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Chapter/Colony Operations
Operations, another term for management, is an action word that implies that the officers and members of the chapter should:

1.
Place members in officer or chairman positions that will use their skills and talents to 
succeed in an assigned task and/or operate the chapter effectively.

2.
Know their member rights and responsibilities.  Each member should know the correct 
rules and the operating procedures of the chapter.

3.
Use chapter resources efficiently.  Make use of appropriate communication and 
procedures that keep the chapter operating effectively and actively within the national 
sorority.

The organization of the local chapter should reflect the organization of the national sorority.  Information is provided to help each chapter establish reliable methods of operation.

Structure

The origin of all authority within our organization is the National Convention.  If you review our history, you will note there was a National Convention prior to the formalization of our sorority and the first National Constitution/Bylaws being adopted.  Our sorority operates under the assumptions that:

‑‑the group (either Convention or Chapter) makes better decisions than single individuals

‑‑the group delegates authority to others...at Convention, authority is delegated to the


National Board of Directors. 
In the Chapter, the authority is delegated to the Executive
 
Committee.

‑‑any actions of the delegated groups can be overturned by the Convention or the Chapter.

‑‑success in the groups depends on the individual:


*  taking an active role in the chapter's affairs


*  taking delegated responsibilities seriously


*  understanding that group decisions are sometimes hard to accept but are usually better 

than individual decisions


*  using rights as a member tempered with responsibility

The structure of the sorority has evolved by observing the ideals of Service, Friendship and Equality throughout.  In our structure, equality fosters the first two ideals by treating all members as valuable and deserving of respect and consideration.

The Chapter/Colony

To become a chapter, a minimum of fifteen people must decide that a chapter of the sorority should be on their campus.  There is a colonization period and finally a chapter is chartered and designated by Greek letters.  The name of the chapters reflects the order the chapters were activated into the sorority.  The first chapter was Alpha, the second Beta, etc. There is only one chapter with your particular Greek letter designation.

That designation appears on your chapter charter.  The charter is a document that is awarded at the time of Chartering or chapter designation.  It declares your chapter has met all the requirements for chapter status in our sorority.

Chapter status means you MUST operate under the Bylaws and policies of Gamma Sigma Sigma National Service Sorority.  Each member should be familiar with our National Bylaws and responsibilities of each chapter to the National Sorority.  

Chapter Responsibilities

Simply put, National Bylaws require each chapter to:


1.
Pay dues by November 1 of each year.


2.
File necessary report forms to share what you are doing.


3.
Take in new members and maintain old members without any prejudice or abuse.

4.
File updated bylaws, standing rules, and Member-in-Training policies with the National Parliamentarian each year.


5.
Develop a service program and give at minimum of 15 hours of service per 


semester, per active member

If these requirements are met, your chapter is considered "active" and has the right:


1.
to send delegates to National Convention.


2.
to operate on your campus using the sorority name,  symbols, official jewelry and 


Greek letters.


3.
receive mass mailings, publications and information on National programs in 


service, membership, etc., as well as assistance form the National Board of 


Directors officers and staff in solving your particular problems.


4.
to collect travel pool monies available for travel to conferences and National 


Convention, upon registration.


5.
to continue membership in the sorority into your alumni years.

Bylaws

The bylaws of an organization explain what must be done for the organization to function.  Bylaws typically include:


1.  Name of organization and location


2.  Membership requirements and types


3.  Officers and duties


4.  Nomination and election procedures


5.  Removal of officers from office


6.  Rulemaking body, like Convention or Chapter


7.  Committees and responsibilities


8.  Finances, like dues and deadlines


9.  Voting and the loss of voting rights/membership

          10.  Amending bylaws and the Parliamentary authority

The bylaws are relatively difficult to change.  Notice of the proposed bylaws change must be forwarded to members well in advance of the actual vote.  For bylaws to be amended, the amendment must pass by a two-thirds vote instead of a majority vote.  The bylaws should remain simple and relatively uncluttered with detail.

National Bylaws are amended at each Convention.  Your chapter officers and members should ONLY use the latest edition of the National Bylaws.  (This should be from the last odd‑numbered year, for instance, 2001, 2003, etc.)

Chapter Bylaws should be based on the Model Chapter Bylaws found in the STAFF.  Model chapter bylaws are used by the National sorority to serve as an easy referral and makes sure all our chapters are using the same set of rules.  

If you are not sure how current your chapter bylaws are, forward a copy to the National Parliamentarian for review.  You can also request that new chapter bylaws be developed for your chapter by completing information found in the STAFF.  For more information, refer to the publication "Developing Chapter/Colony Bylaws and Standing Rules".  

Chapter bylaws should be dated in some way so you know what year you are using.  

**EVERY MEMBER SHOULD HAVE A CURRENT VERSION OF THE CHAPTER BYLAWS.
Standing Rules

Chapter standing rules complement chapter bylaws.  Since the bylaws specify WHAT is to be done and WHO is to do it, the standing rules specify HOW it is to be done.  

Sometimes the standing rules can be called policies...as we call them at the National level.  All national policies are gathered together in a publication call THE STAFF.  At the chapter level, standing rules should be developed that reflect HOW you do what the bylaws say you should be doing.

Initially, putting standing rules together can be difficult because the rules reflect many years of "understandings" and information often passed down by word of mouth.  The advantage to having detail in standing rules is that they can be changed at any meeting, with no prior notification of the membership and a simple majority vote.  An example of standing rules that might be used by a typical Gamma Sigma chapter are included in the publication "Developing Chapter/Colony Bylaws and Standing Rules".  Standing rules roughly follow the sequence found in your chapter bylaws.  This makes referral to the rules or referral to the bylaws simpler.

**EVERY MEMBER SHOULD HAVE A COPY OF THE CHAPTER STANDING RULES.
Parliamentary Authority

This is a somewhat intimidating term to many people. Parliamentary Authority simply is a format for how meetings operate.  In order to operate efficiently, some authority must be designated.  In our National Bylaws and in Model Chapter Bylaws, Gamma Sigma Sigma has designated Robert's Rules of Order, Newly Revised as our parliamentary authority.

Using Robert's Rules enables anyone to know the rules for operating a meeting, even if it might be the first time you have eve attended the organization's meeting.  It is critical knowledge for every member to use regularly, since, if used correctly it will be useful throughout your life.  What are the principles of Parliamentary Law?  Generally it guarantees the rights:



*  of the majority



*  of the minority, especially a strong minority



*  of individual members



*  of absentee members



*  of all of these together

Most people equate Robert's Rules with formality.  It is true that strictly enforced, Robert's can look intimidating but, there are some rules of thumb.  Generally,

**THE LARGER THE CHAPTER, THE MORE NEED FOR FORMALITY.
Operating with a Parliamentary Authority means your chapter should:


‑‑have an agenda for each meeting


‑‑take a roll call of members present to guarantee a quorum present


‑‑assign responsibilities of completing reports through the standing rules


‑‑have minutes taken for each meeting


‑‑record motions in the minutes with the results of each vote


‑‑keep floor discussions orderly with only one person speaking at a time

Every chapter must have an appointed parliamentarian and each chapter should have the newest version of Robert's Rules of Order, Newly Revised as a reference for the parliamentarian to use. A short Introduction to Parliamentary Procedure is included with this publication

Meetings and Agendas

An established agenda format should be used at each meeting.  Normally, an agenda should be posted several days prior to the meeting so all members will be properly prepared for discussion.  In the posting you should included the time of the meeting and the location.  Often it is helpful to forward copies of the agenda to inactive or off campus members as well as advisors who may not see the posting.

An agenda should include:


1.   Call to Order



This identifies the organization and allows non‑members to leave prior to the 


business meeting.


2.   Roll call



Helps discover whether a quorum is present.  A quorum is a minimum number of 


members required to have a "legal" meeting. The quorum number is usually set in 

the chapter bylaws.


3.   Minutes from previous meeting



Usually read by the secretary to alert chapter to carry over unfinished business 


from the previous meeting.  Minutes should be a correct account of what business 


was done and becomes an official record.



Minutes are subject to correction or addition.  The minutes must be approved.


4.   Reports of officers and standing committees 



Officer reports should be given in order as listed in the chapter bylaws.



Standing committee reports should be given in order of appearance in bylaws or 


standing rules.  Approval of reports approves the action the report recommends.  



Actions or recommendations might be separated from the report and placed under 


new or old business to allow for better discussion.


5.   Reports of special committees

These are committees that are formed for specific tasks, like updating bylaws, planning an event, buying a gift, finding an advisor, etc., When special committees are appointed, the President should always designate a chairman who will be 
responsible for reporting on the committees' behalf and make sure that the 



committee does its assigned tasks.


6.   Special orders



These might be things like election that should take place at a specific time or 


sequence.  Usually this particular agenda category isn't used on a regular basis by 


many organizations.  This part of the agenda is usually not included.


7.    Unfinished business



These are items that were left over from previous meetings Continuing items, like 


updates on plans, new details, etc., are taken up here.  The President should be 


reviewing the previous minutes to identify what needs to be included.


8.   New business



These are items that have not been brought up previously.  Officer or committee 


recommendations, if not handled before, should be placed here on the agenda.


9.  Adjourn



You should formally adjourn the meeting when there is no further business.  


Before adjournment, it is a good idea to announce the date, time and place 



of the next meeting, or any other announcements concerning the chapter.

Once used and continued over a period of time, the agenda will be second nature to most members.  An agenda enables business to flow smoothly and in an orderly way.

Minutes

The minutes of a meeting are kept by the Secretary.  The minutes are a record of what is DONE at the meeting not what is SAID.  Minutes should never reflect anyone's opinion, including the 

Secretary's, of what is going on at the meeting.  Generally, a well written set of minutes follows the action of a meeting according to the established agenda.  

First paragraph or introduction to the minutes should include:


‑‑kind of meeting (business, service, special)


‑‑the name of the chapter


‑‑the date, time and place of the meeting


‑‑the name of the President or presiding officer


‑‑whether the minutes of the previous meeting minutes were read and approved or read 

and corrected

The rest of the minutes should contain separate paragraphs for each piece of business conducted.  Include:


‑‑main motions as each was adopted or disposed of


‑‑any amendments to the main motion


‑‑secondary motions, including fix the time of adjournment,


   
suspending rules or requests to be excused


‑‑all points of order and appeals as they were handled by the chairman

The last paragraph of the minutes should include the time of adjournment and the location, time and date of the next meeting.

Other tips:

‑‑it isn't necessary to add the name of the person seconding a motion unless the chapter orders it


‑‑when a vote count is ordered, the number of votes on each side should be recorded.  

When a roll call vote is called for, a member may vote yea or nay or just 
                

"present".  "Present" should be recorded, but the number actually voting must 

equal the quorum for group


‑‑a name and subject of a guest speaker can be placed in the minutes but no effort should 

be made to summarize the presentation.


‑‑the minutes should always be signed by the secretary.

Distribution of the minutes should be indicated in the chapter standing rules.  Normally, copies of the minutes should be distributed to the following:


‑‑chapter president


‑‑chapter service vice president


‑‑chapter advisors


‑‑secretary's permanent file

     Additional copies:


‑‑off campus members


‑‑inactive members


‑‑District Director


‑‑Chapter Consultant


‑‑others as directed by the chapter or Executive Committee 
                       (such as the National Secretary)

Standing Committees

Standing committees are authorized by the chapter bylaws.  Basically, all chapters need standing or permanent committees that have specific responsibilities that carry over from year to year.

Generally, the larger the chapter the more standing committees are necessary to make things work properly.  In a large chapter most of the decision making should be done OUTSIDE the chapter meeting.  The standing committee has a responsibility to talk out alternatives and present the best ones for a final vote.  What kind of standing committees can a chapter consider?  Normally each officer with specific responsibilities should have a committee.  These include:

1.
Service Committee who plans and implements service projects the semester or annual 
service calendar and having sufficient projects so all actives can meet their service hour 
requirements.  Chaired by Service Vice President.

2.
Membership Committee plans and implements rush, pledging and all general 
membership or expansion of the chapter membership.  Chaired by the Membership Vice 
President.

3.
Finance Committee is responsible for assisting in developing the chapter budget, possibly 
auditing the books and assisting the Treasurer.  Chaired by the chapter Treasurer.

As the chapter grows additional committees should be added.  The Standing Committee does not necessarily need an officer to chair the committee but it is a good idea to invite chairmen of each committee to the Executive Committee meetings.  Require a report of each committee at each chapter meeting.  Some other standing committees to be considered:

4.
Alumni Committee‑ responsible for all activities that focus on alumnae of the chapter 
including Homecoming activities, newsletters, etc.  Should be chaired by the Alumnae 
Liaison.

5.
Chapter office or Facility Committee‑ responsible for keeping office or record storage 
area cleaned up and organized.  If office requires regular hours, a committee should 
probably be considered.  Could be chaired by the Secretary or Public Relations 
Coordinator.

6.
Mailing Committee‑ does off campus mailing, duplication and mailing.If the chapter is 
large off campus members can present a real challenge to the Secretary.  A committee 
could assist in this each time it needs to be done.  This committee could also be a calling 
or reminder committee to relay special announcements or cancellations.

7.
Social Committee‑ responsible for all non-service social activities the chapter engages in 
including formals, dinner dances, etc.  Chairman should be appointed by the President or 
can be the Social Chairman.

8.
Special Projects Committee‑ responsible for large projects or ongoing projects that need carryover or follow-through semester after semester or year after year.  Usually found in large chapters, these special committees may be chaired by the Service Vice President or a member who has good leadership skills.

Again, remember that standing committees should appear in chapter standing rules with a description of the committee's duties and the leadership responsibilities.  Since these committees function as the backbone of the chapter. 

**IT IS ADVISABLE THAT EVERY MEMBER SERVE ON AT LEASE ONE COMMITTEE IN ORDER TO PARTICIPATE IN THE PLANNING AND IMPLEMENTATION OF CHAPTER ACTIVITIES BUT ALSO TO BUILD LEADERSHIP FOR FUTURE CHAPTER OFFICER POSITIONS.

Chapter Reports

Required twice per year from collegiate chapters, submitting chapter reports is one of the things that allows your chapter to remain an active one in the National organization.

The four reports required by the National Bylaws are:


‑‑ President's Report


‑‑ Service Report


‑‑ Treasurer's Report


-- Graduating/Separating Members Report

These are due in January and June of each year.  The reports can be submitted earlier if your school dismisses earlier.  It is better to submit reports early than to submit them late.

The reports should be distributed to the appropriate officer by the chapter President.  A date should be set for the completion of the reports within the chapter and all the completed reports sent together to the National Secretary.  Remember to keep copies of your chapter reports and keep them altogether.

National/Chapter Dues

National dues are required from each chapter by November 1 each year, along with the Membership Roster Form.  Spring Member-in-Training fees are due upon Member-in-Training induction as actives to the National Treasurer.  The Member-in-Training Roster must accompany these fees.

Chapter dues are determined by the chapter and should appear in the chapter bylaws.  These dues are IN ADDITION to the annual national dues paid to the National Treasurer.  Care should be taken to look at the combined cost of the chapter and national dues and try to keep the total "affordable" for chapter members.  

All dues should form the basis of the annual chapter budget and the money should go toward maintenance of the chapter and its service program. Budgets should be presented and accepted by the chapter on an annual basis. 

**Chapters may choose fundraising projects to keep their dues to a minimum.

The chapter Treasurer should NEVER "sit on" the dues if some members haven't paid on time. If there are some members who have difficulty paying, there are some options the chapter can consider to assist members:


‑‑Work out a "time payment plan" for those who may not be able to afford one big dues 

payment


‑‑Notify those who are delinquent and give them the time schedule specified for payment 

in the chapter bylaws.

 
‑‑If dues are not paid after proper notification, put the member on probation from the 

chapter.  Suspension allows a REMEDY...that is, a certain number of weeks to 

pay the dues.  If not met, the member becomes expelled from the chapter and the 

National Sorority.   Notification should be sent to the National Treasurer and the 

National Membership Director.

Service Hours

Since we are a National Service Sorority, one of the chapter’s most important tasks is to develop and maintain a chapter service program.  The National Bylaws require that each member of a collegiate chapter complete a MINIMUM of 15 hours, but not more than 30 hours of service per semester, or, if the chapter is on a quarter system, 10 hours, but not more than 20 hours of service per quarter. 

Member-in-Trainings/members-in-training are to complete a MINIMUM of 10 hours, but not more than 15 hours of service as part of their introduction to the sorority.   Requiring more hours is considered HAZING and against the National Bylaws.

The Service Vice President is responsible for coordinating the service program.  For more information on the officer responsibilities, consult the Chapter Officers’ Guide.  Several points should be made however:

1.
The Service Vice President should never do all the planning and record keeping of projects solely.  Instead, a standing committee with volunteer project chairs gives everyone the 
opportunity to learn the service project process.

2.
Try to have some projects accomplished at chapter meetings and other projects at outside 
locations including the community.  Working together helps chapter members work 
together as a unit and everyone gets to know one another.

3.
At the beginning of each semester or quarter, chapters should vote on the project calendar.  Members should be reminded that voting "Yes" commits the chapter and the individual to the project.  If the member is unwilling or unable to work on the project, they should not vote yes.

4.
Enough projects should be scheduled so all members will be able to get in their minimum number of hours for the semester or quarter.  The National Service Vice President reviews national service reports to ascertain if chapter members are averaging the minimum service hours.  

5.
Members who do not meet their minimum number of service hours may be placed on 
probation by the chapter Executive Committee.  Options for the members who do not 
achieve a minimum number of hours:


--Go inactive for a semester, especially if work and studies have become part of the 

problem

--Make up the deficit by doing more service in the coming semester or quarter.  Executive Committees are cautioned not to use service as a punishment


--Request a resignation.  Membership in the organization is expected, as a primary 

responsibility to "do service" if the member is unable to perform their service 


responsibility, it may be best for everyone to request a resignation.  

The service program is the cornerstone of our organization and each chapter has a responsibility to offer service opportunities to its members and associate members.

Membership

Membership in the chapter is determined by completion of a pledging or orientation period.  All potential members should be using MEMBERSHIP MATERIALS available through the Membership Materials Distributor.  There is a cost that is in addition to active chapter member dues.  

Membership programs should be developed using the Membership Guide that is a companion piece to the membership materials.  This guide explains nationally acceptable activities for the chapter to use in recruiting and orienting potential new members.

Hazing or selective membership is not acceptable in Gamma Sigma Sigma.  National Bylaws are very specific about the openness of membership.  Not allowing pledging, going "along" with Panhellenic guidelines on your campus on numbers or requirements for membership (outside of grade point responsibilities of the member), or even "skipping" Member-in-Training classes to keep numbers "manageable" are all types of selective membership.  Consult the Hazing Section under membership policies in the STAFF for more information.

**Hazing of your own Member-in-Trainings or other fraternity or sorority members by Gamma Sigma Sigma members will lead to immediate expulsion from the chapter. 
Summary

Effective chapter operations depend on electing competent people to do their jobs, involving all members in committees and in decision making and teaching the basics of order and procedure to all. These basics will help a chapter continue to flourish on campus. For further information consult individual chapter officer guides.

Appendix A

INTRODUCTION TO PARLIAMENTARY PROCEDURE
Gamma Sigma Sigma National Service Sorority
Parliamentary procedure should be used at all chapter and colony business meetings.  Members have the responsibility of discussing their concerns and points of view, as well as voting on behalf of their chapter.  Here are some basics of parliamentary procedure.

Step One:  OBTAIN THE FLOOR
All remarks should be addressed to, or though, the Chair or President.

YOU:  






CHAIR:  


Raise your hand.


   

"Anne, you have the floor."

     (Wait to be recognized)

     "Madame President, I move...."


or "I wish to comment on..."

Step Two:  MAKE A MOTION
Motions are specific actions that the delegates should consider.  All business should start with a motion, the discussion should follow, or reports will end with a motion.  Committee reports 

DO NOT need a second.  There are different types of motions:

Main Motion
Introduces a subject, topic or proposal for discussion.  It can be amended.  A majority is required unless otherwise stated.

Subsidiary Motion
These aid in disposing of, or acting on, a MAIN MOTION.  These are acceptable only if a main motion is on the floor.





‑‑Lay on the table








‑‑Postpone indefinitely





‑‑Call the previous question






‑‑Refer to committee or officer





‑‑Limit or extend debate







‑‑Postpone indefinitely





‑‑Amend a MAIN MOTION by:






=striking out








=inserting






=striking and inserting







=adding






=substituting

Privileged Motions
Outrank all pending motions, are used to:




‑‑Fix a time to which you will adjourn





‑‑Adjourn




‑‑Recess








‑‑Question of privilege




‑‑Call for orders of the day

Incidental Motions
These are questions that affect the motion directly, but the rights of the delegates or a violation of the Rules of Convention might be occurring.  This is a POINT OF ORDER question.  An example:  "Point of Order, Madame President.  Doesn't a bylaws amendment require a two-thirds positive vote?"  It is up to the Chair or President to correct or rule on the question.

Step Three:  PROCESS THE MOTION
There are six steps to completing the motion process.

1.  Make the Motion


"I move that...."

2.  Second the Motion


(By another member)
"I second the motion."

3.  Restate the Motion          

(President says....)  "It has been moved and seconded...."

4.  Open the Motion for discussion
(President says....)  "Is there any discussion?"

5.  Call the Question


After debate or discussion seems to have reached a lull, the 





motion is repeated and  "All in favor say AYE...All 






those opposed, NAY"

6.  Announce the Vote

Hearing the results of the vote, the President says, "The 





AYES have it, the motion is carried" or "The 






NAYS have it, the motion is defeated."

Other Points to Remember
1.
General Consent.  


In parliamentary procedure SILENCE INDICATES CONSENT.  


To assist in processing a motion and speeding business, the Chair or President may 
believe that everyone is in agreement.  


If so, the Chair or President may ask for consent.  You will hear something like:


"A motion has been make and seconded that we adjourn.  Are there any objections to 
adjourning? 



(PAUSE...This is the time to object and force a vote on the motion.)


Since there are no objections, this meeting is adjourned."

2.  Parliamentary Inquiry.  A member may ask a question relating to:  



1.  Procedure 



2.  For information on meaning or effect and/or 



3.  To find if a motion can be introduced immediately.  

The inquiry works like this:


"Madam President, I rise to a point of inquiry"


"State your inquiry"


"Is an amendment in order?"


"Yes it is. State your amendment."

For more information on specific questions, check the official parliamentary authority, Roberts Rules of Order, Newly Revised.




