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Delta Sigma Theta Sorority Inc.

Kappa Omicron Chapter

Policies and Procedures
I. Chapter Information

A. Name: Kappa Omicron Chapter 
B. Number: 0459

C. Address: Post Office Box 296

 Chapel Hill, NC 27514

  KappaomicronDST@gmail.com
D. Service Area: The campus of UNC Chapel Hill, Chapel Hill, NC 

II. Definitions

A. A quorum is the minimum number of members who must be present at the meeting for business to be validly transacted.
B. A majority vote is more than half of the votes cast by members entitled to vote, excluding blanks, or abstentions, at a properly called meeting. (Example: 19 x ½ = 9 ½. 10 votes needed for majority.)
III. Elected Officers and Other Leadership Duties 

A. Elected Officers
1. President
2. 1st Vice President
3. 2nd Vice President
4. Recording Secretary
5. Corresponding Secretary
6. Financial Secretary 
7. Treasurer
B. Elected Positions
1. Chairperson and Members of Nominating Committee
2. Minerva Circle
3. Internal Audit Chair
C. Appointed Officers
1. Chaplain
2. Parliamentarian  
3. Sergeant-at-Arms
D. Appointed Positions

1. Historian
2. Journalist
3. Custodian
4. Committee Chairs
5. Assistants to Elected Officers
E. Advisors

1. Primary advisor
2. Secondary advisors
3. Advisory Team
IV. Duties of Elected Officers 

A. President

1. Oversee operations of the chapter.

2. Preside at the meetings and ritualistic ceremonies of the chapter;

3. Be accountable to the chapter for the expenditures and funds;

4. Have the ultimate responsibility for the financial health of the sorority;

5. Approve the expenditures of funds

6. Enforce the chapter’s policies and procedures and rules of order;

7. Appoint the convener of all committees, except nominating committee;

8. Serve as ex-officio member of all committees, except the nominating committee, to which she may be invited;

9. Serve as chairperson of the executive board;

10. Work with the regional director in order to carry out the national programs;

11. Work with chapter officers and committees to help them do their jobs;

12. Fulfill responsibilities to the Sorority;

13. Strengthen public relations and maintains cooperative relations with the other organizations;

14. Recommend to the executive board the removal of all elected or appointed chapter officers who fail to perform the duties of their offices;

15. Exercise all powers and duties generally pertaining to the office of the president.

B. 1st Vice President shall

1. Perform all the duties of the office of the president in the absence of or at the request of the president;

2. Coordinate the programs/projects of the chapter;

3. Assist the president in carrying out the National Programs;

C. 2nd Vice President shall

1. Serve as Leader of the Minerva Circle;

2. Coordinate all activities of Membership Intake;

3. Serve in the absence of the President and 1st Vice President.

D. Recording Secretary shall

1. Record the proceedings of all meetings;

2. Maintain the attendance records at all meetings;

3. Serve as recording officer of the regular, call and executive board meetings;

4. Send minutes with meeting notification at least three (3) days in advance.
E. Corresponding Secretary shall

1. Be responsible for all correspondence as requested by the President;

2. Notify chapter members in writing of all regular meetings, voting and policy changes;

3. Report correspondence to the chapter
F. Financial Secretary shall

1. Receive and record dues and fees;

2. Issue official numbered receipts for monies collected;

3. Serve on the Finance Committee;

4. Reconcile books, receipts and transfers with the treasurer’s monthly deposits; 

5. Turn all monies over to the Treasurer within 24 hours of receipt;

6. Report receipts to chapter monthly.

G. Treasurer shall

1. Be accountable to the chapter for all monies of the chapter;

2. Keep the official financial records of the chapter;

3. Deposit receipts according to national directive;

4. Report monthly the chapter deposits and disbursements;

5. Prepare annual financial reports;

6. Have books audited by external auditor annually, according to National requirements;

7. Remit Grand Chapter funds within 30 days of receipt;

8. Keep simplified accounting system up-to-date;

9. Reconcile disbursements with the approved budget and budget allocation;

10. File a regular monthly report with the recording secretary which contains an exact statement of deposits and disbursements during the previous month;

11. Pay all bills upon receipt;

12. Issue receipts and authorize approved disbursements in the absence of the Financial Secretary;

13. Reconcile bank statements monthly;

14. Complete financial accounting receipts reports provided by the Financial Secretary with disbursements and submits reports to committee chairs;

15. Receive funds from the Financial Secretary for deposit;

16. Make disbursements and keep accounts;

17. Prepare a written quarterly financial statement in collaboration with the Financial Secretary;

18. Chair the Finance Committee;

19. Prepare annual tax report.

H. Chairperson and Members of the Nominating Committee shall

1. Receive written nominations of candidates for elected officers by April 1st of the election year;

2. Verify eligibility of all candidates;

3. Present a slate of candidates to the chapter and receive nominations from the floor at the April meeting of the election year;

4. Conduct the voting process at the April meeting of the election year.
Note: Members of the Nominating and Elections committees are ineligible to run for office while serving on the Committee.
The Chairs and members of the National, Regional and Chapter nominating committees shall not be a candidate for any elective office on the respective level while serving on either of the nominating committees. 

The chairs and members of the National, Regional and Chapter nominating committees must resign prior to the call for nominations to be eligible to run for an office or position.

I. Minerva Circle
1. Roles

a) Leader of the Minerva Circle (as outlined in the duties of the 2nd Vice President)
b) Jewels
c) Keeper of the Muses and Graces
d) Odyssey Convener 
2. Tenure Limitation
Members of the Minerva Circle shall not serve more than two consecutive terms in the same position.
3. Vacancies

Vacancies in the Minerva Circle shall be filled by election when vacancies occur

4. Eligibility Requirements

All candidates for elected positions must be financial and must have completed Membership Intake Training according to guidelines set by the Sorority
J. Internal Audit Chair shall

1. Lead quarterly audits

2. Lead the annual audit

3. Review the chapter’s handling of financial business in accordance with Nationally recognized Delta rules

4. Review the chapter’s handling of financial business in accordance with Kappa Omicron Policies and Procedures

V. Duties of Appointed Officers 

A. Chaplain shall

1. Conduct all religious functions of the chapter;

2. Fulfill the role outlined in the Ritual;

3. Set spiritual tone of the meeting when so requested.

B. Parliamentarian shall

Advise the President upon her request of Parliamentary Procedures according to Robert’s Rules of Order, Newly Revised.
C. Sergeant-at-Arms shall

1. Assist the President in maintaining order during chapter meetings;

2. Assist the Recording Secretary in maintaining attendance roll;

3. Verify on-site membership of  visiting Sorors at ritualistic ceremonies;

4. Supervise the admittance of all persons to chapter meetings, including verification of membership of visiting Sorors.
D. Historian shall

1. Collect, organize, and preserve chapter documents;

2. Prepare an annual narrative history of chapter activities. 
E. Journalist shall

1. Disseminate noteworthy activities of the chapter to the public;

2. Submit noteworthy activities of the chapter to the local, regional and national publications;

3. Compile a pictorial history of chapter activities.
F. Custodian shall

1. Maintain a written inventory of chapter properties and submits the same annually to the chapter President and Recording Secretary;

2. Maintain a safe repository for the chapter properties such as the official documents, candles, robes, tablecloths, gavels and other effects which the chapter may obtain for the orderly and proper conduct of ceremonies and business;

3. Assist in setting up the ceremonial table.
G. Committee Chairs

Appointed by the Chapter President, the chairs shall provide active leadership to committees

H. Assistants to Elected Officers

The assistants shall help elected officers in carrying out their duties and fill during the absence of elected officers

I. Terms of Office
Terms of Office are for one year beginning on July 1 and continuing through June 30. All officers are expected to fulfil their duties through the end of their terms of office.
J. Tenure Limitation
1. Elected officers, appointed officers and elected chairpersons shall not serve more than two consecutive terms in the same office.
K. Vacancies in Offices
1. President
When a vacancy occurs in the office of President, a special election will be conducted as outlined by Section VIII – Special Elections. 
2. Other Offices
When a vacancy occurs in any other office, the President, with the approval of the Executive Board, shall appoint a successor for the remainder of the unexpired term. The appointed successor shall meet the qualifications required for the office.
L. Installation of Officers
1. Elected officers shall be installed at the meeting following the election.
2. Appointed officers shall be installed at the first chapter meeting of the sorority year.
VI. Advisors
Advisors are elected each year by the chapter to provide guidance and support to chapter members in carrying out the work of the chapter. The Primary Advisor submits grades to the Regional officers.
VII. Meetings 

A. Chapter Meetings shall be held on the 1st and 3rd Sunday during the months September thru April Business attire is appropriate dress for chapter meetings unless otherwise decided by the president and executive Board. 

B. In the event of an informal Chapter Meeting or Cancellation of a Chapter Meeting, members will be informed at least three hours prior to the scheduled meeting time. Formal means that all Chapter Members must be dressed in business attire.
C. Each chapter member must attend full Chapter Meetings. A chapter member is only allowed to miss two (2) full Chapter Meetings a semester for each extenuating, pre-approved circumstance. In the event that a chapter member needs to be excused, she must communicate the need to the chapter president within 48 hours of the scheduled meeting time. 
D. Executive meetings shall be held during the week prior to monthly meetings from September thru April.

E. Call meetings are separate sessions held at a time different from chapter and executive meetings. A call meeting is convened to consider one or more specified items of business. Notice of the time, date, place and exact purpose of the meeting must be communicated to all members in advance.

F. Committee meetings are scheduled by committee chairpersons and their members.

G. A quorum must be present in order to conduct business requiring a vote in Executive and Chapter Meetings. A quorum shall consist of 40% of the chapter for Executive or Chapter Meetings.

VIII.  Chapter Programs and Campus Representation

A. Chapter members are to attend all scheduled Chapter events. A Chapter member is only allowed to miss three (3) events per month for extenuating pre-approved circumstances. In the event that a chapter member needs to be excused from an event, she must call the committee chair in charge of the event, as well as the Chapter president, within 48 hours of the scheduled event time.

B. All Chapter members are asked, but not required, to wear some form of Delta Sigma Theta paraphernalia on every Friday in an effort to show the unity and presence of the Kappa Omicron chapter.

C. Chapter members are required to uphold the values of Kappa Omicron and Delta Sigma Theta Sorority, Inc. It is important to remember that we are all leaders and under the scrutiny of the entire campus at all times.
IX. Committees 

A. Committees shall be

1. Executive

2. Standing

3. Special

4. Ad Hoc

B. Chair Appointments

Chairpersons of Standing, Special and Ad Hoc Committees shall be appointed by the President.

X. Duties of Committees 
A. Executive Committee
The Executive Committee shall be comprised of elected and appointed officers, committee chairpersons and ex officio members (advisors of the Kappa Omicron Chapter).

B. Standing Committees 
1. Arts and Letters Committee shall develop and coordinate programs and projects designed to heighten chapter appreciation and awareness of cultural activities.
2. Educational Development shall encourage participation in current educational projects with local, regional, national and international emphasis to meet community needs (i.e. Delta GEMS).

3. Policies and Procedures shall review recommended changes and evaluate and update policies and procedures following the conclusion of the National Convention to maintain consistency with the Sorority’s Constitution and Bylaw to ensure the Constitution and Bylaws are not superseded. 
4. Finance Committee shall develop and monitor chapter budget and oversee financial management of the chapter.

5. Fundraising Committee shall plan and implement fundraising activities to help the organization fulfill serve its community
6. Physical and Mental Health Committee shall plan, coordinate and implement activities that provide education and participation in targeted health-related events affecting the community.
7. Nominating Committee shall prepare the slate and conduct the election for the chapter elections. Committee members for the Nominating Committee are elected. Chairs and members of the Nominating Committee shall serve one (1) term.
8. SOS (Save our Sisterhood) Committee shall provide remembrances for Sorors according to Chapter guidelines.

9. Social Committee shall plan and implement social activities that promote sisterhood, rededication and retention
10. Political Awareness and Involvement Committee shall involve the chapter in current civic and human rights and political awareness
11. Economic Development Committee shall promote and provide education on economic development issues
12. International Awareness and Involvement Committee shall promote and provide education on global matters
13. Risk Management Committee shall be responsible for ensuring that the chapter is operating within the Sorority’s risk management standards.

14. Internal Audit Committee shall perform quarterly and annual audits of the chapter’s finances
15. Protocol and Traditions Committee shall provide clear and authentic descriptions of the traditions and protocol of the chapter; implement the established code of protocol and behavior within the chapter, preserve the forms of ceremony and etiquette observed by the Sorority; and provide a support system for the chapter president and visiting National and/or Regional Officers, Honorary Members and other guests;
16. Technology Committee shall ensure the chapter is operating in accordance with the National technology standards and shall regularly review and update the chapter’s use of technology
C. Special
1. Minerva Circle shall conduct Membership Intake in accordance with the Sorority’s prescribed rules
2. Elections Committee shall conduct chapter elections, as needed
3. Jabberwock Committee shall conduct an arts gala in cooperation with Arts and Letters following the Sorority’s prescribed Risk Management rules
D. Ad Hoc Committees
An ad Hoc Committee may be recommended by any chapter member and approved by the chapter to carry out special projects.
XI. Fiscal Policies and Procedures
A. Dues and Fees
1. Recommendations for changes in local dues may be initiated by chapter members, the Finance Committee or the Executive Committee.
2. Annual Grand Chapter Dues are $125.

3. Initiation fees are $545 for collegiate members.

B. Financial Procedures

1. Budgets must be submitted to the Finance Committee by the Fall Retreat and presented in writing to the chapter for vote in September.

2. Officers and committees shall work within the approved budget. If additional funds are necessary, these funds must be requested by the committee, recommended by the Finance Committee and approved by the chapter.
3. Funds for chapter expenses shall be requested by voucher. Only officers and committee chairpersons are authorized to submit vouchers for payment. Receipts for funds spent must be attached.

4. Unauthorized purchases and/or financial commitments will not be honored.

5. All contracted agreements and/or services obligating chapter funds must be signed by the president and advisor.

6. Bills, invoices or other contractual agreements requiring payment must be billed or receipted to Kappa Omicron Chapter, Delta Sigma Theta Sorority, Inc.

7. Committees and officers may request advance funds up to $100.00 for general use. No additional funds will be issued until all advanced funds are accounted for by receipts. 

8. A written financial report from committee chairpersons and/or officers shall be submitted to Treasurer following each completed activity.

9. All chapter funds shall be handled by the bonded officers (President, Treasurer and Financial Secretary). Funds (not in cash) may be mailed to the Chapter’s Post Office Box.

10. All checked submitted for a fundraising activity, i.e. Annual Sweetheart Ball, should be accompanied by documentation identifying how funds are to be directed.
11. Remitters of checks returned for insufficient funds will be charged the amount of the check and the bank fees. Repayment is to be made in cash, certified check or money order.

C. Travel/Conference/Convention Expenses

1. Delegate and Alternate

a) Shall meet the same requirements as elected officers and shall be elected by the chapter in April.
b) Shall receive 100% registration and transportation at the lowest prevailing fare to the Regional Conference and National Convention. The chapter shall provide 100% of the room cost for the voting and alternate delegate if the conference occurs at a location further than 75 miles from the University of North Carolina at Chapel Hill. 
c) Shall receive 100% registration and transportation at the lowest prevailing fare to the Biannual State Meetings and Project HERS Meetings. The chapter shall provide 100% funding for the cost of one hotel room if the meeting occurs at a location further than 75 miles from the University of North Carolina at Chapel Hill. 
XII. Election of Officers 

A. The election shall be conducted in April/May, but the chapter may vote to hold an election in March if exams are set so that new officers will have limited time for transition. 

B. Nomination

1. A slate of candidates for each office shall be submitted by the Nominating Committee at least ten (10) days prior to the scheduled election.

2. Members seeking election office may not serve on the Nominating Committee.

3. Each person nominated shall be present at the nominating and voting meetings, unless extenuating circumstances prohibit attendance.

4. Prior written notice of at least ten (10) days shall be given for the election of officers. 

5. The acceptance of membership and the election of chapter officers, elected committee chairs and members, shall be by a majority vote of the chapter present and voting.
6. Officers should be installed and receive office during the chapter meeting following the meeting in which the officers were newly elected. 
C. Voting for chapter officers, elected committee chairs, committee members, and acceptance to membership, shall be by ballot, machine or electronic voting devices.
D. When there are two or more candidates, (and the office remains unfilled after the first ballot), the two candidates who receive the highest number of votes will remain eligible for election. All other candidates will be dropped and are ineligible for election. All subsequent votes cast for ineligible candidates shall be treated as an illegal vote.

E. Special Elections

1. Minerva Circle

a) Vacancies

Vacancies in the Minerva Circle shall be filled by election when vacancies occur
b) Eligibility Requirements

All candidates for elected positions must be financial and must have completed Membership Intake Training according to guidelines set by the Sorority

XIII. Membership Intake 
A. The chapter members shall decide by vote to proceed or not to proceed with membership intake.

B. Persons seeking membership must meet all intake requirements set forth by Grand Chapter and Administrative Procedures for Membership Intake
1. Has completed at least 24 semester hours or 36 quarter hours at a college or university approved by the Scholarship and Standards Committee of the Sorority, and is currently enrolled as a part-time or full-time student as defined by the college or university
2. Demonstrates involvement in public service activities

C. Members of the Minerva Circle shall not write letters of recommendation for the candidates.

D. Prior written notice of at least ten (10) days shall be given by the chapter to all members via postal mail in advance of a vote to proceed or not to proceed with the membership intake process and when voting on the acceptance of candidates to proceed with the membership intake process. (Ref. 24)

E. Voting whether to proceed of not to proceed with the membership intake process shall be by a two-thirds (2/3) vote. (Ref. 24)

F. Voting for acceptance to membership shall be by ballot, machine, or electronic voting. (Ref. 23)

XIV. Amendments

A. These policies and procedures may be amended by a twp-thirds vote of the members present at such meetings where amendments are considered.

B. Recommendations for changes in Policies and Procedures must be initiated in writing by chapter members.

C. Proposals for amendments shall be presented for consideration at least thirty (30_ days prior to voting by chapter 

XV. Parliamentary Authority

All matters not covered by the Constitution and Bylaws and other governing documents of the Sorority shall be governed by the current edition of Roberts’ Rules of Order, Newly Revised.

Submitter By: 
Jeanetta Clement 

November 28, 2013 

Delta Sigma Theta Sorority, Inc., Kappa Omicron Chapter

Post Office Box 296

Chapel Hill, NC 27514

404-313-2290

jeanettaclement@gmail.com
Submitted By:
Linda Brown Douglas
November 28, 2013

109 Bethabara Lane

Cary, NC 27513

Home: 919-469-5064

Cell: 919-218-6947

Linda_douglas@unc.edu
11

