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Dear Interested Student or Staff Member,

Today’s working world is a highly competitive environment. A person could be competing with hundreds of individuals for a single position. As a result, students need to be ready, armed with the knowledge and experience to jump ahead of the pack. Co-ops and internships can provide the means to attain this goal - going beyond the traditional classroom and into real-world situations. By creating, maintaining and promoting a career or internship services program, you have provided the tools and resources for students to prepare for their professional lives.

Forming a KTE chapter is an excellent way to complement your University’s career services program.  Your local chapter serves to recognize students who have excelled at their co-op or internship positions. Chapters also work on their members’ professional development with appearances from guest speakers, workshops on career related topics and other activities. Finally, and most importantly, KTE encourages fraternization in the form of shared experiences, community service, social activities and networking.  You will have the opportunity to meet individuals from different backgrounds, cultures and locations and form relationships that will last a lifetime.

The document you are about to read details the process of how you can start a KTE chapter at your University. There are a lot of steps and the process does take a significant amount of time and effort, but the end result is well worth it:  A KTE chapter that rewards excellent students, helps them improve themselves professionally, gets them involved, and serves as a voice to promote cooperative education and internship at your school.  If you have any questions, please do not hesitate to contact me.
Sincerely,
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Tommy Zimmerman
KTE National Recruitment Officer
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Overview of Steps to Forming a New Chapter of Kappa Theta Epsilon
There is a three-step process a group of students must complete to become a recognized Chapter of Kappa Theta Epsilon. The steps are as follows:
I. Petitioning the Society for Membership
· Determine if school is eligible to form a chapter.

· Determine student interest in forming a chapter.

· Gather and submit information about your school and its Cooperative Education and/or Internship Program (hereafter referred to as “the Program”) to the Kappa Theta Epsilon National Executive Council.
II. Organizing a Prospective Chapter
· Start to organize interested students.

· Create an Executive Council, which shall consist of officers and Faculty Advisor(s) who shall perform duties specified in the Society’s or Chapter’s Bylaws.

III. Chapter Induction
· Induct members into the Society.

· Formally establish Chapter at the school.
Step I. Petitioning the Society for Membership
1) Determine eligibility of your College or University to form a Chapter. To be eligible, a College or University:
a. Must be a regionally accredited baccalaureate college or university in the United State of America.
b. Must award at least forty work sessions to students each year.
2) Determine student interest in forming a chapter.
a. Contact students who meet the requirements for membership.
i. To be eligible for membership, students must be:
1. An undergraduate student…
· In the Cooperative Education and/or Internship Program of his or her institution.
· Have completed at least twenty-five percent of the requirements towards his or her degree.
· Scholastically ranked in the top fifth of his or her class.
2. A graduate student…
· In the Cooperative Education and/or Internship Program of his or her institution
· Scholastically ranked in the top fifth of his or her class.
ii. All eligible non-members shall be considered for selection.
iii. Neither race, nor sex, nor creed, nor membership in any other organization shall be used as criteria for membership.
b. Hold a meeting for interested students.
i. The following topics should be covered at this meeting:
· Purpose and goals of the Kappa Theta Epsilon Society.
· What does the Cooperative Education and/or Internship Department view as the role of Kappa Theta Epsilon?
· Requirements of National Bylaws in order to maintain a chapter in good standing.
· Is there enough interest to establish a chapter right now?
· Who might want to take a leadership role in establishing a chapter at the school?
· What type of activities would the group like to do this academic term?
· Do they wish to perform a service project?
· Do they wish to have some social activities?
· Type of initiation your prospective chapter will require—initiation at your school or National Convention?
· Schedule of general group meetings.
3) Gather information about your school and the Program and submit to the KTE National Executive Council.

a. Fill out attached preliminary petition.

i. Send the completed preliminary petition to the National Recruitment Officer along with:

1. A copy of the school’s recruitment brochure and

2. A copy of the Program’s brochure.

Upon receipt of the above mentioned documents, the National Recruitment Officer will determine if the school meets the initial eligibility requirements.  If the school does meet them the National Recruitment Officer will forward the school a copy of the Society’s National Constitution, By-Laws, and Petition to Form a New Chapter.

4) Read over National Constitution and By-Laws.

a. For any questions you may have regarding these documents please contact the National President or Vice President.
5) Fill out petition.
a. Send the completed petition to National Headquarters.
Upon receipt of the petition, the National Executive Council will review your petition and will determine if the petitioners are qualified according to the Constitution and Bylaws of the Society. Upon approval, the group of students will then be granted Prospective Chapter status.
Step II. Organizing a Prospective Chapter
1) Hold Officer Elections:
a. The following positions are to be filled at each Chapter:
· President
· Vice President
· Secretary
· Treasurer
· Any additional elected positions the Chapter defines in their Bylaws.

b. Candidates for office shall be nominated from the floor at a general meeting of the Prospective Chapter.
c. A secret ballot election shall be held at the same meeting.
d. The Candidate receiving the majority of the votes shall win that office.
2) Choose Faculty Advisor(s):
a. The Faculty Advisor(s) shall be from the Program.
b. The Faculty Advisor shall have approval from his or her supervisor to take on this additional responsibility.
3) Schedule at least two meetings for the current school term.
NOTE: Although not required, it is often helpful for the Prospective Chapter officers to meet in advance of the general meeting.
4) If you enter a new academic term, contact students who meet the requirements for membership, as described in Step I-2 above.
5) Write your Chapter Bylaws (See Sample Chapter Bylaws)
a. Chapter Bylaws shall be enacted by each Chapter for its own guidance and shall serve to clarify and refine the National Constitution and the Society Bylaws with respect to the operations of a particular Chapter, for example, in membership criteria or requirements.
b. Each Chapter shall have full control of its individual affairs as long as the Chapter Bylaws do not conflict with the National Constitution or Bylaws of the Society. The authority over such issues shall reside in the National Executive Council.
c. Define criteria for membership in Chapter. (i.e. Top fifth of class and at least a 3.5 GPA)
NOTE: The selection process for membership must comply with membership guidelines set forth in the National Constitution and Bylaws and listed in Step I-3 of this document. Adding additional membership criteria in the Chapter Bylaws is at the discretion of the institution.
d. Chapters also have the option of assessing additional membership fees in the Chapter Bylaws payable to the Chapter for operational expenses.
6) Submit Dues to the National Treasurer:
a. There is a $300.00 fee for the establishment of a new Chapter.
b. There is a $25.00 fee per student being inducted into a Chapter.
c. The fees are payable to Kappa Theta Epsilon National Organization and should be mailed to National Headquarters, c/o KTE National Treasurer.
7) Once finished, send the following documents to National Headquarters, c/o KTE National Vice President.

· A summary report detailing what activities your Prospective Chapter has done, and what goals they have accomplished.
· A copy of your Chapter’s Bylaws
· Copies of the minutes from your Chapter meetings and optionally from your Officer meetings.
· A listing of all Prospective Chapter members with their names printed as they wish them to appear on their membership certificates.
· A listing of Prospective Chapter officers and Faculty Advisor(s) and their contact information (Address, Email, Phone).
· Upon receipt of the above-mentioned documents, the National Executive Council will review your progression. It will also approve your Chapter’s Bylaws. Upon approval, the Prospective Chapter will be ready for induction as a full Chapter of the Society.
Step III. Chapter Induction
1) The Induction Ceremony can be held at the Prospective Chapter’s school or at the annual National Convention.
a. If the ceremony is held at the Prospective Chapter’s school, it shall be conducted by officers of the National Executive Council, or by officers or members of an existing chapter.
b. At the Chapter Induction Ceremony, the society members conducting the initiation ceremony will present your Prospective Chapter’s President with the Chapter’s Charter and all appropriate regalia of the Society.
c. Each member will be inducted into the society using the appropriate induction ceremony. This induction is to be carried out by current members of the society.
Once your members are inducted, those members can proceed to induct others at your school. Also, once your college/University is a recognized Chapter of Kappa Theta Epsilon Society, they must annually comply with the “Accountabilities of a Recognized Kappa Theta Epsilon Chapter in Good Standing”.

Name of School:  ________________________________________________________________
Person to Contact:   _____________________________________         Phone:  ______________
Address:  ______________________________________________________________________

Total School Enrollment:       ________                                         Program Enrollment:     _________

Are you a regionally accredited college or university in the United States of America?     Y     N
If yes, who are you accredited by?  _________________________________________________
How many students will be granted work sessions through the Program this year?     _________
STATEMENT OF INTEREST:

“We are interested in the possibility of forming a chapter of Kappa Theta Epsilon at our school.  Please send us a copy of Kappa Theta Epsilon’s National Constitution and Bylaws so that we can review them and consider formally petitioning the Society to start a Kappa Theta Epsilon Chapter.”

THIS PRELIMINARY PETITION MUST BE SIGNED BY A STAFF MEMBER AND AT LEAST FIVE INTERESTED, QUALIFIED STUDENTS FROM THE PROGRAM.
Please print names neatly to the right of the signatures.

Staff Member:
____________________________________________  Date:  _______________

Students:

____________________________________________  Date:  _______________

____________________________________________  Date:  _______________

____________________________________________  Date:  _______________

____________________________________________  Date:  _______________

____________________________________________  Date:  _______________

____________________________________________  Date:  _______________

Kappa Theta Epsilon National Headquarters:

Texas A&M University Career Center

209 Koldus Building, 1233 TAMU
College Station, TX 77843
Ph:  (979) 845-5139
President:  Julie Costantino

president@kappa-theta-epsilon.org

Ph:  (301) 514-2305

Vice President:  Neil Tiwari

vicepresident@kappa-theta-epsilon.org

Ph:  (847) 363-0904

Secretary:  Natalie Draa

secretary@kappa-theta-epsilon.org

Ph:  (303) 360-9447
Treasurer:  Kimberly Miller

treasurer@kappa-theta-epsilon.org

Ph:  (740) 215-0953

Webmaster:  Alexander Cabinian

webmaster@kappa-theta-epsilon.org

Ph:  (856) 332-0969
Fundraising Chair:  David Schick

fundraising@kappa-theta-epsilon.org

Ph:  (614) 638-3659

Recruitment Chair:  Thomas Zimmerman

recruitment@kappa-theta-epsilon.org

Ph: (513) 907-1905

Society Administrator:  Jonathan Rourke

societyadmin@kappa-theta-epsilon.org

Ph:  (832) 457-3869

Presidential Advisor:  Jason Walters

presadvisor@kappa-theta-epsilon.org

Ph:  (848) 702-6660
National Advisor:  David McMahon

advisor@kappa-theta-epsilon.org

Ph:  (979) 845-5139
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KTE National Convention Attendees pose with Penn State’s Nittany Lion





luncheon, the annual business meeting and a banquet.  The campus tour included a look at Old Main, the original university building; a behind the scenes tour of Beaver Stadium, home of the Nittany Lions Football team; and a trip to Berkey Creamery for ice cream made by Penn State students.  Our lunchtime speaker was an expert in business etiquette who gave us tips on proper hand-shakes and how to re-member names among other things.





The 2009 National Convention was held March 26th-29th and was hosted by Penn State University in State College, PA.  Attending chapters were:  University of Maryland Baltimore County, Penn State University, The Ohio State University, Drexel University, Northwestern Univer-sity, Rutgers Univer-sity, Texas A&M Uni-versity, and University of Texas at Austin.


The Convention in-cluded a campus tour, a business etiquette





During our annual business meeting we elected new officers, edited our bylaws and reviewed chapter reports.   Jay Walters, KTE’s National President announced our Chapter of the Year: The Ohio State University. Sadly, Rutgers Chapter announced that their university was planning to close down their co-op program and KTE chapter.  Penn State also announced plans to go inactive. Our annual banquet was held at the Allen Street Grill.
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money towards the convention.  It is the responsibility of the host chapter to fund the convention beyond this amount by using chapter funds, finding sponsors, or charging a small fee for atten-dance.


If you would like to host, please contact President Julie Costantino to discuss making your bid: president@kappa-theta-epsilon.org





usually held from Thursday eve-ning to Sunday morning.  The main activities usually occur on Friday and Saturday.  The host chapter would be responsible for planning a convention agenda, arranging accommodations for attendees, providing space for business meet-ings, supplying breakfast and lunch on Friday and Saturday, and ar-ranging a banquet dinner on Satur-day evening.  The National Office contributes a fixed amount of





Our 2010 National Convention is still currently without a host.  KTE is looking for a chapter to host the convention at their University.  Previous hosts include: Penn State University, Drexel University, Texas A&M University, Virginia Polytechnic Institute, University of Texas, and Wichita State Univer-sity.


National Convention is held in late March or early April and is











National Convention 2010 Needs Host Chapter


ational Convention 2010 Needs Host Chapter





National Officers were elected at convention.  Julie Costantino, an alumna of Penn State was elected President. Northwestern student, Neil Tiwari is our new Vice Presi-dent.  Drexel alumna, Natalie Draa continues to serve as Secre-tary.  Ohio State student, Kim-berly Miller was elected Treas-urer.  Texas A&M student, John Rourke is the new Society Admin-istrator.   Drexel University alum-





President Jay Walters was elected to this role and will continue to serve KTE in this capacity. All of the officers will be working hard this year.  Some of the goals for this year are planning the KTE scholarship, enhancing the new website, finding and using new technological tools to enhance communication between National KTE and chapters, and reactivating old and recruiting new chapters.





nus, Alex Cabinian was reelected as Webmaster.  Ohio State alum-nus, David Schick continues as Fundraising Chair.  Ohio State Student, Tommy Zimmerman was elected as Recruitment Chair.  Texas A&M Chapter advisor, David McMahon will continue to serve as National Advisor.  The position of Presidential Advisor was created last year and was vacant during 08-09.  Former 





National Executive Committee Officers for 2009-10





the student and a written letter from the student’s KTE advisor.  In order to enhance their applica-tion, a student may opt to have a co-op employer or mentor write a letter in support of their nomi-nation. A student’s nomination is not effected by his or her chap-ter’s participation in convention or timely payment of dues.  Stu-dents need not be chapter officers to be nominated.  Nominations for the 2010-11 academic year will be accepted in Spring 2010, more details to come in future issues.





The Society voted to institute an annual scholarship given by the National Executive Committee.  Two scholarship recipients will be selected every spring to receive a $500 scholarship in the fall.  Each active chapter will be able to nominate one student member for the scholarship.  The student must have a minimum GPA of 3.0, have shown outstanding performance during their co-op or internship, and show involvement in their KTE chapter.  The chapter advisor must submit the students name, transcript, co-op or internship re�cords, a personal statement from 





At convention this year, KTE held business meetings where attending chapters voted on proposed changes to the Society’s bylaws.


The Society voted to include In�ternship programs in our Society. Internships are intended to facili�tate learning through on-the-job experience which is the goal of KTE.  Chapters at schools with in�ternship programs are welcome to invite these students into their chapter.  Hopefully, this will allow us to expand the Society by invit�ing schools with Internship programs to start a chapter.





Changes to KTE Bylaws-Inclusion of Internships and Scholarship 
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The KTE Newsletter is written and edited by National Secretary Natalie Draa. Contributions are encouraged, contact secretary@kappa-theta-epsilon.org





Kappa Theta Epsilon Society is a national organization that aspires to promote Cooperative Education by recognizing outstanding students in Cooperative Education and Internship Programs, and are among the most able and qualified in the country. In add-ition, the Kappa Theta Epsilon Society hopes to provide service to the Cooperative Education and Internship Programs at member colleges and universities and serve as a forum for the exchange of ideas regarding Cooperative Education.





Left: Epsilon Chapter’s Annual Fall Retreat (Courtesy Epsilon Chapter Website), Right: The convention delegates from Ohio State forget which football field they are visiting and spell OHIO at Penn State’s Beaver Stadium (Courtesy Kimberly Miller)





KTE Chapter of the Year: Epsilon Chapter-The Ohio State University





The Ohio State University is a public university with several campuses across the state of Ohio.  Its main campus is located in Columbus and is the largest single-campus university in the US.  The university currently enrolls nearly 60,400 students.  Majors range from Engineering to Business to Law and Medicine and beyond.  Ohio State offers an optional Cooperative Education/Internship program to Engineering students.


Epsilon Chapter inducted sixteen new members in the fall and eight new





Members in the winter.  In two quarters they went from five active members to twenty-five active members, meeting their goal stated at last year’s convention.  One reason they were able to increase member participation is their point system.  Members are awarded points for participating in chapter events or doing services for the chapter or the Co-op program.  Members with the highest number of points are rewarded during spring quarter.  They have implemented ideas learned from other KTE chapters such as awarding a scholarship to a 





member.  They have executed several unique fundraising events such as a coat/bag check at Career Fairs and are involved in several community and university service activities.  They also have fun social events for their members throughout the year like the High Ropes Coarse retreat last fall.  Epsilon chapter won this year’s Chapter of the Year award by meeting their goal of increasing membership with their unique point system.


Congratulations Epsilon Chapter!
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