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INTRODUCTION

Good communications is a cornerstone for successful chapter operations. There is a
direct correlation betweeeffective communication anaffective chagers. Too many

times chapters fail to communicate effectively which leads to poor chapter operations and
poor relationships with individuals and groups outside the chapter.

This manual is dedicated to showing chapter members the phmiey and channslto
use for communication with groups and individualhierearemany examples provided.
If you have additional questiongpu may use theesources listed at the end of the
manualor contact a member of the national administrative.staff

The followingis a list of general times that a chapter should formally communicate with
KAs and norKAs. If you keep this list in mind, then you will always know when, how
and where to send communication.

To announce any chapter event

To thank those who have senibe chapter (other Greeks, alumni, faculty, etc.)
To congratulate other individuals or groups for accomplishments

Holiday greeting cards

To mark an anniversary (founding date, event traditions)

General newaboutthe chapter (new officers, individual accplishments, etc.)
Condolences (loss of a member or other tragedies in chapter or family life)




THE NUMBER IV

The Number IV is the primary communications and public relations oféicerg with
being the recruitment chairmanTherefore, everything in this manual falls under his
duties, with the exception of alumni relations, where he will still be expected to work
with the Number V. Th&appa Alpha Lawsssigns a Numbé¥ 6 s d ustich:e s as

9-134. The IVi Correspnding Secretary. The IV shdlave charge of and be
responsible to the | for safekeeping of all the files and correspondence of the
chapter and shall write or supervise the writing of all correspondence in behalf of
the chaptr as the | or the chapter shall direct. He shall also serve as the
membership recruitment officer for the Active Chapter.

When executed properly, the office of Number IV can be one of the most beneficial
offices to a chapter. He can almost siAgémadly ensuret h e ¢ hpaspite enagé s

on campus and in the community. Below are a few helpful hints to help make the
Number IV a productive position for your chapter.

e Develop a positive public relations plan for the year. Seek advice from the public
relations department on campus, professors who offer courses on public relations
and other pertinent topics, your faculty, Greek and alumnus advisors, province
commander and members of the national administrative staff.

e Use existing or create electronierplates for chapter correspondence. This helps
to save time and ensure consistency in your correspondence.

e Keep copies of everything you send out on behalf of the chapter and any
publications the chapter is listediinthis will help with transition of theffice,
keeping an accurate history of the chapter, and applying for awards at a campus
and national level.

e Have an English major in the chapter, professor, or alumnus proofread each
important item of correspondence before you send it out

e Whenthechaptdhost s an event, think to yoursel

peopl e as possi bl eo and A Wh at can I

communi cations officer to make this event

Work with the Number V on alumni newsletters to ensurermétionis accurate

¢ Meet with the editor and advisor of the school and local newspaper to establish a
relationship and make communication easier when the chapter wishes to have
information published.




ALUMNI RELATIONS

The ability to communicate withlumni is one of the most difficult challenges for an
active chapter, but it is essential to effective chapter operatibmis.section is devoted

to helping the active chapter bridge the gap betwesetf and the alumni. The active
chapter members shld come first and foremost, but the chapter cannot neglect its
alumni, for they are vital to the Order and the fraternity world.

Office of the Number V

Traditionally, the office of Number V has acted as the alumni relations officer. The
Kappa Alphalawa s si gns a Number V6s duties as such:

The V shall accumulate material for the history of the chapter anteitsbers,

past and present; keep the prescribed chapter register up to date; act as contact
officer betweerthe chapter and its alumni, performingkuluties in this regard

as may be required of him by the chamteby the Executive Director; and be
responsible to the | for the safekeeping of the chapter registerds of

historical data, chapter library, pictures and other properties of a batoature.

As you learned during your initiation we are bound together as members of Kappa Alpha
Order until death. However, we must realize that our alumni brothers move on to other
things that must come to the forefront of their lives such as famiy paofessional
responsibilities. Many times our alumni members do not have the time to be proactive
regards toKA. It is the job of the Number V (and his committee) to be proaciive
behalf of the chapterAlumni are still interested in the Ordercaa@venwith helping out a
chapter. The chapter just has to be willing to provide the alumni with avenues to stay
invformedand involved

HOSTING ALUMNI EVENTS

Almost any event the chapteostcan be considered an alumni event. It is important that
you realize that alumni events are more about the invitation alaost anything else.

Not all alumni are going to be able to make it to every single event, but if they know they
were invited and that the alumni who attended had a good time, then that eéihtben
chapter almost as much as if that alumnus himself had attended.

The following is a list of things to consider when planning alumni events in general.

1. Plan events that are alumni and family friendly.

2. As soon as planning begins or if a date ises$t the idea or the date of the event
on the chapterds website. This wil/ al |
date for the event and what type of event to host.

3. Ten weeks or more prior to the event send a mailing announcing the event. The
soone the better!

4. Make personal calls to as many alumni as you can about the event.

-5-



5. Enl i st the help of your Al umnus Advisor
Advisory Committee to assist with the planning of the event. He/they can help
you determine what typof event best suits your alumni and they can help start a
core group of alumni who are committed to attending the event.

6. In your most current newsletter (hopefully about two months prior to the event),
provide all the details for the event including tinecation, parking information,
dress, any hotel reservations and costs that apply to the event.

7. Be sure to hold 5, 10, and -3@ar reunions, as many alumni make it a priority to
attend these gatherings. As k f®andaner Nu mk
to help get the word out about the event.

8. Be sure to include all pertinent contact information for people and places such as
the Number V, Number I, Alumnus Advisor and local hotels.

9. Offer to help the alumni in scheduling an alumni chapter meetinglumnni
Advisory Committee meeting around the time of the event. Take this opportunity
to send active chapter representatives to thank these groups for their support.

10.Make sure that your alumni event does not conflict with an event attu®l or
other chapter events. On the other hand, utilize popular alumni events at the
school and host your events in conjunction.

11.Most likely, the house will be visited, if not used, during alumni events, so make
sure the house is CLEAN.

12.Make sure the active memberse goresent, are dressed properly and conduct
themselves in a gentlemanly manngiress to your members the importance of
being true host of the event. Active members of the chapter should greet alumni
and make them feel welcome at all events.

Types of Evats

As stated earlier, almost any event can be considered an alumni event. Listed below are
some examples of events that have been successful for chapters across the nation:

Homecoming

Golf Tournaments

Convivium

BBQ, fish fry, seafood/crawfish boil
Attendance at school and professional sporting events
Fishing Tournaments

Poker Tournaments

Auctions

Work parties/ House cleaumps

Dinners to honor distinguished alumni
Picnics

Active verse Alumni athletic events



ALUMNI NEWSLETTERS

Newsletters are the most coron form of communication with alumni. Many alumni

find pleasure in receiving a newsletter composed by their chapter brotievsletters

can spark interest in the chapter, especially if they are the first edition in a long time.

They can start fundrsérs, increase attendance at events and keep alumni up to date on

the chapter and other alumnNewsletters can also be one of the most arduous tasks to
accomplish for an active chapter for many different reasdr®e following is a list of

possible sdtacks for an alumni newstet. Take notice of these andsere that these

dondt become issues for your chapterds news|

1. Financiali printing and mailing the newsletter can cost a lot of monkhake
sure your chapter has budgeted the proper amourthége costs.Consult the
university post office for possible discounts on postage and the university print
office for discounts on printing.Also, be sure that you have as many accurate
addresses as possible. These can be obtained by contacting ttbealNa
Administrative Officeor your alumni office on campusUse email, KACircle,
blogsand the chapter website as much as possible to help cut costs.

2. Coordinating Contributors you may need multiple people to write pieces for the
newsletter and it cabe difficult to get them in on time. Set early deadlines to
ensure you get all articles in on tinBe sure to include alumni authors.

3. Typos, Bad Grammar and Inaccurate Informatibnnothing looks more
unprofessional than multiple errors. Have a cowbplenembers and an alumnus
or English professor proofread the newsletter before it is sent out.

4. Formattingi many times the general appearance and creation of the newsletter
will be difficult. Use Microsoft Publisher, Word or Adobe PageMaker
(communicatios majors will know this one) to create a professional looking
newsletter

If you find that these setbacks are too overwhelming, you can contract out your
newsletter to an outside company. There are a couple of companies that offer newsletter
services forlittle or no fees. University Publishingvfvw.uni-pub.con) and Omega
Financial www.omegafi.com offer excellent services that have been utilized by several
chapters.

Now thatyou know whatnott o d o, |l et 6s talk about what
newsletter. There are many different things that can be included. It will be up to the

Number Vto determine what isicluded. Time of year and importance will impact what

isincluled i n each edition. Dondt hesitate to
Below is a list of possible sections in an alumni newsletter.

Be sure to include content that is appropriate and pertinent to your alumni.
Try to achieve a good mix of underguede and alumni news.

Chater events and accomplishments.

List of officers(list their major and hometowns)

List of new memberémajor and hometowns)

Letter from the Number I, Number V, Alumnus Advisor, or Province
Commander


http://www.uni-pub.com/
http://www.omegafi.com/

e Member spdtght (active oralumni) i write a pieceabout something
interesting a member is doing (i.e. job, service, legacy, etc.)

e Guest articles from alumni on topissich as finance, religion, politics,
business or higher education speaking on topics related to their field

e Informationand updatesn fundraisers for the chaptdrut do not ask for
money in a newsletter

e Section for alumni teubmit theirupdate personainformation.
General updates on aluminivhere they are, family update or professional
updates are all acceptab

e Recommendationforms for potential members or directions to
www.joinka.comfor online recommendations

** Remember to includiastefulpictures wherever applicable!
ALUMNI ADVISORY COMMITTEES

An alumni advisory coimittee (AAC) can be an active <chapteros
committee typically works much better than just one alumnus advisor. This allows the
committee to divide the responsibilities while the alumnus advisor is the chairman.

The role of the alumni adsor committee is stated in tik@ppa Alpha Lawsas such:

9-236. Alumni Advisory Committee. The Province Commander shall annually
appoint for each Activ€hapter in his province an Alumni Advisory Committee
consisting of not less than three (3) alummemiers. Members of the Alumni
Advisory Committee shall periodically attend the meetings ofcimapter and
advise the chapter officers and members upon matters of chapter affairs when
they deem sucladvice to be in the best interest of the chapter or therOode
when requested to do so by the chapter,Rhevince Commander, Executive
Director, or by a General Officer of the Order. The Alumnus Adwaseail serve

as chairman of this Alumni Advisory Committe&dopted by 67th Convention,
1997; amendeby the69th Convention, 2001 and the 70th Convention, 2003.

There is more information pertaining AAC available ini Chapt er, é@ne si ng
for Alumni Advisory Committeesvailablefrom the National Administrative Officdt is
important for the chapter t@ach out to the members of its AAC. The members of this
committee are a resource but are often uninformed or unaware of your needs if you do
not communicate with and involve them in the affairs of your chapter.

ALUMNI CHAPTERS

There are currentl$8 active alumni chapters across the United States. There is probably

a chapter that is close to you. It would be beneficial for chapter representatives to attend
one of their meetings and request assistance or offer assistance for their events. If there is
an alumni chapter close to your chapter, then you should include them in your alumni
newsletter and contact the president of the alumni chapter any time the chapter hosts an
event where he could be presemilany times alumni chapters consist of alumni who


http://www.joinka.com/

have moved from their home chapter and are still eager to be involved in Kappa Alpha
Order. They are waiting to be asked!

If you have questions about alumni chapters in your area, contact your Province
Commander or the National Administrative Office. Wadl Wwe happy to provide you
with information aboualumni chaptesnearby.

ALUMNI RECOMMENDATIONS FOR RECRUITMENT AND LEGACIES

Alumni recommendations and legacies are an integral part of the recruitment process.
The Kappa Alpha Lawsclearly prescribe howot proceed once a chapter receives a
recommendation from an alumnus.

8-112. Investigation of new membersAn Active Chapter, through designated
officers or membersshall contact all possible sources of information regarding
the eligibility of any individial for membershiprior to presentation of his name

to the Active Chapter for considerationlt shall acknowledge all
recommendations made by alumni members and contact every individual so
recommended for purposes of his consideration by the chaptérctive Chapter

shall, in considering an individual who hagtended another institution where
there is an Active Chapter of the Order, make appropriate inquoirtbat chapter

as to his eligibility Amended by 67th Convention, 1997.

Legacies

Active chaptes shouldgive due consideration tmonside legacies It is important that as

an active chapter you remember why that individual is a legacy to begin with. Remember
that his father, brother, or other relative experienced the sarakand brotherhoothat

you have experienced and only waatsimilar positive experiender that individual.

Please keep the following things in mind if you decide to elect a legacy to membership:

1. You havecontinuedt hat f ami |l yo6s Kwhglpcauldfdopha her it acf
forever

2. You can put gositiveimage of Kappa Alpha in the mind of the alumnus from
whom the young man is a legacy.

3. You are most likely guaranteeing that the alumnus will assist your chapter when
needed.

Legacies help ensure that the Kappa Alpha heritagdradition will live on forever.
Remember to ask yourself this question when considering a ley#cat if it were
your son, OR YOU?



FACULTY RELATIONS

One of the mostinderutilized areasof chapter operations is that of faculty relations. For
whatkever reason, chapters tend to forget these important people in cangustudent

life. These men and women should not go unnoticed. They can be a valuable asset to a
chapter in many waysMany faculty members havitle idea what fraternities can offe

and some havenwarranted, poor viewd fraternities. So how can you change that?

HOSTING FACULTY EVENTS

One way to changa negativeperception is to host an event that honors faculty members.

This could be a simple meahdgreet, inviting them tdhe chapter house for a meal, or

you can workwith your local IFC to sponsor an event on campus. Even a gesture as

simple as providing refreshments in the faculty lounge or office of an academic
department with the message gr tiiaGkoyoupfdr alme nt s o
your service to the wuniversityo can | eave
faculty members.

One of the most common examples of recognizazngndividual faculty membes by
sponsoring dFaculty Member of the MontA w a r. WMany chapterglect a member of

the facultyduring a chapter meeting. &/e a certificate printed for each winreme
chapters choose to make a small donation their charity of choice. Be sure to issue a press
release each time a faculty member is honomdmay wish to include an interview with

that faculty member and the reason the chapter chose to honor tivéenall winnersto

a dinner at the end of the year in their honor at the chapter house or in a facility on
campus. If a chapter so decidedzauld then name &Faculty Member of the Yearmat

that point.

Just like alumni events, faculty events need proper planning and advance notice to any
faculty member invited. Atleastthre@ont hds notice i s gener al e
faculty presencat a chapter event.

EFFECTIVE USE OF AFACULTY ADVISOR

A faculty advisorcan be an invaluableesource for chapters=ven if your campus does
not require a faculty advisor, it is a good ideaéek out a qualified candidaté&aculty
advisors can playraimportant role for a KA chaptefheydo not have to be initiated
KAs, or even malesListed below are a few services faculty members can provide to a
chapter.

1. Serve on the chapterds Al umni Advisory Co
2. Serve as a liaison and representative ferctmapter in faculty relations.
3. Assist the chapter with its solarship plan by speaking taembersabout study
habits and resourcediscussing tips for exam preparation asdlecting
scholarship recipients
4. Assist the chapter in his/her specialty area. (inance professor assist with the
budget)
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General advising for the Number | and the chapter
Attend meetings with other faculty advisors to obtain information and discuss
chapter issues

oo

Many chapterdhave been able tmitiate their faculty advisord# they are eligible and
have served the chapter fam appropriatperiod of time. The Kappa Alpha Lawallow
for a chapter to special initiate any faculty membéryour chapter does not have a
Faculty Advisorthen contact your Greek Advisor or thatbbnal Administrative Office
to identify possible candidates.

RELATIONSHIPS BETWEEN FACULTY AND CHAPTERS

So you have a faculty advisor. Is that all the exposure and the only means of
communicatioryour chapter should have with the faculty? As statelieeafaculty can

have a negative perception of fraternities based off of news reports, history of fraternities
at their university, or even because they grew up watehimgal House Therefore, it is
important to get as many positive image¥af out inthe public. How can chapters as a
whole and its individual members help foster those positive imadgésfz are some
examples:

1. Provide members with a |l etter detailing
excellence. Feel free to includ@ppa Alpha Lawsand pertinent chapter bylaws

showing this commitment. This letter should also ask for the professors assistance

in providing periodic grade reports to help track the members performance.

Arrive to class on time.

Sit in the front of the classroom

Dress andehave like a gentleman when attending class.

Make sure your all of your professors know you by name.

Participate in class discussions.

Get involved in other campus activities

Nogakrwh

These may seem like small behaviors, but if each and every member followeshtiadise
examples, then the faculty members would begin to associate those good students with
Kappa Alpha Ordeand vice versa.
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PARENT RELATIONS

Parents are another important growgh whom to maintain positive and frequent
communication. They havsent their son to college on his own and depend on his

friends, or in this case, fraternity brothers to help take care of him. For this reason, the
chapter must keep its membersé parents as 1in
tips on how to kep the parents of the chapter members informed and involved.

1. Make sure the chapter has the home address of each member. This is usually
done when the Report 2 is completed.

2. Invite all parents to the induction ceremony.

3. Send each new rmddeb welconing tharrsenntd &A that
summarizes the benefits and requirements (esp. financial) of membership.

4. Sendacopyofthe hapt er s budget and a member ship

5. Create a newsletter to be sentalb chapterparents or send them copies of the
chapterds al umni newsl etter.

6. Create a Parentodos/ Mombés Club to assist wi
communication.

7. Host a Parent s Day/ We e kampaveninadnjuricttoe c hapt e
with the universitydés Parent's Day/ Weeken

8. Invite parents talumni everd (i.e. Homecoming, golf tournamenttq.

9. Give each the parent the contact information for the I, II, lll and VI.

10.Host fundraisers in conjunction with parent events (i.e. silent auctions, raffles for
free dues, etc.)

11.Send a Christngawish list of items the chapter may need.

12.Consider asking a parent to serve as a member of the Alumni Advisory
Committee.

To sum all this upkeepthe parentsnformed An informedparent is a happy parent and

a happy parent is one who is more likelystgport their son and his choice to participate
in the chapter
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GREEK RELATIONS

In order to be a successful chapter, you must be willing to communicate with rest of
Greek Life. Thisgoes beyondhosting a sorority mixer/swap, althoutfrat can be one
component. Effective communication among Greek organizations can lead to a better
overall experience.

RELATIONS WITH SORORITIES

It is usuallynot a challenge to encourage &40 interact with sororities. Sororitiean

be a tremendous atsto KAs in terms of recruitment recommendations and the general
image of the chapter. The main challenge is to get chapters to think outside the box.
Relations with sororities do not have to be limited to mixers and chapter parties. There
are other eents and ways to interact that can leave sorority women with an even better
impression oKAs. Here are some examples:

Co-host a philanthropy/service event with one or more sororities.

Host an etiquette dinner at the chapter house and invite sororitynntoragtend.

Host a self defense class for all women on campus

Send each sorority fl owers on their Fou
organi zationds fl ower is and send a bouqu
Send each sorority a note when they accomplisimeshing (i.e. good

philanthropy event, good recruitment claskect new officers, win an award, etc

6. Recommend good female students on campus that would make good members of

their organization

Ppwn PR

o

RELATIONS WITH OTHER FRATERNITIES

It can be challenging toommunicate with our rivalsHowever, vhen fraternities work
togetherfor the Greek communityit creates a better environment for everyone. It
becomes easier to solve problems when they do arise. It can also help with recruitment.
Maybe a certain indidual would not fit with one chapter, but he would at another on
campus. Also, when outsiders see that all the fraternities know how to work together and
respect each other, it shines a positive light on everyone and fights the negative
stereotype thatréternities often receive. Here are some other ideas of ways fraternities
can interact:

1. Co-host a philanthropy event/service event with each other (i.e. if one or more
organizations are competitive in intramurals, then host a sports tournament and
donatethe money to a local charity).

2. Work with IFC and ensuréhat there is at least one IFC service event per year
where every fraternity is required to attend.

3. Dondt be hesitant to congratul ate anot hi
service project, an irmmural championship, or a good recruitment class.
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A Quick Note about | FCo06s

Many of youmight not understand what your IFC does or you may ttialig do nothing

for recruitment. Maybe you are rightBut if we sit back and do nothing about the
problem, ten we become part of the problem. If your chapter does not have an executive
positionin IFC, then it should be one of your top prioritiesolotainone. As a chapter,

you should also be in regular communication with the IFC President to let him know
whd is going on with the chapter. IFC meetings may not seem like they are important,
but simply attending them can have a positive effect on the chapter.
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OTHER CAMPUS RELATIONS

There are other group® communicate withand areago focuson in regads to

campus relations. The communication network for a chaygteds to be as large as

possible. The goal for that network is to have as many positive relationships as
possible in order to expand the chapterobs
of Kappa Alpha Order and for the chapter to be a resource for all those individuals

and groups.

These groups are not unlike other fraternities and sororities on campus in how KA
should interact with them and the reasons for doing so. One obvious teasdoes

not involve other fraternities and sororities is recruitment. Student leadgrsdike!
College RepublicangZollege Democrats andglentGovernmentAssociationan
provide solid upperclassmen students who would benefit from Greek Lifeiead v
versa.

Another easy way to foster good communication and relationships with these groups
is to have your members join them. Political groups, religious groups, SGA-major
specific clubs, honorary fraternities,athletic clubs and any studesperated
organizations are usually not that difficult to gain admission inEach chapter
member should be required to be active in one of these groups.
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COMMUNICATION WITH TH E NATIONAL ADMINISTRATIVE
OFFICE

This section will assist yoin maintaining positive and timely communications with the
National Administrative Office (NAO). The primary goal of the NAO is to assist and
serve its active chapters. In order to perform this service, the lines of communication
between the NAO andsitactive chapters must be as open as possible. There are several
reasons to keep these lines of communication open such as record keeping, accurate
reporting and to avoid any unnecessary sanctiorigieports can be found online at
www.kappaalphaorder.org/portafou may also pay any fees owed to the NAO free of
charge via €€HECK a service provide by Omega Financial.

NATIONAL REPORTING SYSTEM

Report 1 Fall Dues and Insuance

Thisreportallowy ou t o update your chapterods active
by noting those who have graduated, transferred or left school.

The deadline for filing this report Beptember 30th after which a fine of $5.00* per
member will be in effect.

Fees per active brother are:245.00* per active per year ($895* for annual dues and
$160.00* for insurance per year). Fall new members do not pay insurance or dues the
first semester.

Report 2 Induction
This report records the information for yowew members.

*A check for the induction fees ($80.00* per pledge) is to be mailed to the National
Office within 48 hours of induction

*NOTE: This induction fees do not include the fees for the induction packets. The
packets must be ordered sepaiyafrom the National Office and will not be sent
automatically. You must submit a check for $20 for each packet ord@adnduction
packet include3 he Varlet pledge pinManners Born Manners Bre@he Talismarand
Hazing Brochure

For every indution fee that is submitted a credit of $20 will be posted to the chapter
account. This takes place in December for fall new members and in May for spring new
members.
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Report 3 Mid -Year Report
This rert provides financial information needed for IRS filing purposes.

This report is due to the National Office Npvember 15th

Report 4 Initiation Report

This report is used to record the initiationnefiv members.

The initiation fee is $250.00* per new member.

Badges will be shipped in time for the initiation ceremony to chapters who have: (1) paid
all induction and initiation fees, and (2) filed Report 4 at lagstweeksprior to

initiation. (Shingles will be ordered and shipped directly to the chapter. Please allow
four to six weeks for delivery.)

Report 5 The Kappa Alpha Journal Submission

This report calls for chapters to submit items forKlappa Alpha JournalAlthough the
National Adninistrative Office will send out requests during the year, your chapter may
submit information to the Director of Communications at any time. Please mail or email
photographs with your Report 5 when possible.

Report 6 Spring Dues and Insurance

This report helps to update your chapter membership. Also for new members, new
initiates and anyone who did not pay in full in the fall, the insurance assessment is
$80.00* and dues are $42.50*. The deadline for filing this rep&etlisuary 28th, after

which a fine of $5.00* per member will be in effect.

Report 7 Associate Director for Chapter Services
Chapter Report

The Associate Director for Chapter Services will report on his visit to a chaptgivend
his analysis of the chapter and its programs. The chapter, the Alumnus Advisor, the
Greek Advisor and the Province Commander will each receive a copy afterdhstaff
membeffinishes his visit to the chapter.

Report 8 Provi nce Commander

The Province Commanderwile por t on e ac h Thishrepgttsdiledd s pr ogr e

with the National Office.

-17 -



Report 9 End of the Year Report

This report provides the National Officetivsummer address information for chapter
officers. It is due prior to the close of the spring semester.

Report 10 Chapter Annual Report

This report provides the National Office with the updated officer and coaenitt
information following chapter elections. It must be filedbgcember 5.

*Fees are subject to change
KAPPA ALPHA JOURNAL

Another form of communication with the NAO that chapters should take advantage of is

the Kappa Alpha Journal A chapte can submit a Report 5 at anytime which guarantees

your chapter recognition. Too often chapte
A W¥is my chaptenot in the Journal . The answer is al ways, A -
Report 5.0 Cle with ttreating alumimianéwslettérs cargfigd much more

ease in sending a Report 5 along with a picture from chapter &veimtasa fundraiser,

brotherhood or philanthropy event.

ASSOCIATE DIRECTOR FOR CHAPTER SERVICES (ADCYS)

The associate director for ghtar services is the eyes and ears for the National
Administrative Office and is usually the contact person for the chapter to reach the NAO.
The ADCS can be one of the greatest resources for a chapter. These men are trained in
all areas of chapter opéi@ns and can provide guidance for a chapter and its officers.

The ADCSissues a Report 7 that evaluates a chdptlawing his visits. This report
should be used by the chaptex a toll to build on successes and improve deficiencies
The more you comunicate with the ADCS, the more he can assist you and your chapter.
You will receive a lot of correspondence from your ADCS, so please be sure to address
and respond to any correspondence sent by him.

Here are some ways to keep the lines of communitatipen and to make the
relationship between the chapter and the NAO a good one.

1. Be honest and up front about issues in the chapter when asked by a member of the
NAO staff.

2. Submit a Report 5 for ead¢fappa Alpha Journal

3. Check email at leasbncedaily.

4. Return all phone calls andneails sent to you or your chapter by a NA@ff
member within 248 hours

5. Familiarize yourself with the National Reporting System and ensure that your
chapterfiles reports on time and submits payrtefor the reports immedtely.
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6. Work with your Associate Director for Chapter Services and follow the
instructions on his most recent Report 7 to help improve the chapter.

PROVINCE COMMANDER

The Province Commander for your chapter S
Province @mmanders have a wealth of experience in many areas of KA, as well as in

the professional world. Follow the same protocol with Province Commanders as
members of the NAO. Province Commanders are the elected leaders of your province

and should be treateditiv respect. They play a vital role in communication with the

Knight Commander and Executive Directoks members of the Advisory Council, they

are your chapterdos Ilink to the Exeasutive C
members of telskip Or der 6s | ea

Province Commanders also issue reports (Report 8gdmagive your chapter guidance.
Use his reporalongwith the ADCS Report 7 to help improve chapter operations.
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POSTINGS ONWEBSITES/PERSONAL NETWORKING SITES

In our eve-advancing age of technol ogy, it I S T
individual 6s wusage of technology in terms o
Alpha Order. Chapter websitegouTube videosind personal networking sites such as

Facebook ath MySpace are the most common uses of that technology today.

These uses of technology can be one of the greatest assets to a chapter if used properly.
Many chapters use their websitasd YouTube vidosas recruiting tools and set up
Facebook and MySpaaecounts in order to network and advertise their chapter more
efficiently. Both websites and personal networking sites can also be used to promote and
announce chapter events.

It is important to remember that when a member or chapter of KA posts pjstidens,

blogs, images, or anything on their site and they identify themselves as KA, they
representk A . Even i f a memberd6s profile iIs set
password protected, it still poses a threat to KA if something inapprojsigtested

Further, if members are not living the values of KA in their personal actions, then how

does that promote KA?

Listed below are some good rules of thumb regarding postings on chapter websites and
personal networking sites.

1. Passworeprotect chpter websites and request that members set their
Facebook/MySpace profiles to private.

2. Assign a member of the chapter to check all these sites at least once a month.

3. Do not commit nor post any violations of the Kappa Alpha Order Risk
Management Policy, espially underage drinking, bulk quantities and any
violations of the law. For example, if a picture identifies an event as Bid Day
2007, then there shoul dnét be any pictur
member functions should be dry.

4. Donotpostandnnounce parties on either the che
networking sites. This essentially invites anyone to your party, which would be
another violation of the Risk Management Policy.
Remember employers are now researching personal networkasgvehen they
interview job candidates so that should be another reason to keep individual
pages clean and appropriate

One last thing to keep in mind: by no means is someone from the National
Administrative Office monitoring Facebook and MySpace pagesa ®24hour basis.
However, there have been instances where chapters were accused of certain things and
they were found to be true by checking those sites. Please keep these sites under control
and keep the good name of Kappa Alpha Order going on teen@ttas well. The
Executive Council has passed a regulation concerning electronic media:

Members and chapters shal/l refrain from
any name meant teefer to the Order, any of its chapters or his membership in
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any conent, pictures or graphics usedany electronic media that are offensive,
that reflect poorly on Kappa Alph®rder, or that are inconsistemiith the
Constitution,Bylaws, Regulations or customs of teder. This includes but is
not limited to the follaving electronic media outlets: websites or wedngs,
internet postings, blogspnline web communities (i.e. facebook.com or
myspace.com) and onk compilations of photographs€Examples of offensive
material include, but are not limited to the displayatéohol, drugs or drug
paraphernalia, nudity, lewd behavior, offensive language, pregddior
discriminatory statementsgainst individuals or groups or any acts which violate
any and all aplicable laws or regulations tifie state, county, city or ingition of
higher educationAdopted April 6, 2001 and amended May 2@®06.
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GENERAL ETIQUETTE IN COMMUNICATIONS

Communication can be the most important aspect of running a chapter. There are some
general rules to follow when da any sort of communication

1.

Proofread. When correspondence goes oumdi, letters, fliers, anything) on
behalf of the chapter, be sure that it is free of grammatical and spelling errors.
Send it to an English major in the chapter or an alumnug¥oew.

Keep it short and to the point. Think about when you receive your mail. If it is
long and not that interesting, you throw it away.

Do not violate the Kappa Alpha Order Risk Management Policy in any
correspondence, pictures or anything that regmssthe chapter.

Meet deadlines. Do not shortchange the chaptethe recipients of your
communicatiorby not getting information out on time.

Do not leave anyone out. It never hurts to send correspondence and information
to multiple parties, even songeu may not think would find the piece interesting.
Issue both pre and post event press releases to campus and local media sources.
You want to be sure people are aware of your positive activities and that you
accomplishments are well known.
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CRISIS AND RISK M ANAGEMENT COMMUNICATION

The Number | is in charge of the chapter at all times. Everyone in the chapter should be
instructed that the Number | is in charge in case of an emergency situation. In the absence
of the Number [, the clpger should have an established ranking order of officers to take
charge. This order should be written down and accessible to members of the ¢hapter.

addition, t he chaptero6s advisor s, housing
director/resident advis should be notified of this procedural order as well.

If a tragedy or emergency situation occurs within the chapter or at a chapter event you
should follow the following steps:

1. Contact the proper local officials
a. Campus security
b. Local law enforcement
c. Emergency room or EMS
d. Fire Department
e. Poison control
Contact the National Administrative Office
Contact your alumnus advisor
Contact your Greek advisor or university official
Contact your housing corporation
Close the house to all guest and suspend glitehactivities
Clean the outside of the chapter house
Gather the following information
Time and location of the emergency
Who was involved
How serious is the emergency
Specific details of what occurred prior to during and after the event
The names of emngency response team members
If a police report was filed the case or file number
9. Complete a Risk Management Incident Form
10.Call an emergency meeting
a. Al l ow the chapter 6s al umnus advisor,
Commander, or representative of the Na#l Administrative Office
(NAO) to conduct the meeting.
b. Re-emphasize that the Number | is in charge andrtbaine is to speak to
anyone who is not a membef the chapteabout the matterAbsolutely
no oneshould make comments to theedia, not everthe Number 1, the
proper response i f any memberouri s apprc
Nati onal Administrative Office. o0 A sp
media inquiries.
11.All members should cooperate fully with any and all investigations into the
events.
12. Ask members to refrain from wearing KAshirts and other apparel as it may
draw unwanted attention to them from members of the media.

©ONO A WN

~oooow
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If a serious injury or death occurs

If the injury or death occurs to a member provide the proper authoritiastiveir
emergency contact informati on. The chapter
for all members. If not known put the authorities in touch with a university official

who has access to that information. Do not take the responsibility to comeact t
personb6s parents until the authorities hav

If the member passes or due to injury will not return for an extended period of time

and lives in the house, do not move any of his belongings. If he has a rooarmate
roommates make arrangements to have them temporarily moved. After the authorities

have notified the family the Number | or ranking officer may call the parents to offer

the chapterdéds sympathy and offer help. He
belongings if the family wishes. All items that have been borrowed from that member

should be returned before the family arrives. If the parents do not wish for members

to pack items you can offer to arrange to have boxes available and people willing to
help@arry i1 tems. Respect the parentos wishes
asking members to leave the house prior toptleer earrivak take those steps. This

is often an emotion time for parents and t
friends.

It is, of course, proper to send sympathy cards, notes, and flowers to the family. If the
funeral is within a reasonable traveling distance members should consider attending
the ceremonies. Kappa Alpha Order also has a ritual based ceremony that is
acceptable for both public and private ceremonies. (Contact the NAO for details) The
NAO will work with the university or college to ensure that grievance councilors are
available to members. Encourage your members to take advantage of this resource to
helpthem deal with emotions and trauma they may have not experienced before.

If the injury or death occurs to a guest or fimember, do not make any sort of

announcement until the proper authorities, university official, and member of the
NAO staff has arxied.
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RESOURCES

Kappa Alpha Order National Administrative Office
1-800-KAO-1865 or 5404631865
www.kappaalphaorder.org

North-American hterfraternity Conference
317-872-1112
www.nicindy.org

HRH/Kirklin & Co., LLC
8007364327
www.Kkirklin.com

Alumni Newsletters
University PublishingWww.uni-pub.con)
Omega Fiancial (vww.omegatfi.com

Chapter website@hat provided good examples at the time this manual was produced)
www.kao1865.0rg

www.uofmkappaalpha.org

http://web.umr.edu/~ka/

http://www.greeks.psu.edu/ifc/ka/
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APPENDIX

The following are examples of uses of good communication by Kappa Alpha chapters:

ALPHA UPSILON CHAPTER
OF i
KapPPA ALPHA ORDER

CHARTERED 1900

NUMBER 8

FEBRUARY ZO45

|
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I

!
i
i

Alpha Upsilon welcomes Fifty-nine new Brothers in Rush — September, 2004!!!

_ By: Christopher Johnston, Rush

Chairman. Every fraternity on campus
gets geared up once a year for rush, and
this year was no different for the Brothers
of Alpha Upsilon. The way to ensure that
our chapter maintains the excellence it
has gained since retuming to campus four
years ago begins with rush.

It was a long and arduous four days,
but upon the close of Rush 04 there was
a huge sense of success. On bid day
members of the Kappa Alpha Order en-
countered 59 new members running up
the hill with looks of satisfaction across
their faces.

Bid sessions became a little rocky
and monotonous at times, but that is all
part of the process of obtaining the best

guys on campus, which Kappa Alpha
undoubtedly got.

“Rush is what separates the men
from the boys,” Brother Sam Waters of
Jackson, MS said. “You're either a man
Of....... or a boy I guess.” It was an ex-
treme group effort by the whole chapter
that allowed us to yield such a great prod-
uct.

Putting all the long hours aside, rush
was a huge success for the members of
Alpha Upsilon leaving them only to say:

I AM PROUD TO BE A KA!!
Our New Members

are very proud, are:
Matthew Breland Applewhite (Breland) of
Flowood, MS, son of Mr & Mrs Ronald G

~ of whom we
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Harrison Oliver Banks (Harrison) of Mon-
roe, LA, son of Mr & Mrs Gary Graham
and Mr & Mrs Secric E Banks.

Andrew Stephenson Bogle Jr (dndrew) of
Houston, TX, son of Mr & Mrs Andrew S
Bogle.

Matthew Byron Chambliss (Matthew) of
Greenwood, MS, son of Mr & Mrs Ken-
neth Hines.

Ryan Hamilton Close (Ryan) of German-
town, TN, son of Mr & Mrs Paige Close.
Michael Charles Coleman II (Michael) of
Olive Branch, MS, son of Mr & Mrs Mick

Coleman and Mrs Kathy Coleman.

Keven Bland Cooper (Kevin) of Oxford,
MS, son of Mr & Mrs Phil Cooper.

Patrick Hunter Dogan (Patrick) of Jacksen,
MS, son of Mr & Mrs David W Dogan II1.

(Continued on page 2)
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Fage ?

(Continued from page 1).

Joel Jordan DPowns (Jordan) of Pearl,
san of Mr & Mrs Joel K Downs.

William Wright Drummond (Wright) of Mid-
iand, TX, son of Mr & Mrs Gene Drum-
mond.

David Bradley Earwood (8rad) of Columbus,
MS, son of Mr & Mrs David C Earwood.
John Coleman Ellett (Cole) of Gainesville,

FL, son of Mr & Mrs Edward C Ellett.
Bailey Robertson Fair (Bailey) of Jackson,
MS, son of Mr & Mrs George Fair.
David Matthew Ferree (Mart) of Nashville,
TN, son of Mr & Mrs David A Ferree.
William Adams Frazier (#ill) of German-
TN, son of Mr & Mrs Timothy B

MS,

own,
Frazier.

William Francis Gillis Jr (William) of Colum-
bus, MS, son of Mr & Mrs William F
Gillis.

Todd Antheny Grow (Todd) of Scotisdale,
AZ, son of Mr & Mrs Dan M Grow,

Lance Haywood Gurley (Lance) of Alpha-
retta, GA, son of Mr & Mrs Will Gurley.
Harold Eugene Haney I (Hunter) of Oxford,
MS, son of Dr & Mrs Harold E Haney Jr.
Dan Maurice Harrison I (Dan) of Newton,

MS, son of Mr & Mrs Dan M Harrison.

Robert Evans Heithaus Jr (Evans) of Hatties-
burg, MS, son of Mr & Mrs Robert E
Heithaus.

Andrew Tyler Holmes (7Tvier) of Jackson,
MS, son of Mr & Mrs Luther C Holmes.

Kyle Robert Husband (Kyle) of Hunisville,
AL, son of Mr & Mrs Floyd Husband.

Kyle Edward Jacobson (Kyie) of Arlington,
TN, son of Mr & Mrs Carl Jacobson.

Daniel Travis Johnston (Daniel) of Jackson,
MS, son of Dr & Mrs Carey Alan Johnston.

Brady William Lance (8rady) of Ackerman,
MS, son of Mr & Mrs John Lance.

William Nix Maddex (#ill) of Memphis, TN,
son of Mr & Mrs James Madox.

Robert Crawford Martin (Rob) of Alexander
City, AL, son of James Robert Martin and
Mrs Leigh Martin.

William Van Martin (Fan) of Memphis, TN,
son of Mr & Mrs William G Martin.

Myles Dillon McDougal (Myles) of Batesville,
AR, son of Mr & Mrs Kirk McDougal.

Jeffrey Lowe McMullan (/eff) of Hattiesburg,
MS, son of Mr & Mrs Wyche McMulian.

Dustin Joseph Meyers (Dustin) of Tyler, TX,
son of Mr & Mrs Don Meyers and Mrs
Kimberly Shrier.

Barrett English Mitchell (Barretf} of Hickory,

i(appa Arpna at Ule Miss

NC, son of Mr & Mis James R Mitchell.

David Wesley Mockbee (Wesley) of Jackson,
MS, son of Mr & Mrs David Mockbee

William Alexander Moffett (Alex) of Oxford,
MS, son of Mr & Mrs Larry D Moffett.

Evan Davidson Nerton (Evar) of Memphis,
TN, son of Rev Mr & Mrs Ed Norton.

Joseph Preston Oglesby I (Preston) of At
fanta, GA. son of Mr & Mrs Joseph P
Oglesby, Jr.

Benjamin James Overwyk (Ben) of Hickory,
NC, son of Mr & Mrs James Overwyk.

Hunter Locklin Palmer (Hunrer) of Franklin,
TN, son of Dr & Mrs Lee M Palmer.

Christopher Brand Patterson (Brand) of
Macon, GA, son of Mr & Mrs Lance Patter-
san.

Christopher Mark Pepper (Chris) of Nash-
ville, TN, son of Mrs C W Pepper and
Mark J Pepper.

Paul Anthony Rector (Anthony) of Vicksburg,
MS, son of Mr & Mrs Kenneth B Rector.
Stewart Christopher Rhodes (Stewarr) of

Humboldt, TN, son of Jimmy Rhodes.

William Bryant Ridgway HI (#ill) of Jack-
son, MS, son of Mr & Mrs William Bryant
Ridgway Jr.

William Anthony Robbins
(Willy of Birmingham,
AL, son of Mr & Mrs
Antheny M Robbins.

Patrick Miller Robinson
(Patrick) of German-
town, TN, son of Mrs G
L Gardell and Mr & Mrs
Miller Robinson [1.

Jordan Lee Russell
(Jordan) of Ridgeland,
MS, son of Dr & Mrs
Randy H Russell.

Matthew Elder Ruther-
ford Jr (Mart) of Mem
phis, TN, son of Mr &
Mrs Matthew E Ruther-
ford.

Stephen Wayne Shaw
{Stephen) of San Anto-
nio, TX. sen of Mrs
Robert R Shaw, E

Kyle Hudson Smith (Kyle)
of Collierville, TN, son
of Mr & Mrs Jimmy L
Smith. |

Robert Villines Stephen-|
son Jr (Rob) of Chelsea, |
AL, son of Mr & Mrs‘

New Memberrs getting acquainted on the new balcony of
the K4 House 6 fo llowing the induction ceremony on sz

Robert V Stephen: :
Hunter Eugene Taylor (Hunter) of German- -
town, TN, son of Mr & Mrs Edwin Eugene
Tayior.
Raymond Heath Viner (Hearh) of Birming-
ham, AL, son of Mr & Mrs Stan Viner.
Douglas Weatherford Ward (Doug) of Madi-
son, MS, son of Mr & Mrs Greg Ward
Justin Morgan Wiggers (Morgan) of Jackson, .
MS, son of Mr & Mrs Richard Gray Wig-:
gers Jr.
Austin Stephen Wilson (Ausrin) of Wilming-
ton, NC, son of Mr & Mrs Stephen N Wil-:
soh.
Andrew Mauldin Wood (dndrew) of Oxford
MS, son of Mr & Mrs Stephen N Wood.
Thomas Benton York (Benfon) of Jackson,
MS, son of Mr & Mrs Frank S York [1L
Patrick Dogan was elected president:
of the class of New Members; Evan Nor-|
ton was clecccd Vice President; and Ben-
ton York was elected Secretary
CONGRATULATIONS to all these.
new KA’s. We look forward to uutiaimg
them in January!

day, September 26, 2004.
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