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INSTRUCTIONS FOR CHAPTER MODERATORS

Moderator duties take very little time annually and
moderators may ask another faculty member,
graduate student or department secretary to assist in
some duties.

1. Hold at least one meeting a year, including an
annual initiation ceremony for any new members.
Have each candidate for membership complete a
Membership Form (available: Moderators >
Forms section of the website); keep the forms on
file in your department.

2. Enter new member information (just student
names and induction dates are required) into the
online database; if student information is not
entered into the database, the national office has
no record of your inductees.

3. Place a single-not multiple—order for
memberships via the database, and make
payment using credit/debit card. Submit orders at
least 5 weeks prior to your ceremony; no later
than Nov. 20 (fall) or Apr. 20 (spring). Late
requests are not accepted. Payment by check is
also available; consult the online How to Use the
Database brochure for instructions.

4. Encourage your best undergraduate students to
apply for a Pi Delta Phi scholarships for summer
study abroad.

5. Send any chapter news and photos (to include
captions of any student names) for publication in
our newsletter. We also welcome additional
photos of the French-speaking world:
news@pideltaphi.org

6. Join the Pi Delta Phi listserv in order to receive
occasional reminders, election ballots, and
important information.

8. Consider keeping an extra set (or two) of honor
cords in your office for students who desire cords
at the last minute.

9. Assure that any new chapter moderator
completes either the online (via the database)
Change of Moderator Form; submissions allow
the national office to keep chapter records up-to-
date.

10. Before referring to PDP brochures or displaying
PDP posters, make sure to download the most
up-to-date PDF files from the national website,
sinc they are subject to annual changes and
updates.

ANNUAL FALL DEADLINES

» Sept. 1—Deadline for scholarship winners to
submit a report about their study abroad experience
and thank you letter in writing to the Executive
Director.

* Oct. 1—Recommended date for students to submit
membership forms and payment to the Moderator.

* Nov. 1—Deadline (postmarked) for Regular
undergraduate members to submit scholarship
applications for summer study abroad.

* Nov. 1—Deadline for fall newsletter submissions:
news@pideltaphi.org

» Early Nov.—National Pi Delta Phi Day celebrated
annually on the first day of AATF's National French
Week.

* Nov. 20—Deadline for orders and full payment of
memberships for fall inductions.

ANNUAL SPRING DEADLINES

* Feb. 15—Deadline (postmarked) for graduate
student members to submit applications for the
Graduate Student research award.

» Mar. 1—Recommended date for students to submit
membership forms and payment to the Moderator.

* Apr. 1—Deadline  for  spring  newsletter
submissions: news@pideltaphi.org

* Apr. 20—Deadline for orders and full payment of
memberships and sup-plies for spring inductions.

* May 15—Recommended deadline for chapters to
submit online Change of Moderator Forms.

Planning a chapter website or social media group?
Please adhere to our guide-lines for websites and
social media groups.

Please order supplies and memberships well ahead of
time and consider doing so at the beginning of the
semester.

Questions about your membership and supplies order?
Contact the Executive Director: director@pideltaphi.org

Follow us: ﬂ m ‘@)

Contacts:

General information: info@pideltaphi.org
Executive Director: director@pideltaphi.org
Submit news & photos: news@pideltaphi.org
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COMMONLY ASKED QUESTIONS

1. What will our local chapter name be? Will it
be Pi Delta Phi?

Each new chapter is assigned Greek letters (e.g. Mu
Alpha); the designated Greek letters are, however,
not assigned until the date of the installation of your
chapter has been confirmed. Chapters may not
select preferred Greek letters. Your chapter should
always include your chapter designation in any
documents, chapter webpage or chapter social
media group or page, etc., such as:

e Pi Delta Phi, Chapter Mu Alpha
e PiDelta Phi (Augustana University)

An exception to this policy is the list of college honor
societies on your institution's website or in its college
catalogue; such lists typically include only the official
names of the societies and do not include the Greek
letters that designate local chapters.

Please refer the guildines for chapter webpages and
social media groups, located via the Students >
Networking on the national website.

2. How many induction ceremonies for new
members should | hold annually?

Once your chapter is officially installed, each chapter
should hold at least one meeting each year,
including a ceremony to induct any new members.
You may elect, however, to hold multiple induction
ceremonies in order to coincide with National French
Week, a college celebration to recognize all campus
honor societies, etc. Because some students might
be studying abroad, participating in off-campus
internships, or completing student teaching
requirements, some chapters choose to hold both
fall and spring induction ceremonies. The spring
ceremony might, for example, serve as your main
event and include a full program, guest speaker,
banquet or dinner at a local restaurant, etc. A
smaller ceremony might take place in the fall, even
in the office of the faculty moderator, and include a
current member reading a poem, and coffee and
cookies after the ceremony. Induct new members,
however, only during official ceremonies. If you have
no eligible candidates for membership in a given
academic year, we suggest that you still hold a
meeting of current members that may occur during a
luncheon, dinner or even coffee hour. If you plan to
assemble a program and wish to print the names of
faculty and others who are already members of Pi
Delta Phi, you might like to include the chapter in
which they were inducted, such as:

Dr. Olga Amarie (Mu Phi)

3. What kinds of activities do other chapters
include during their induction ceremonies?

Many chapters include a program of some kind,
especially for the official installation of a new
chapter. The ceremony, and indeed your annual
ceremony (or ceremonies) to induct new members
may be simple or quite extravagant; much depends
on the moderator's time, and on your department,
institution, and enthusiasm of students. For example
some chapters include:

poetry or prose passages read by students

presentation of student research projects

scenes from plays

a selection of French classical music played

or sung by students

e comments from faculty about important
French-speaking literary figures, historical
events, trends, etc.

e presentations given by students who
recently studied abroad

e invited guest speakers including Alumni

e adinner at a local restaurant, or luncheon,

banquet, or a simple coffee and cookies

hour on campus

Moderators are free to include any type of activity
that is appropriate for a national academic honor
society.

We also encourage, especially for the official
installation of your chapter, to invite members of the
administration, a representative from your school
and/or local newspaper, etc., so that your chapter
and indeed your French program might benefit from
as much exposure and press from the event as
possible. But again, all this is up to the chapter
moderator and department.

4. What kinds of activities and projects do
chapters organize and sponsor throughout
the year?

Although not required, we do encourage chapters to
promote French and to sponsor some activities
during the academic year. Much depends on the
schedule and availabiltiy of chapter members and
the moderator. Chapters may also coordinate and
co-sponsor activities with the college French club,
other language and/or non-language honor
societies, an international student organization, a Pi
Delta Phi chapter at another school, a local Alliance
Frangaise, etc. Chapters have reported sponsoring
the following activities:
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¢ members of the language honor clubs serve
as official campus foreign language tutors,
or amabassadors for international students

e French or foreign language film series

e campus or community French conversation
tables

e after-school or weekend French language
lessons or camps for children

e outreach to area public and private K-12
school French language classes

e a chapter service learning project on- or off-

campus

gathering books to send to Africa

fundraiser for a French-speaking elementary

school in Haiti

bake or crépe sale

Mardi Gras bead sale and celebration

photo or poster contest

celebrating AATF’s National French Week

promoting National Pi Delta Phi Day

(observed annually on day one of AATF's

National French Week):

www.frenchteachers.org

5. Our chapter has not been active for several
years, does it cost anything to reactivate?

Reactivation costs nothing. Once logged into the
database, complete the New/Change of Moderator
Form. Contact the National President if you don’t
remember or have a chapter login and password.
Download and follow the How-fo Reactivate
brochure, located in the Moderators > Forms section
of the national website.

6. Our chapter is unable to find our banner
and/or charter. Can we request a new one?

Yes. Replacement banners and charters are
available for purchase through the online database.
Replacement charters will bear, however, the current
date and signatures of the current President and
Executive Director. Your original chapter number
and Greek letters will remain unchanged.

7. How do I fill out the certificates? Can | run
certificates through my laser printer?

Sample completed certificates are available in

the Forms section of the website. Moderators can
use the Certificate Template (Word .doc) and How-to
Print Certificates brochure to print student names
and other information using a laser printer.
Certificates can also be completed on a typewriter,
using calligraphy, or simply by someone who has
nice handwriting.

8. Since I’'m a busy faculty member, can |
request that the Pi Delta Phi national office
train my assistant or dept. secretary to use
the database and to fill out forms or
certificates correctly?

All of the national officers are volunteers and full-
time faculty members. We thus regret that we don't
have staff to train your assistant. We rely on
moderators to read and to understand the moderator
duties, how to use the database, how to fill out
certificates, etc. All documents, forms, how-to
brochures, and other information needed to serve as
chapter moderator are available in the Moderators
section fo the website. Chapter moderators are thus
responsible to train correctly any office staff or
student assistant to use the database.

9. Can | use a departmental or personal credit
card to pay for memberships and supplies?

Yes. Credit card payments are the preferred method
can can be completed through our database;
however, if you need a detailed invoice, please print
the completed Supplies (Membership) online order
form before making payment.

10. When | place an order for memberships in
the database, can | choose to enter the new
student information at a later date?

We strongly advise chapter moderators to enter new
student information into the database at the time an
order is placed; only student names and induction
dates are required. We've unfortunately discovered
that some moderators have not entered inductee
names and information from ceremonies held from
over a year ago or more; in some cases, for many
years. If your inductees names are not in the
database, the national office has no record of them.
Should you desire an Excel list of student names
from the old (pre-2000) PDP database, contact the
National President.

11. Should students who meet all of the criteria
for Regular membership except the overall or
French GPA, or the class rank requirement,
be inducted as an Honorary members? Can
Honorary members later be inducted as
Regular members and pay the difference in
the membership cost?

Pi Delta Phi is unable to offer reduced-cost Regular
or Graduate memberships to students who may
have been inducted previously into the Society as
Honorary members. The full Regular membership
fee (with or without cords) is required.
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We recommend that Moderators do not induct as
Honorary members undergraduate sophmores or
juniors who do not meet the required GPA(s) or
class rank. Rather, Moderators are encouraged to
wait a year and advise students to work to improve
their GPA(s) or class rank.

We do suggest, however, that Moderators invite any
graduating seniors who do not meet eligibility
requirements for Regular membership to join the
Society as Honorary members, since these seniors
will not be able to meet the required GPA(s) or class
rank prior to graduation and may thus miss out
entirely on membership in Pi Delta Phi.

12. Can a chapter change any of the PDP
eligibility requirements, such as: requiring a
higher or lower overall or French GPA; allow
first-year students to join (who may be in
advanced-level classes because of prior AP,
CLEP or dual enroliment credits); require the
writing of a paper or thesis; require a service
learning project, etc.

No. The PDP eligibility requirements apply to all
students and for all chapters. One of the red flags of
questionable academic honor societies is that each
chapter is allowed to set their own requirements.

13. In order for current students to maintain
membership in a local chapter, can a faculty
moderator make any of the following
mandatory: attendance at chapter meetings
or activities, volunteer or service learning
projects, enrollment in additional French
courses, completion of a French thesis, etc.

No. Once students are inducted into a local chapter
they are members of Pi Delta Phi for life, even if they
change schools. Chapter moderators may, however,
require attendance in order for students to
considered for any chapter leadership positions. For
all other questions, contact the National President:
info@pideltaphi.org

14. 1 have leftover supplies (certificates, pins,
and/or cords) from students who did not
attend the induction ceremony. Can | offer
future inductees free memberships and
recycle the supplies?

All candidates for membership must pay the lifetime
membership fee, regardless of how many extra
supplies a Moderator may have. Moderators should
make every effort to forward to inductees the
materials for which they paid as part of their required
lifetime membership fee. An institution’s alumni
office can assist with the home addresses of
graduated students.

For any remaining supplies, we suggest using extra
certificates in case of a printing error, and keeping
extra pins in reserve in case a student loses a pin.
For extra cords, Moderators might keep a few on
hand and allow inductees, who paid for
memberships that don't include cords, to borrow and
to wear them at a commencement ceremony.

15. My school offers only a minor in French, but
(a) advanced-level coursework isn't required,
only the completion of Intermediate 2 or less,
or (2) our minor requires advanced-level
courses, but those courses are taught in
English. Can we still apply for affiliation with
Pi Delta Phi?

Unfortunately no at the present time; to establish a
chapter of Pi Delta Phi a college or university must
offer a major or minor in French (or Romance or
World Languages, or other related field) that
includes at least one advanced-level course taught
in French. Visit the Membership page on the
national website or contact the National President
for more information: info@pideltaphi.org

16. Our chapter of PDP desires to set up a bank
account for fundrasing. What is the PDP EIN
(Employer Identification Number) so that we
can do proceed?

PDP recommends that chapter moderators follow
the protocol in effect at their institutions. If it isn't
possible to set up a club account at the university,
follow the university's advice for fundraising. Pi Delta
Phi does not give out its EIN for use

by chapters; the EIN is our Society's ID number for
filing tax statements. One can imagine the
complications that could arise if individual chapters
were opening bank accounts under this number.

17. My chapter / students would like to create
PDP t-shirts (or phone cases, mugs, stickers,
etc.); can we do that?

No. Pi Delta Phi and MNMA® are trademarks registered
with the United States Patent and Trademark Office.
The Society does not allow chapters, faculty,
students or others to make and to sell any
merchandise bearing our name, logo or Greek
letters and will pursue legal action against all
trademark violations. Contact the National President
regarding any questions relating to trademarks.
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