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Section 1: Professional Status and Medical Leave:
1) Sisters on professional semester or medical leave who are on good standings may vote during business meetings, special meetings, and bid sessions, but may not hold any positions.

Section 2: Absences/ Tardies/ Failure to Complete Duties
1) Absences/Tardies
a. Sisters who have an unexcused absence will receive a warning and have to meet with the President.
i. Sisters who have an unexcused absence or have been tardy to two events will receive a warning and have to meet with the President within 48 hours of the notification. 
ii. Within 24 hours of incurring 2 consecutive unexcused absences or three unexcused tardies, a written notice will be sent to the sister, notifying her of the start and end dates to her 2-week probation and will state the dates of the events missed. She will also be required to submit a letter of explanation to the executive board.
iii. A sister who misses two mandatory events with no excuse from the President and Secretary will have to present a letter to the Executive Committee explaining the reasons why the event(s) were missed.
b. Excuses requiring verification with a doctor’s note need to be presented to the recording Secretary within 48 hours of returning to campus.
c. In order submit an excuse note sisters will be required to submit in in the form on gin system under VP of Operations under Secretary. If it is not in the form it will not be excused.

2) Failure to Complete Duties
a. All officer and committee chairs must submit any report to be given at the Chapter Meeting by the time designated by the Secretary via email to the Secretary on the Saturday of the Chapter Meeting.
b. Failure to do so will result in forfeiture of report presentation. It is up to the discretion of the Secretary to read the forfeited report. 
i. If two reports are missed, the sister goes on probation for three weeks. The term resets with elections.

Section 3: Probation and Appeals:
1) A member on Probation may not:
a. Vote
b. Attend social functions
c. Hold a position
2) Members on semester probation at the time of the Big Sister meeting may not take a Little Sister at any point during that semester’s new member period.
3) Appeals
a. A sister may submit an excuse note and may request to appeal her probation to the President and Executive Committee within three days of being placed on probation.
b. A subsequent appeal may be made to the President and one of the Chapter Advisors.
c. A final appeal to the entire chapter may be made if the sister feels it is necessary. The chapter’s decision will stand.
d. For a Tau Honor appeal, a request must be submitted to the President and Advisory Board in writing within three days of the decision. A meeting between the sister and the Executive Committee will follow and they will decide on the sister’s appeal. The Executive Committee’s decision will stand.
i. The Vice President of Organizational Development reserves the right to record Tau Honor Trials only if she alerts the sister on trial beforehand and obtains permission.
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Section 1:  The following events are considered mandatory for attendance:
1) Scheduled business meetings
2) Workshops
3) Visits by National Officers
4) All ceremonies
5) All recruitment events
6) Membership Development programs
7) Fundraisers
8) Philanthropy Events
9) Special meetings scheduled by the President
10) All new member events, including Sisterhood Party
11) At least one housewarming a semester
12) Cleaning days
13) Committee meetings

Section 2: Acceptable excuses from sorority functions include:
1) Class
2) College approved activities
3) Work, not academic in nature (except for those on Longwood’s Academic Probation)
4) Illness, with doctor’s note or approved by an advisor. The doctor’s note must be presented to the Secretary within 48 hours of returning to campus.
5) Any other excuse may be appealed to the President and/or Chapter Advisor.
6) Test or papers may be excused if the mandatory event was voted on within one week of occurrence.

Section 3: Events may not be mandatory if not given one weeks’ notice. This excludes all ceremonies and recruitment events.
Section 4:  Sisters must stay the full time for mandatory events unless for reasons stated in Section 2 or approved by President and/or Chapter Advisors.
Section 5:  If a sister is excused from an event and returns 30 minutes prior to the end of that event, she must attend the remainder of the event.
Section 6:  If a sister requests to be excused from an event, they must fill out the AST excuse note seven days prior to the event, which then must be approved by the President and Secretary. If the request is sent less than seven days in advance, then the excuse note must include why the note was sent late in order for the excuse to be valid.
Section 6: Sisters are not to consume alcohol or impairing substances less than 12 hours before any ceremony with the exception of Bid Day and Initiation, for which the 24 hours before/after rule still applies.
Section 8:  No members shall vandalize school property with Alpha Sigma Tau insignia.
Section 9: All sisters are required to complete 10 hours of community service per semester.
Section 10:  All sisters are required to sign up for Alpha Sigma Tau’s Relay for Life team, unless already signed up with another organization.
Section 11: Each semester, the Vice President of Community Relations will divide sisters into three groups – green, gold, and purple. 
1) The Vice President of Community Relations will assign a colored group to attend Greek Community sponsored events at the chapter meeting the week of the event. 
a. If a Longwood or Greek sponsored event requires 50 percent attendance or more, the color group system will not be utilized and all sisters will be required to come.
b. Each group will contain at least two drivers.
2) If a sister’s color group is assigned to attend an event and she is unable to attend for any reason she must submit an excuse note in addition to finding a substitute from another color group. When the sister has found a substitute, she should email the Vice President of Community Relations and CC the substituting sister. 
3) Attendance will be recorded by a group picture at the event that must be sent to the VP of Community Relations. The group picture must be sent at the latest 24 hours after the event.
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Section 1:  All sisters are required to submit dues via Bill Highway. Sisters are responsible for reading and understanding the terms and agreements set forth by Bill Highway.
Section 2:  New members pay the following:
1) National dues, National Insurance premiums, Badge fee, and Initiation fee set by Nationals.
2) New Members also must pay dues set by OFSL, and must be paid in full.
3) New Members will also pay for the following:
a. Unities: $38
b. Crest Sweatshirt: $29
c. Social Dues: $25
4) What is not allocated to Headquarters or OFSL will be allocated to the Convention account.

Section 3:  Initiated sisters, except those on Professional Status, pay the following:
1) National dues and National Insurance premium set by the Nationals.
2) Local dues set by the chapter which will be allocated through Billhighway into Convention, OA/RLW, Housing, Savings General, and General Checking Accounts to be used as the budgetary guideline for the operating functions of the chapter each semester.
3) Social – amount may be changed by a vote of the chapter.
4) Dues set by OFSL.

Section 4:  Sisters on professional status must pay the following:
1) National Dues and National Insurance premium set by Nationals.
2) Dues set by OFSL.
3) Housing – if they live on the hall.
4) Social – if they plan to attend any social functions that semester.

Section 5: Any sister on poor standings (due to finances) shall not be allowed to purchase anything through the sorority or social events.
Section 6:  Any officer who spends her own money for her office:
1) Which is not allocated in the budget:
a. Will not be reimbursed unless approved by the President, Vice President of Finance, and/or advisors.
2) Which is allocated in the budget:
a. Can be reimbursed if she presents the following to the Vice President of Finance; a receipt with her name, position, and purpose of purchase.
Section 7: Any sisters holding a position that deal with receiving money will:
1) Report the amount made to the Vice President of Finance within 24 hours of the event through email.
2) Make sure the money is in the Vice President of Finance’s possession within 48 hours.

Section 8: In order for a sister to use the chapter card, she will email the Vice President of Finance the card request form no later than three days prior to the request date.
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Section 1:  Study hours are mandatory for all sisters, as determined by the Director of Academic Success.
1) All sisters and must record study hours each week as regulated by the Director of Academic Success (or New Member Educator in the case of New Members).
2) For every half hour a sister misses (under the 10 hour per week minimum) she will pay 25¢.  This will be billed to each sister at the end of each month by the Vice President of Finance in Billhighway. It will be documented and enforced by the Director of Academic Success.

Section 2:  No TV or stereo may be on during chapter room study hours.
Section 3: Sisters and New Members will pay $1.00 for unexcused absences. Excused absences will still be reported and recorded during business meetings. If a sister does not attend a business meeting, she is responsible for sending her absences to the secretary. Sisters will have to provide documentation from the professor stating that the absence was excused. At the end of the month all absences will be totaled and Sisters will be charged on Billhighway the amount for their absences. At the end of each semester, the total amount of money in the piggy bank goes to our Chapter Savings Account.
Section 4: A sister with a semester GPA of below a 2.5 will be put on an “at-risk” period the following semester. She will be required to attend mandatory study hours and mid-term grade checks as planned by the Director of Academic Success. If the sister is “at-risk” for two semesters in a row, she will be put on poor standings during the following semester.
Section 5: The Secretary may choose to instate a system of homework passes to be used when sisters have emergency homework situations.
1) Each sister will begin the semester with one homework pass. In addition, a sister may trade ten study hours’ tickets for one homework pass. Unused passes will not roll over from semester to semester.
2) Homework passes may not be used for rituals, Closed Weekend, Adopt-A-Highway, or Sisterhood Retreat.
Section 6: A sister with a cumulative GPA of a 3.25 and above will receive a 10% discount on their dues for the semester.
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Section 1: Business Meetings:
1) Sisters and new members must wear pin attire with badge to the business meeting unless otherwise stated by the President.
2) There will be no talking or misconduct during the meetings or the member will be escorted out by the Vice President of Operations.
3) All officers and any sisters, except the President, must stand while addressing the floor.
4) All initiated sisters and new members must bring their AST notebook: personal planner, Song Manual, Passages, paper, and a pen to every meeting.
5) Cell phones should remain silent throughout the entire business meeting and placed out of sight unless discussed with the President prior to the start of a meeting.

Section 2: Other Meetings
1) Every committee must meet at least once a month in person or hold two online meetings in which the President is present or is given minutes from the meeting, unless excused by the President.
a. Excluding Bylaw and Ritual committees which meet only once a semester.
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Section 1:  The Nominations Committee shall consist of at least one Chapter Advisory Board member, the nominations chair, the executive committee, one senior, one junior, and one sophomore. The senior, junior, and sophomore representatives will be appointed by the nominations chair.
Section 2: The process of Slating Executive positions and appointing Staff positions are as follows:
1) Applications for Executive Committee positions will be reviewed by the Nominations Committee and the committee will agree on, in the best interest of the chapter, no more than two sisters to be slated, presented to the chapter, and voted on at the Annual Meeting.
2) Following the Annual Meeting , the Nominations Committee and newly elected Executive Committee will meet to agree on, and in the best interest of the chapter, appoint Staff positions.
3) The Nominations Chair will present to the chapter, via email, the new Executive Committee and Staff positions immediately following the meeting.
4) All contents of Nominations Committee meetings are confidential. Any breach of confidentiality will be considered un-sisterly like conduct and will be handled accordingly.

Section 3:  New initiates may not hold the office of President, Vice President of Operations, Vice President of Finance, New Member Educator or Vice President of Growth, or Director of Structured Recruitment
1) New members may apply for positions before they are initiated with the exception of President, Vice President, Director of Ritual, Director of Structured Recruitment, and Director of Event Planning.

Section 4: Training and Transitioning will take place on the last possible weekend of the semester as stated in the Chapter Guide to Nominations, Slating, and Elections. However, VP of Growth and the Structured Recruitment chair will hold their positions through formal recruitment, with the new position holders shadowing.
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Section 1:  If a Sister or New Member is unable to dress presentably, as per National Attire Policy, she may not wear Alpha Sigma Tau insignia until she has appropriate attire. The sister or new member must notify the Vice President of Growth and President in advance by email, phone, etc. 
Section 2: Vice President of Growth and President must communicate with each other about sisters not in attire before approving or disapproving excuses or confronting a sister for inappropriate attire.
Section 3: During rituals, Ritual Chair and President will enforce sisters’ and new members’ attire.  If the President cannot be present, the Vice President of Operations will take over her duty to enforce attire. The Ritual Chair or President will escort the sister out and she will receive an unexcused absence.
Section 4: New members must wear New Member pin and ribbons to initiation.
Section 5: Attire will be enforced by only the President. If proper attire is not worn, the President will notify the sister or new member. If a sister receives this notice three times in one semester, then she will be placed on poor standings for one week.
Section 6:  Attire will be assigned as follows:
1) By the Vice President of Growth no more than three days a week
a. Except for the week before and during Formal Recruitment
2) On Wednesdays, all sisters will wear blocks unless decided on otherwise by the Vice President of Growth.
3) The Vice President of Growth shall assign Unity blocks once a month on an unspecified date.
4) Pin attire will be worn once a month unless decided otherwise by the Vice President of Growth
5) Jumpers can only be worn every other week unless needed for traditions.

Section 7: Attire will be worn while on campus until 5:00 P.M. of the assigned date unless excused by the President.
Section 8:  Plain white or black shirts are to be worn under jumpers.  If leggings are worn, they must be black or white.    
Section 9: Unity Blocks are White V-Neck, Short Sleeved T-Shirts. The back of the letters will be Gold Glitter, and the letters themselves will be Dark Green.
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Section 1:  Room choices will be made in the following order:
1) Sisters who have lived in their room previously (squatting)
2) Rank of Officer
3) Initiation Order

Section 2:  Filling the Hall:
1) The chapter is expected to fill five rooms on the hall.
2) Sisters who live on the hall will have a $4.75 deduction from their local dues each semester.
3) Sisters who want to live with other sisters have first choice over sisters who want to live with non-sisters.
4) Older sisters get priority of living on the hall.
5) If there are not enough sisters on the hall, then sisters will be selected based on a drawing of who is eligible:
a. Sisters who have lived on the hall for two or more years will be exempt. 
b. Those sisters with pre-contracted living arrangements (not Longwood owned or Residential Assistants ONLY) will not be included in the drawing.
c. Drawing will go as follows:
i. Sisters in initiation order from most recent to longest time.
ii. Sisters who have not lived on the hall for two or more years.
iii. Sisters currently living on main campus
iv. Sisters living in Longwood Managed Apartments
d. Exemptions from this list include:
i. Sisters who have lived on the hall for two or more years (unless they volunteer to live on the hall) 
ii. Sisters with pre-contracted living arrangements (not Longwood owned or Residential Assistants) – these sisters must provide proof of their living arrangements to the Director of Housing
e. If a sister’s name is drawn she will
i. Live on the hall
ii. Find someone to fill her space
iii. Be sent to Tau Honor Council 

Section 3:  The schedule of what will occur if a sister misses her cleaning day will be as follows:
1) The first time – two extra cleaning days will be assigned.
2) The second time – she will lose her chapter room privileges for a week.
3) If a sister misses more than three cleaning days in a semester, the sister will be placed on poor standings for three weeks starting on the third day missed.

Section 4:  There will be two housewarmings for the chapter room each semester. 
1) The chapter room closet will be cleaned out each housewarming.
2) It is mandatory for each sister to attend at least one per semester.
3) If a sister fails to attend one of the two housewarmings she will help the Housing Chair shut the chapter room down for winter or summer break.
4) If a sister misses helping the Housing Chair shut down the chapter room for break, or if there is a scheduling conflict, the sister will receive 3 cleaning days the following semester. If she misses a cleaning day, then the consequences of Section 4 will be applied.

Section 5:  The Housing Chair does not need to live on the hall as long as she checks the chapter room every day and delegates someone to grab the charter in case of a fire drill.
Section 6: Non-Affiliates:
1) Guests of sisters’ who are non-affiliates of the sorority cannot be on the hall during ceremonies, unless they are in a sister’s room with the door shut during the entirety of the ceremony.
2) Non-affiliates of the sorority may not be in the chapter room unless accompanied by an initiated sister.
3) There will be no men allowed to stay in the chapter room overnight.

Section 7: Any sister, new member, or person non-affiliated with AΣT, who is responsible for damaging or ruining AΣT property in the chapter room will have to replace that item or pay the monetary value of the object.
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Section 1: The selection of active members allowed to take little sisters will be completed via a committee comprised of the New Member Educator, President, VP of Member Development, and the New Member Advisor via the following process: 
1) The application for Big sisters will be submitted to the New Member Educator
2) The New Member Educator will meet with the President, VP of Member Development, and the New Member Advisor to review applications 
a. The graduation semester of the applicant will be taken into consideration by the committee 
3) [bookmark: _GoBack]The applicants will be voted on by the committee based on the open motto of Active Self-Reliant Trustworthy to ensure that each little sister has a big sister to set an appropriate example

Section 3: President and New Member Educator may not take a little sister, unless approved by chapter vote. 
Section 4: All big sisters will provide for their little sisters a set of unity blocks, a crest sweatshirt, a lavaliere, a big/little board, and a set of slicks. 
Section 6: In order to be eligible to take a little, a sister must pay all dues in one payment.
Section 7: New families must be discussed with the chapter and voted on prior to preferencing for little sisters.
Section 8: A sister cannot take two little sisters in one semester unless every other potential big has declined the opportunity to take a little sister. This includes sisters who originally declined taking little sisters for that semester.
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Section 1: Greek/Lip Sync Chair
1) The purpose of the GSLS Committee is to correspond with CPC and an organization that we are paired with for the performances. Coordinate practices and props and all other things necessary for a successful production.
Section 2: Song Mistress
1) Any sister who has completed one year as an active sister. As Song Mistress, the sister will direct the chapter in rehearsal of songs and passages prior to ceremonies and weekly at chapter meetings. This sister will direct the chapter in rehearsal of chants and lead chants during recruitment events. This sister is nominated and selected by a majority vote. A Song Mistress may hold her position until her graduation date.
Section 3: Candlelight Mistress
1) A senior sister that will organize and lead candlelight ceremonies. This sister is nominated and selected by a majority vote. Each academic year, or as graduation permits, a new Candlelight Mistress will be determined.
Section 4: Sunshine Mistress
1) Sunshine Mistresses are two sisters of any year. As Sunshine Mistresses, these sisters read sunshines during business meetings. This position will be passed down by the previous Sunshine Mistresses. Sunshine Mistresses may hold their positions until their graduation date.
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Section 1: All emergency bylaw revisions should be sent in by 11:00 PM Saturday to be considered for the next Business meeting. 

Section 2: Emergency Bylaw revisions should be limited to 5 bylaws per Business meeting.
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Section 1: Officers are defined as any chapter member who holds a position, either on Executive Committee or on a team.
Section 2: Executive Committee
1) The officers of the Executive Committee are as follows: President, Vice President of Operations, Vice President of Finance, Vice President of Growth, Vice President of Community Relations, and Vice President of Member Development.
2) The Executive Committee will meet one hour prior to regularly scheduled Chapter business meetings. All other officers or members are welcome to attend Executive Committee meetings and may contribute to discussion but not decisions.
3) All contents of Executive Committee meetings are confidential.  Any breach of confidentiality will be considered un-sisterly like conduct and will be handled accordingly within the guidelines of the Tau Honor Principle.

Section 3: Staff positions are as follows: Secretary, Historian, Nominations Chair, Finance Assistant, Director of Housing, Director of Structured Recruitment, Director of Event Planning, Director of Philanthropy, Director of Collegiate-Alumnae Engagement, Director of Ritual, Director of New Member Education, Director of Academic Success, and Member Development Class Facilitators.
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Section 1: In addition to the specific duties listed below, all officers are expected to do the following:
1) Live the ritual, vision, mission, and values of Alpha Sigma Tau.
2) Submit a detailed budget request to the Vice President of Finance.
3) Maintain an updated officer notebook (may be digital).
4) Memorize and conduct all Sorority Ritual as written in the 2001 edition of the Ritual Book.
5) Set personal goals for her office and work to accomplish them.
6) Attend the Training and Transitioning Workshop as an incoming and outgoing officer.
7) Complete any required forms in Officer Portal.
8) Maintain a relationship with the Chapter Advisory Board and ensure they are updated
a. regularly.
9) Attend National Events, as required.
10) Ensure that all polices are enforced, including the Alpha Sigma Tau Bylaws, Standing Rules, and
a. Policy and Position Statements, National Panhellenic Conference Unanimous Agreements, local
b. Bylaws, University/College policies, etc.

Section 2: President
1) Act as the Chief Executive Officer of the chapter.
2) Serve as the Chair of the Executive Committee.
3) Preside over all weekly chapter business meetings, weekly Executive Committee meetings, and the Annual Meeting, conducting these meetings per the procedures outlined in Officer Portal.
4) Be familiar with Parliamentary Procedure and decide on all questions of order.
5) Attend National Convention and serve as the chapter’s voting delegate.
6) Attend other National events as required, such as Officer Academy.
7) Attend College Panhellenic Association meetings, as required.
8) Represent the chapter at any other campus fraternity/sorority councils, student organization boards, etc.
9) Understand the overall chapter financial management.
10) Serve as a Billhighway Administrator to approve and/or enter checks or pre-paid card load requests.
a. Sign contracts on behalf of the chapter with the approval of the Executive Committee and Chapter Advisory Board.
b. Ensure that all invoices are paid in a timely manner.
11) Appoint and dissolve committees which are not otherwise outlined here.
12) Serve as a member of the Tau Honor Council.
13) Ensure the chapter is using Greek Licensed vendors for all merchandise purchases.
14) Serve as an ex-officio member of all committees, except the Nominations Committee.
15) Maintain a positive relationship with the Fraternity/Sorority Advisor and the host institution.
16) Coordinate any visits from National Headquarters Staff, including Educational Consultants.
17) Install all chapter officers.
18) Update the chapter officers in Officer Portal immediately following the Installation of Collegiate Chapter Officers Ceremony.
19) Contact the chapter’s assigned Alpha Sigma Tau National Panhellenic Conference Delegate when there is discussion surrounding:
a. Change in campus recruitment structure.
b. Change in the time or schedule of structured recruitment.
c. Change in how Quota is determined.
d. Increase or decrease in Chapter Total.
e. Change or amendments to the College Panhellenic Association bylaws or recruitment rules.
f. An exploratory committee or extension
20) Create the chapter calendar in conjunction with the Secretary.
21) Enforce the tapping rule along with Vice President of Organizational Development and Director of Event Planning.

Section 3: Vice President of Operations
1) Serve in the absence of the President. (Does not automatically become President if the position should become vacant; there must be a special election.)
2) Serve as a member of the Executive Committee. Take minutes at these meetings and make them available to the Chapter Advisory Board.
3) Attend and report at weekly Executive Committee and Chapter Business Meetings.
4) Serve as the Chair of the Bylaws Revision Committee which will convene in the fall to review bylaws and receive revisions.
5) Serve as the Chair of the Operations Team, which includes the Secretary, Historian, and Nominations Chair.
6) Be familiar with the position duties of the members of the Operations Team.
7) Ensure timely completion of the Chapter Business Meeting minutes by the Secretary.
8) Ensure all required forms in Officer Portal are completed by the appropriate officer and by the deadline.
9) Set up and maintain chapter files, as needed. Files can be kept electronically.
10) Coordinate with the Chapter Advisory Board members to plan the Training and Transitioning Workshop.
11) Keep the official record of the chapter’s membership. Ensure that all chapter member and officer information is up to date in Officer Portal, especially that cell phone numbers are listed for officers. Ensure that the chapter roster is up to date with the host institution.
12) Ensure that all Membership Status changes are completed on time and by the appropriate officers.
13) Keep the official calendar and bylaws of the chapter. Ensure it is distributed to the entire chapter; can be done electronically on the GINSystem.

Section 4. Vice President of Finance
1) Act as the financial manager for the chapter, assuming responsibility for all aspects of chapter financial management.
2) Serve as a member of the Executive Committee.
3) Serve as the Chair of the Budget Committee which meets to create and revise the chapter budget. The budget should be submitted to the Executive Committee being submitted to the chapter for approval.
4) Serve as the Chair of the Finance Team, which includes the Finance Assistant, and Director of Housing.
5) Oversee the Finance Assistant, and Director of Housing.
6) Be familiar with the officer responsibilities of all Finance Team members.
7) Keep a permanent record of financial transactions using Billhighway.
8) Ensure all chapter debts are paid promptly and proper documentation is collected and retained.
9) Create statements with scheduled fees each semester for members.
10) Monitor officer budgets and ensure the chapter does not exceed the budget.
11) Monitor and review with the Executive Committee the procedure for members on financial probation.
12) Inform the Vice President of Organization Development of any members who are past due in their accounts so Tau Honor Council proceedings may begin.
13) Review financial obligations with the collegiate and new members each semester.
14) Monitor accounts receivables and ensure proper collection procedures.
15) Report the financial status of the chapter to the Executive Committee and Chapter Advisory Board.
16) Ensure the chapter is using Greek Licensed vendors for all merchandise purchases.

Section 5: Vice President of Organization Development
1) Act as the chapter leader for upholding the Tau Honor Principle and the values of Alpha Sigma Tau; empower each member to hold each other accountable for their actions.
2) Serve as a member of the Executive Committee.
3) Serve as the Chair of the Organization Development Team, which includes the Director of Event Planning, the Director of Music Education, the Director of Sisterhood, and the Tau Honor Council Delegates.
4) Be familiar with the officer responsibilities of all Organization Development Team members.
5) Serve as the Tau Honor Council Coordinator and the chair of the Tau Honor Council.
6) Conduct Tau Honor Council hearings with members, as needed.
7) Prepare proper paperwork and submit it as required.
8) Serve as the chair of the Risk Reduction committee which assumes responsibility to assess the risk involved with all chapter sponsored or co-sponsored events.
9) Be responsible for an annual review of the Membership Conduct Agreement.
10) Ensure that all new members understand the Membership Conduct Agreement and the Alpha Sigma Tau polices regarding hazing.
11) Educate the chapter on Alpha Sigma Tau and University/College risk management policies.
12) Review policies and expected behavior before any social event.
13) Report the probation status of members to the Executive Committee and Chapter Advisory Board.

Section 6: Vice President of Member Development
1) Act as the primary advocate of individual member development within the chapter.
2) Serve as a member of the Executive Committee.
a. Serve as the chair of the Member Development Team which includes the Director of Ritual, Director of New Member Education, Director of Academic Success, and the Member
b. Development Class Facilitators.
3) Be familiar with the officer responsibilities of all Member Development Team members.
4) Oversee the Director of Ritual, Director of New Member Education, Director of Academic Success, and the Member Development Class Facilitators.
5) Serve as a member of the New Member Education Committee.
6) Create opportunities for sorority experiences that further the ideals of Alpha Sigma Tau as outlined in the Sorority Creed.
7) Recruit and retain a Faculty Advisor for the Chapter Advisory Board.
8) Work with the Faculty Advisor to secure opportunities for personal development of the chapter members.

Section 7: Vice President of Growth
1) Organize, coordinate, and direct chapter recruitment activities.
2) Serve as a member of the Executive Committee.
3) Serve as the Chair for the Growth Team, which includes the Director of Structured Recruitment and the Director of Membership Selection.
4) Be familiar with the officer responsibilities of all Growth Team members.
5) Serve as the Chair of the Recruitment Committee which serves to create and execute a holistic plan for recruitment.
6) Ensure chapter recruits to Quota and Campus Total each semester, if applicable.
7) Prepare and execute membership selection sessions with the Recruitment Advisor and the Director of Membership Selection (if applicable).
8) Following membership selection sessions, input the priority invitations into the computer system or email to the appropriate person with the Recruitment Advisor and the Director of Membership Selection.
9) Develop and implement a holistic plan for chapter marketing and recruitment.
10) Know and enforce the National Panhellenic Conference (NPC) recruitment policies and procedures, including the National Panhellenic Conference Unanimous Agreements.
11) Know and enforce the local College Panhellenic Association and University/College recruitment policies and procedures.
12) Prepare chapter members for recruitment using the workshops available in Officer Portal.
13) Report any recruitment updates to the Executive Committee, Chapter Advisory Board, and chapter.
14) Submit any required forms in Officer Portal.
15) Notify the chapter’s assigned Alpha Sigma Tau National Panhellenic Conference Delegate immediately of any NPC Unanimous Agreement, College Panhellenic Association bylaws, or recruitment rule violations.
16) Contact the chapter’s assigned Alpha Sigma Tau National Panhellenic Conference Delegate when there is discussion surrounding:
a. Change in campus recruitment structure.
b. Change in the time or schedule of structured recruitment.
c. Change in how Quota is determined.
d. Increase or decrease in Chapter Total.
e. Change or amendments to the College Panhellenic Association bylaws or recruitment rules.
f. An exploratory committee or extension.

Section 8: Vice President of Community Relations
1) Act as chapter Panhellenic Delegate at the College Panhellenic Association meetings.
2) Represent the chapter at any other campus fraternity/sorority councils, student organization boards, etc.
3) Serve as a member of the Executive Committee.
4) Serve as the Chair of the Community Relations Team, which includes the Director of Philanthropy, Director of Public Relations, and the Director of Collegiate-Alumnae Engagement.
5) Be familiar with the officer responsibilities of all Community Relations Team members.
6) Oversee the Director of Philanthropy and the Director of Collegiate-Alumnae Engagement.
7) Report all College Panhellenic Association business and events to the chapter.
8) Communicate regularly with the chapter’s assigned Alpha Sigma Tau National Panhellenic Conference Delegate.
9) Notify the chapter’s assigned Alpha Sigma Tau National Panhellenic Conference Delegate immediately of any NPC Unanimous Agreement, College Panhellenic Association bylaws and recruitment rule violations.
10) Ensure the assigned Alpha Sigma Tau National Panhellenic Conference Delegate receives all College Panhellenic Association meeting minutes.
11) Contact the chapter’s assigned Alpha Sigma Tau National Panhellenic Conference Delegate
a) When there is discussion surrounding:
b) Change in campus recruitment structure.
c) Change in the time or schedule of structured recruitment.
d) Change in how Quota is determined.
e) Increase or decrease in Chapter Total.
f) Change or amendments to the College Panhellenic Association bylaws or recruitment rules.
g) An exploratory committee or extension.
h) Any matter the Vice President of Community Relations is unclear about.
12) Submit chapter news and updates to be printed in THE ANCHOR, the magazine of Alpha Sigma Tau.
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Section 1: In addition to the specific duties listed below, all officers are expected to do the following:
1) Live the Ritual, vision, mission, and values of Alpha Sigma Tau.
2) Submit a detailed budget request to the Vice President of Finance.
3) Maintain an updated officer notebook (may be digital).
4) Memorize and conduct all Sorority Ritual as written in the 2001 edition of the Ritual Book.
5) Set personal goals for her office and work to accomplish them.
6) Attend the Training and Transitioning Workshop as an incoming and outgoing officer.
7) Complete any required forms in Officer Portal.
8) Maintain a relationship with the Chapter Advisory Board and ensure they are updated
regularly.
9) Attend National Events, as required.
10) Ensure that all polices are enforced, including the Alpha Sigma Tau Bylaws, Standing Rules, and Policy and Position Statements, National Panhellenic Conference Unanimous Agreements, local bylaws, University/College policies, etc.

Section 2: Secretary
1) Call roll at each Chapter Business Meeting.
2) Keep record of attendance, including all excused and unexcused absences, for chapter
events, as required.
3) Record and prepare minutes of Chapter Business Meetings.
4) Distribute Chapter Business Meeting minutes to the entire chapter and Chapter Advisory
Board in a timely manner following the meeting.
5) Send thank-you notes, letters of congratulations, etc., on behalf of the chapter.
6) Serve as a member of the Operations Team, serving under the direction of the Vice
President of Operations.

Section 3: Historian
1) Keep record of the chapter history.
2) Prepare a chapter scrapbook, as directed by the National Historian.
3) Maintain previous scrapbooks and chapter history.
4) Serve as a member of the Operations Team, serving under the direction of the Vice President of Operations.

Section 4: Nominations Chair
1) Plan and execute the Nominations, Slating, and Elections process.
2) Plan and execute any special Elections, including Nominations and Slating.
3) Serve as the Chair of the Nominations Committee.
4) Serve as a member of the Operations Team, serving under the direction of the Vice
President of Operations.

Section 5: Finance Assistant
1) Assist the Vice President of Finance in any duties relating to the financial management of the
chapter.
2) Monitor the chapter budget.
3) Serve as a member of the Budget Committee.
4) Serve as a member of the Finance Team, serving under the direction of the Vice President
of Finance.
5) Oversee the chapter fundraising efforts.

Section 6: Director of Housing
1) Act as a liaison between the chapter and the Housing Corporation.
2) Ensure that all Sorority and University/College housing policies are enforced.
3) Communicate regularly with the Chapter Advisory Board and the Housing Corporation.
4) Serve as a member of the Finance Team, serving under the direction of the Vice President
of Finance.

Section 7: Director of Event Planning
1) Oversee the planning and execution of all chapter social events.
2) Ensure that all social events adhere to the Alpha Sigma Tau Risk Management Policies (see
Alpha Sigma Tau Policy and Position Statements) and Fraternal Information & Programming Group
(FIPG) Polices.
3) Ensure the chapter is using Greek Licensed vendors for all merchandise purchases.
4) Serve as a member of the Organization Development Team, serving under the direction of
the Vice President of Organization Development.
5) Serve as a member of the Risk Reduction Committee.
6) Organize Family Weekend, Oktoberfest and Spring Weekend booths, and all miscellaneous activities not under other specific offices for the Sorority.
Section 8: Director of Ritual
1) Ensure all members understand the Ritual, symbols, values, and meaning of Alpha Sigma Tau.
2) Keep all Ritual supplies in a secure location and in good condition.
3) Work with the Finance Team to order new Ritual supplies, as needed.
4) Plan and prepare for all Ritual and ceremonies.
5) Ensure all Ritual is conducted as written in the 2001 edition of the Ritual Book and that the
chapter is using the National Organization approved Ritual supplies.
6) Educate all members to understand the importance of respecting the secrecy of Sorority
Ritual.
7) Prepare a weekly devotion to share at the Chapter Business Meeting.
8) Memorize and conduct all Sorority Ritual as written in the 2001 edition of the Ritual Book.
9) Serve as a member of the Member Development Team, serving under the direction of the
Vice President of Member Development.

Section 9: Director of New Member Education
1) Implement the National New Member Education Program.
2) Serve as the Chair of the New Member Education Committee. This committee serves to
ensure that new members are being integrated with the chapter members in a healthy
manner that adheres to the Alpha Sigma Tau anti-hazing policies.
3) Plan and execute all Bid Day activities.
4) Report new members and Initiation in Officer Portal.
5) Work with the Vice President of Finance to ensure all new members are sent statements
and have paid all fees prior to Initiation.
6) Ensure that all new members validate their links in Officer Portal.
7) Coordinates the Big and Little Sisters per the National New Member Education Program.
8) Work with the Director of Ritual to plan the Ribbon or Informal Pledging Service, Pin
Pledging Service, and Formal Initiation Service.
9) Serve as a member of the Member Development Team, serving under the direction of the
Vice President of Member Development.

Section 10: Director of Academic Success
1) Plan and execute an academic success plan for the chapter.
2) Serve as a member of the Member Development Team, serving under the direction of the
Vice President of Member Development.
3) Collect the GPA of each chapter member.
4) Meet with each chapter member who does not meet the minimum GPA requirement to
develop an academic success plan that will support her academic achievement.
5) Monitor members on academic probation throughout the semester.
6) Report all members who do not meet the minimum GPA to the Vice President of
Organization Development for appropriate Tau Honor Council action.
7) Share resources for study skills, study habits, tutoring, etc.
8) Work with the Faculty Advisor to make members aware of campus academic resources.
9) Submit the Scholarship Report and all other required forms in Officer Portal.

Section 11: Director of Structured Recruitment
1) Organize, coordinate, and direct chapter structured recruitment activities.
2) Utilize the recruitment resources in Officer Portal to plan workshops to prepare the
chapter for recruitment.
3) Serve on the Recruitment Committee which serves to create and execute a holistic plan for recruitment.
4) Know and enforce the National Panhellenic Conference (NPC) recruitment polices and
procedures, including the National Panhellenic Conference Unanimous Agreements.
5) Know and enforce the local College Panhellenic Association and University/College
recruitment policies and procedures.
6) Report any recruitment updates to the Executive Committee, Chapter Advisory Board, and chapter.
7) Notify the chapter’s assigned Alpha Sigma Tau National Panhellenic Conference Delegate immediately of any NPC Unanimous Agreement, College Panhellenic Association bylaws and recruitment rule violations.
8) Contact the chapter’s assigned Alpha Sigma Tau National Panhellenic Conference Delegate when there is discussion surrounding:
a) Change in campus recruitment structure.
b) Change in the time or schedule of structured recruitment.
c) Change in how Quota is determined.
d) Increase or decrease in Chapter Total.
e) Change or amendments to the College Panhellenic Association bylaws or recruitment rules.
f) An exploratory committee or extension.
9) Serve as a member of the Growth Team, serving under the direction of the Vice President
of Growth.

Section 12: Director of Philanthropy
1) Plan and execute chapter efforts to support the National Philanthropy and National Service Project.
2) Ensure chapter members are educated on the National Philanthropy and National Service Project.
3) Serve as a member of the Community Relations Team, serving under the direction of the
Vice President of Community Relations.
4) Organize opportunities for chapter members to contribute to the progress of mankind
through philanthropy and service opportunities.
5) Complete all required forms in Officer Portal and for the University/College.
6) Organize a Relay for Life team; plan and execute any fundraisers that are required for this event.
Section 13: Director of Collegiate-Alumnae Engagement
1) Serve as a liaison between the chapter and alumnae.
2) Serve as a member of the Community Relations Team, serving under the direction of the
Vice President of Community Relations.
3) Plan and execute opportunities for collegians and alumnae to be engaged with each other.
4) Connect with the local area alumnae chapter/association.
5) Work with the alumnae to ensure their contact information is updated with the chapter
and National Organization.
6) Send updates to local alumnae and alumnae of the chapter to keep them informed.

[bookmark: _Toc465113577]Article XX: Committees
Section 1: Definition:
1) There are two types of committees: standing committees and ad hoc committees. Standing committees are defined as permanent committees that meet regularly while ad hoc committees meet to carry out a specific task and then disband when that task is completed.
2) The committees listed below are the minimum suggested. Chapters may add committees based on the chapter’s needs or campus requirements.

Section 2: Executive Committee
1) The purpose of the Executive Committee is to provide the operational plan that supports the goals of the chapter. The committee accomplishes this by setting individual officer goals and reviewing them during the Executive Committee meetings. The Executive Committee is also empowered to make decisions on behalf of the chapter on certain matters. These women should ultimately be ensuring that all polices are enforced, including the Alpha Sigma Tau Bylaws, Standing Rules, and Policy and Position Statements, National Panhellenic Conference Unanimous Agreements, local bylaws, College Panhellenic Association bylaws, University/College policies, etc. The Executive Committee will meet weekly before the Chapter Business Meeting to set the agenda for that meeting and to address any chapter issues.

Section 3: Nominations Committee

2) The purpose of the Nominations Committee is to conduct the nominations, slating, and elections process. This committee should follow the procedures outlined in the Alpha Sigma Tau Collegiate Chapter Guide to Nominations and Elections. The Nominations Committee should work with the Chapter Advisory Board members throughout the nominations, slating, and elections process.

Section 4: Bylaws Revision Committee
1) The purpose of the Bylaws Revision Committee is to review and, if necessary, revise the chapter bylaws and standing rules on an annual basis. Should changes need to be considered outside of the annual review, this committee would address those, as well. The Bylaws Revision Committee should work with the Chapter Advisory Board members throughout the revision process.

Section 5: Budget Committee

1) The purpose of the Budget Committee is to create a reasonable and comprehensive chapter budget each year. The committee should review and, if necessary, revise the budget every semester with the help of the Chapter Advisory Board. This budget should be based on dues collected and fundraising. This budget must be approved by the Executive Committee before it is approved by the chapter.

Section 6: Recruitment Committee

1) The purpose of the Recruitment Committee is to create a comprehensive plan for recruitment and to support the implementation of that recruitment plan. This should include a year-round plan for recruitment and marketing. The Recruitment Committee should work with the Chapter Advisory Board members throughout the planning and execution process.

Section 7: Risk Reduction Committee

1) The purpose of the Risk Reduction Committee is to evaluate the possible liabilities of chapter events. These events include, but are not limited to social events, sisterhood events, philanthropy events, etc. The Risk Reduction Committee should work with the Chapter Advisory Board members throughout the planning and education process.

Section 8: Philanthropy Committee

1) The purpose of the Philanthropy Committee is to find opportunities for chapter members to support the National Philanthropy and National Service Project, as well as local philanthropy and community service. The Philanthropy Committee should work with the Chapter Advisory Board members throughout the planning and implementation process.

Section 9: New Member Education Committee

1) The purpose of the New Member Education Committee is to ensure that new members are integrated into the chapter in a healthy manner that adheres to the Alpha Sigma Tau anti-hazing policies. The committee is responsible for ensuring the adherence to the National New Member Education Program, as well as supporting the Director of New Member Education during the New Member Education program. The New Member Education Committee should work with the Chapter Advisory Board members throughout the planning and implementation process.

Section 10: Greek Sync/Lip Sync Committee

1) The purpose of the GSLS Committee is to correspond with CPC and an organization that we are paired with for the performances. Coordinate practices and props and all other things necessary for a successful production.

Section 11: Event Planning Committee

1) The purpose of the Event Planning Committee is to help formulate ideas for events such as Oktoberfest and Spring Weekend. Assist in the making of booth decorations, items for sale and anything else important for the event.
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