The By-Laws of
The Alpha Nu Omega Chapter of
Phi Theta Kappa Honor Society at
HACC, Central Pennsylvania’s Community College

Articlel. Doctrine

The articles of faith and the duties charged tontleenbership shall be those set forth in the
Constitution and By-Laws of the Alpha Nu Omega GaaANQ) of Phi Theta Kappa Honor
Society (POK).

Articlell. Member ship Privileges and Duties
Section 2.01 Member ship Eligibility

Membership in the NQ Chapter shall be by invitation from the CollegBi®vost, Vice
President of Academic Affairs and Enrollment Marragat to students who have completed a
minimum of 12 college-level credits at HarrisburggA Community College, Central
Pennsylvania’s Community College (HACC) and havail¢d a cumulative GPA of at least 3.5.
Candidates for membership are strongly encouragatténd both the orientation and induction
programs in order to receive an understandingettivantages and benefits of membership in
the Phi Theta Kappa Honor Society. Once indugtezinbers must maintain a minimum
cumulative GPA of 3.25, for college-level creditsmpleted. If a members’ GPA falls below a
3.25, the member will be placed on probationartustas per the Constitution Article 1V,
Section 4.01(a).

Section 2.02 Revocation of M ember ship

In the event that a member does not meet the mminaguirements as stated in Article IV,
Section 4.02 of the Constitution, the name of tleeniner shall be removed from the Chapter and
the International membership rolls.

Section 2.03 Service Points

(@) Members earn two (2) service points for every djehpur of volunteer service
performed in any of the following areas:
1) ANQ Chapter
2) Harrisburg Area Community College
3) Local and global communities

(b) All members receive two (2) service points for eaweting attended. Points are
awarded according to the attendance register sigpedch member.

(c) In order to stay in good standing with the Chaptembers arencouraged to perform
a minimum of 20 service points per semester.
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(d) Twenty (20) service points are granted to eachc®xffiten (10) service points are
granted to each Executive Assistant, Committee Fangect Chairs. Service points are
granted for service outside of said duties as dtat¢he By-laws, Article 1V, Section
4.0.3(b). All service performed should be recorttedhe purposes of Hallmarks, job
duties and future assignments.

(e) To receive credit for volunteer services performesyice point forms should be
completed and submitted monthly to the Recording&ary.

(f) Service point forms received after January 15 méll be considered for accounting
purposes but will become a part of the Chaptechige records. Service points are
credited on a bi-annual basis as follows:

1) Spring semester — January 1 to June 30
2) Fall semester — July 1 to December 31

Articlelll. Meetings
Section 3.01 Procedures

The procedural rules governing the meetings oAtN€ Chapter shall be consistent with
Robert’s Rules of Order.

Section 3.02 Membership M eetings

(a) Meetings shall be scheduled at least once a momth the start of the first month of
the fall semester, excluding December, to thefldstnonth of the spring semester.

(b) Meetings will be conducted at the time and placdgehe Chapter Advisor and
Chapter President of theNX) Chapter.

(c) Notice should be given to the full membership reslghan one (1) week in advance.

Section 3.03 Executive M eetings

(a) No less than one (1) Executive Council meetingrpenth shall be scheduled
throughout the entire year. Acting on behalf & @hapter during the summer months,
the ANQ Chapter Executive Board shall establish the agédaembership meetings
held during the academic year.

(b) Executive Council meetings will be held at the tiamsl place established by the
Chapter Advisor and Chapter President who shadl giveast one week notice orally,
or in writing, to all fellow Council members.

(c) Notice should be given to the Executive Counciless than one (1) week in advance.

Section 3.04 Campus M eetings

(a) Campus meetings will adhere to the Constitutioriche VI, Section 6.0.1(b).
(b) Meetings shall be scheduled at least once a momth the start of the first month of
the fall semester, excluding December, to thefldsimonth of the spring semester.
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(c) Meetings will be conducted at the time and pladdgehe Campus Advisor and
Campus Liaison of the dQ Chapter.
(d) Notice should be given to the full membership reslthan one (1) week in advance.

Section 3.05 Committee and Project M eetings

Committee and Project meetings will be conductexb@aiing to the Constitution, Article VI,
Section 6.0.1(c). Oral reports of meetings shalgiven to the members at the following
Chapter General Meeting.

Section 3.06 Special Meetings

(a) Any member via a formal written request made tbezithe Chapter President or
Chapter Executive Vice President and approved éytapter Advisor and the
Executive Board may call special meetings of theegal body. A meeting shall be
called within twenty (20) working days from the apyal date.

(b) The Chapter President or Chapter Executive Vicsiéeat may call special Executive
Council meetings upon written request from the mexsitip. If the Chapter Advisor
and the President or Executive Vice President ajgsrthe request, a meeting of the
Executive Council shall be called within ten (1@rking days.

(c) The Chapter President may call a meeting at ang.tiAppropriate notice shall be
given to the attendees (either Executive Coundillbmembership) no less than seven
(7) days in advance.

ArticlelV. Executive Council and Their Duties

The Executive Council of the Chapter shall be thegpal body of the AQ Chapter and shall
consist of the Chapter Advisor(s), Campus AdvisBrecutive Board, Campus Liaisons,
Chapter Assistant(s), and Executive Assistanf{$)eir function is to formulate plans for the
benefit of the Chapter and review ideas presenyatidomembership. The Executive Council
will present ideas to the membership for final @wat.

The Executive Council will review Campus Guidelinesore they are submitted to their
Campus Administration.

Section 4.01 Chapter Advisor(9)

(a) The Chapter Advisor(s) shall be a member of HAC€Lity or staff and be appointed
by the President of HACC.

(b) Work closely with the Executive Board in plannimglaexecuting programs.

(c) Assist the Executive Council in directing activétief the Chapter.

(d) Oversee each Executive and General meeting.

(e) Ensure that all of the dQ Chapter activities follow the rules and regulaticet forth
by ®OK and HACC.

() Oversee the annual report requirediyK.

(g) Appoint an interim Chapter President, if necessary.

(h) Be notified of all Chapter activities.
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(i) Sign official College and Chapter forms as required

(1) Meet periodically with the President of th&Q Chapter, in order to discuss
communication withb®K Headquarters, Middle States Regional Headquasdatsthe
Executive Council.

(k) Act as a professional Chapter representative &tabter, College, regional, and
international events.

(I) Perform other duties pertaining to the Chaptersaggaed by the College President.

Section 4.02 CampusAdvisors

(a) The Campus Advisor(s) shall be a member of HACQlfgor staff, recommended by
the Chapter Advisor(s), and approved by the ColRgsident.

(b) Work closely with the Executive Council in planniagd executing programs for their
campus.

(c) Attend the Executive and General meetings of thap@ir.

(d) Attend their Campus meetings of the Chapter.

(e) Ensure that all NQ Chapter activities follow the rules and regulaticet forth by
®OK and HACC.

() Keep abreast of all Campus and Chapter activities.

(g) Sign student activity forms, requisitions, and otbiéicial documents required by the
Campus.

(h) Be concerned with the stated aims of the Chapteshall consult with the Executive
Council on a regular basis.

(i) Attend Chapter activities.

(i) Act as a professional Chapter representatival &hapter, College, regional, and
international events.

(1) Perform other duties pertaining to the Chaperassigned by the Chapter Advisor,
Campus administrators, or College President.

Section 4.03 Executive Board

(a) General Requirements

1) Officers must be members in good standing of the&2AChapter, must be enrolled
at HACC, carrying at least three (3) college-lesreldits per fall and spring
semester during their term of office.

2) Officers shall perform the duties in the Constantand By-laws and shall deliver
to their successors all materials pertaining tir ttespective offices no more than
10 business days following the end of their term.

3) Officers shall familiarize themselves with the @t edition of the Constitution and
By-laws of ®OK, the current edition of the Constitution and Byaof the ANQ
Chapter, HACC policies and procedures, and pariang procedures.

4) Both incoming and outgoing Officers shall attene @hapter Leadership
Workshop.

5) Act as a professional Chapter representative &tabter, College, regional, and
international events.
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6) Officers shall attend all official Chapter and plarg meetings. Officers may be
excused from their Executive responsibilities aftemsultation with the Chapter
President and approved by the Chapter Advisor.

7) Officers shall monitor their officer email at leastce a day. Officers will respond
to emails within two business days, when a respaappropriate.

8) Attend a minimum of one Campus meeting per semastscheduled by the
Officers unless excused by the Chapter Presidecansultation with the Chapter
Advisor.

9) Shall attend the Chapter Leadership Workshop.

10) Officer shall attend all Chapter member orientagiand induction ceremonies.

(b) Officer Duties
The responsibilities for the Chapter Officers imt#ybut are not limited to, the
following duties:

1) Chapter President

a)
b)
c)

d)
e)
f)
9)

h)
)
)
K)
1)

Meet with the Harrisburg Student Government AssamaSGA) for the

annual budget meeting.

Govern Chapter Executive and General meetingstablistied by Robert’s
Rules of Order.

Shall submit, or appoint another Officer to subraikrequested reports tbOK
Headquarters, Harrisburg SGA, and the proper cel&ghorities.

Has the authority to sign all paper documents pengto the ANQ Chapter.
Present an oral monthly report to the membership.

May serve on any committee as an ex-officio member.

Represent the KQ Chapter at Society, College, and Community mestargl
events.

Shall assume the duties of a vacant Officer positiatil an interim officer can
be appointed by the Chapter President in consoittatith the Chapter Advisor.
Act as liaison, in conjunction with Chapter Advi&)r between the Chapter and
International and Regional Headquatrters.

Act as liaison, in conjunction with Chapter Advi&)r between the Chapter and
College community.

Oversee all officers.

Oversee the Campus Liaisons, in conjunction wigh\fice President of
Operations.

m) Meet with the College President during the fall setar to discuss Chapter

n)
0)

p)

goals, projects, and concerns.

Meet with College administrators and other offisjads appropriate, in
consultation with the Chapter Advisor.

Meet with the Chapter Advisor to discuss Chaptelggrojects, and concerns,
as required.

May appoint an assistant to help with the dutiethefoffice.
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2) Executive Vice President

3)

4)

5)

a)
b)

c)

d)
€)
f)
9)

Assume the presidential responsibilities in theeabs of the Chapter President.
Assume the duties of the Vice President of ProgramasVice President of
Operations in their absence or resignation.

Shall assume the duties of the Chapter Presideheisvent of a Presidential
resignation until a special election is held tbtfie vacancy of the President as
described in the Constitution Article V, Sectio0Xf)(g).

Assist the Chapter President as required.

Shall attend monthlANQ executive and/or general meetings.

Preside over the Vice President of Operations and Fresident of Programs.
May appoint an assistant to help with the dutiethefoffice.

Vice President of Operations

a)
b)
c)

d)
e)

f)
9)
h)
)

Oversee the Campus Liaisons in conjunction withGhapter President.
Present an oral report to the membership at akgémeetings.

Provide written weekly status updates to the Pessiend Executive Vice
President, or as requested.

Shall attend monthly NQ executive and/or general meetings.
Communicate with Campus Advisors bi-weekly regagdiommittees and
projects.

Oversee all Chapter committees unless otherwisgreesssto another Officer.
Appoint all committee chairs unless otherwise as=igto another Officer.
Create, oversee, and dissolve ad-hoc committeeprafetts.

May appoint an assistant to help with the dutiethefoffice.

Vice President of Programs

a)
b)

c)
d)

e)

Present an oral report to the membership at akbigémeetings.

Provide written weekly status updates to the Pestiednd Executive Vice
President, or as requested.

Initiate College-wide activities that relate to theéernational Honor Study
Topic.

Plan and implement College-wide projects that esfatthe international
Service program.

Initiate College-wide activities that relate to tMeldle States Regional
programs.

Plan and implement College-wide activities thaatelto the Chapter projects.
Communicate with Campus Advisors bi-weekly regagginograms and
projects.

Oversee the Hallmark Committee.

Appoint a Hallmark Committee chair, if needed.

Be familiar with all international, regional, andh&pter level programs.
May appoint an assistant to help with the dutiethefoffice.

Recording Secretary

a)
b)

Take attendance at all meetings and ceremonies.
Record minutes of all executive and general mestaighe ANQ Chapter.
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6)

7

c) Maintain records of all meetings.

d) Maintain member contact information.

e) Attend to and maintain a file of all Chapter cop@sdence.

f) Maintain proper files of all present and past awio

g) Maintain a record of service points for all actmembers.

h) Provide weekly status updates to the Presiderts oequested.

i) Keep an up-to-date copy of the Constitution andd@ys and have this copy
present at all meetings.

j) Provide a copy of meeting minutes to the Memberdbi@mpter Executive
Council, and HACC administration.

k) May appoint an assistant to help with the dutiethefoffice.

Public Relations Secretary

a) Write or approve press releases for tiCAChapter to be submitted to
HACC'’s Public Relations Department for review.

b) Write or approve press releases for thNCAChapter to be submitted to
HACC’s Campus newspapers.

c) Prepare and maintain theN& Chapter yearbook fab®K Headquarters,
Middle States Regional Headquarters, and Stateimgsednd conventions.

d) May create a committee to prepare and maintai\tk@ Chapter yearbook.

e) Create and distribute monthly newsletters, flyarg] publications to
appropriate members, advisors, and faculty of HA@@puses.

f) Create and distribute anNK) semester newsletter.

g) Provide weekly status updates to the Chapter Rmetsid

h) Promote a greater awareness of tNCAChapter and its activities to the
members, faculty, community, ade®K HQ and Chapter’'s Regional
Coordinator.

i) Promote a greater awareness of the scholarshgengap, fellowship, and
service opportunities to the membership.

j) Advertise programs and activities of th&V@ Chapter.

k) Work directly with the Chapter Executive Councida@ommittees of the XQ
Chapter, Harrisburg SGA, HACC's Director of PuldRelations, and the HACC
Campus newspapers.

l) Oversee the Photography Committee, Website Conmendied Yearbook
Committee.

m) Appoint committee chairs for Photography, Website] Yearbook as
necessary.

n) Present an oral report to the general memberstapcht general meeting.

0) May appoint an assistant(s) to help with the dutiebe office.

Treasurer

a) Meet with the Chapter President and the Studene@owent Association for
the annual budget meeting.

b) Adhere to the Budget Guidelines of the Student Guowent Association.
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c) Prepare written financial reports for the ExecutB@mmittee on a monthly
basis, and provide an oral presentation of thestngeto the body at each
general meeting.

d) Implement and oversee all Chapter fundraisers.

e) Provide weekly status updates to the Presideras oequested.

f) Keep an accurate record of receipts and disburgsmen

g) Authorize and prepare requisitions for purchase,deimbursements, and
expenditures that have been approved by the gelnedgl

h) Deliver written monthly financial records to Habiigg SGA.

i) Oversee the Ways and Means Committee.

j) Appoint a committee chair for Ways and Means, asssary.

k) Give an oral report to the general membership omi@idtee updates.

l) May appoint an assistant to help with the dutiethefoffice.

Section 4.04 CampusLiaisons

(a) Attend, or appoint a representative to attend, ligrANQ executive and/or general
meetings.

(b) Provide a written report of monthly activities betcampus to the Chapter President,
Executive Vice President, and Web Chair.

(c) Present an oral report to the general memberst@pdt general meeting.

(d) Provide weekly status updates to the PresidenEaedutive Vice President, or as
requested.

(e) Establish and attend at least one meeting per nanthe regional campus, as per the
Constitution Article VI, Section 6.01(b).

() Record campus meeting minutes and send them ©hapter President and Executive
Vice President within one week after the meeting.

(g) Send the list of meeting and activity attendeefi¢oRecording Secretary on at least a
monthly basis.

(h) Work with the Vice President of Programs to ingiactivities that relate to tlieOK
programs, Middle States Regional programs, and €hapojects.

(i) Inform campus members of service opportunities.

() Attend, or appoint a representative to attendS&A required meetings at their
campus.

(k) Adhere to all current Campus and SGA rules andla¢iguas.

() Attend the Chapter Leadership Workshop.

(m) May appoint an assistant to help with the dutiethefoffice.

Section 4.05 Chapter Assistant

(a) Shall be appointed or removed by the Chapter Ad{g$on consultation with the
Chapter President, and shall serve one year subjeeappointment at the Annual
Recognitions Banquet.

(b) Be an alumni member in good standing with thCAChapter oilbOK.

(c) Assist the Executive Council, as well as assishaity Chapter activity or event, when
needed.

(d) Assist with training and encouraging the ExecuBeoard.
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(e)

(f)
(9)
(h)

(i)
0)

Assist with the Chapter Ceremonies, which may idejlbut are not limited to:

1) Assist with obtaining necessary items for Oriewtatinduction and the Annual
Awards Banquet

2) Assist with setup and disassembly of the Ceremaaa@h

3) Assist with the setup of items in the Banquet rdptacing plaques, banners,
Kappa Cub, and Chapter awards on the appropridlesia

4) Assist with student sign-in for Orientation and tistion

5) Assist with the Induction Ceremony, as directed

6) Assist with returning items to their appropriaterage

Ensure appropriate items are engraved for tN©Ahapter Annual Recognition

Banquet.

Assist the Chapter Advisor(s) and the Chapter witiofreading and submitting the

Hallmark Award entries.

Assist the Chapter Advisor(s) and the Chapter Beasiwith the paperwork fab@K

and Middle States Regional levels.

Attend the Chapter Leadership Workshop.

Act as a professional Chapter representative &lapter, College, regional, and

international events.

Section 4.06 Executive Assistants

(@)
(b)

The primary duty of the Executive Assistant is ¢sist their respective Officer in the
carrying out of the duties and responsibilitieslagsen by the Officer.
Does not have a vote during Executive meetings.

Article V. Committees and Projects

Section 5.01 Chairperson Duties

(@)

(b)
(€)
(d)
(e)

(f)

(9)

May designate; in collaboration with the Vice Pdesit of Operations, Vice President
of Programs, Public Relations Secretary or Treasar€o-chairperson(s) from the
ANQ membership to assist with the duties of the cotesit A Co-chairperson may be
appointed for each campus on which the committeetise.

Responsible for the operation of the committee.

Adhere to Chapter’s goals pertaining to commiteeas projects.

Communicate with each of the committee members.

Conduct periodic assessments of the Committee @t provide a written report of
the achievements and assessment findings withigessilutions to the Executive
Council.

Submit monthly written reports to the Chapter Riest, Executive Vice President,
Public Relations Secretary, and Treasurer via thapr Event Description form as
approved by the Executive Council.

Send the list of activity attendees to the Recagy@ecretary after each event on the
Chapter Event Description form as approved by tkecHtive Council.
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Section 5.02 Nature of Committees

(@)

(b)

Standing Committees

Standing committees are permanent committees teatesigned to assist in achieving
ANQ Chapter goals. The committees will consist otmtéers from the NQ Chapter
membership, managed by a chairperson, and supétwsthe respective Officer as
stated herein.

Ad-hoc Committees and Projects

Ad-hoc committees and projects shall be establishedighout the year, as needed.
They shall be terminated when their goals have laebreved, or upon the
recommendation of the Executive Council. Ad-homuouttees and projects shall be
formed by the Vice President of Operations, VicesRtent of Programs, or by
recommendation from the membership and approvetéyice President of
Operations or Vice President of Programs. The cit@es or projects shall consist of
volunteers from the membership, led by a chairpgergioo is recommended by the
Vice President of Operations or Vice PresidentrogPams.

ArticleVl. Amendments

The By-laws of the NQ Chapter may be amended at any time in the follgwimanner:

(@)
(b)
(©)
(d)
()

Proposed amendment(s) must be submitted, in writinthe Executive Council by any
active member.

After review and approval by the Executive Couritie amendment(s) shall be
presented to the entire membership for one full thhon

The amendment(s) shall be open for discussioneofémeral membership. Approval
shall require a three-fourths vote of the activenbers present at a General meeting.
Upon membership endorsement, amendment(s) shallllbaitted to SGA, College
administration and Phi Theta Kappa Headquarteragproval.

Upon approval, the amendment(s) shall be incorpdrat
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