER PROJECTS

The following projects are currently implemented each year, but they can be omitted or modified 


at the recommendation of the Executive Board and a 2/3 vote of approval by the members:
1.Sponsorship of students pursuing a degree in education (funded by special raffles, donations)   

Example: Sally Swearing – Jamaican Teacher

2.Holiday gifting  - Example:  Innova Nursing Home Project

3.  Fund Raisers:
· Raffle baskets for each meeting and combined meeting in March – donated by individual members (funds used for educational grants)

· Annual tea - December (funds for educational grants)

· Broadway show bus trip (funds for educational grants)

· Linda M. Dix Person of Distinction Award (funds for educational grants)
4 Collection of educational materials for outreach efforts and early educators
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