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Creed and Mission of Phi Kappa Tau 

 
 
 
The Creed of Phi Kappa Tau 
 

Phi Kappa Tau, by admitting me to membership, has conferred upon me a mark of 

  

distinction in which I take just pride.  I believe in the spirit of brotherhood 

  
for which it stands.  I shall strive to attain its ideals and by so doing to bring to it 
 
honor and credit.  I shall be loyal to my college and my chapter and shall keep 
 
strong my ties to them that I may ever retain the spirit of youth.  I shall be a good 

 

and loyal citizen.  I shall try always to discharge the obligation to others 
 
which arises from the fact that I am a fraternity man. 
 

 
 
The Mission of Phi Kappa Tau 
 
The mission of Phi Kappa Tau is to champion a lifelong commitment to brotherhood, learning, 
ethical leadership and exemplary character. 
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House Manager Job Description and Expectations 

 

 
 
In addition to your job description outlined in your local chapters constitution and/or by-laws, the 
following are expectations of a House Manager.   
 
The job description and expectations for a house manager resemble the chapter’s expectations to 
the Housing Corporation.   
 
 

1. Pay rent to the housing corporation on time 
 
2. Assist in collection of rent and parlor fees 

 
3. Assist in securing a room contract and security deposit from each occupant 

 
4. Respect the chapter house and furnishings 

 
5. Perform maintenance agreed to with house corporation 

 
6. Respect, develop and maintain good relations with the neighbors, university and 

community officials 
 

7. Alert the chapter advisor, Board of Governors, House Corporation to any problems or 
acts of misconduct 

 
8. Require all proposed alterations, modifications and improvements to the fraternity 

property to be approved by the house corporation prior to any work being started 
 

9. Operate the chapter house in accordance with all local, state, and federal laws, university 
regulations, and the guidelines set forth by the Fraternity Risk Management Trust (FRMT) 

 
10. Submit to chapter advisor, Board of Governors, House Corporation all suggestions, 

complaints, or general comments concerning the fraternity property or its affairs 
 

11. Correct all damages to the house or property and make certain that those responsible 
reimburse the chapter 

 
12. Maintain a clean house, check for hazards, and adequately secure the property before all 

school and summer breaks 
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Scheduling a Fire Drill 
 
 
 

In the position of House Manager, you will ultimately be working with the Risk Manager on a 
number of issues.   One of the most important is the issue of fire safety.   It is crucial that you 
schedule fire drills for the chapter.  Here are some things to remember when doing so. 

 
 

• Pull together everyone in your household and make a plan. Draw a floor plan of your home, 
showing two ways out of each room, including windows. Don't forget to mark the location of 
each smoke alarm.  

 
• Test all smoke alarms (Listed by a qualified testing laboratory) monthly to ensure that they 

work. Replace batteries as needed.  
 
• Make sure that everyone understands the escape plan. Are the escape routes clear? Can 

doors and windows be opened easily?  
 
• If windows or doors in your home have security bars, make sure that the bars have quick- 

release mechanisms so that they can be opened immediately in an emergency. Quick-
release mechanisms won't compromise your security – but they will increase your chances of 
safely escaping a home fire.   

 
• Practice the escape plan at least twice a year, making sure that everyone is involved. 
 
• Agree on an outside meeting place where everyone can meet after they've escaped. 

Remember to get out first, and then call for help. Never go back inside until the fire 
department gives the OK.  

 
• Have everyone memorize the emergency phone number of the fire department. That way any 

member of the household can call from a cellular phone or a neighbor's home.  
 
• Be fully prepared for a real fire: when a smoke alarm sounds, get out immediately. And once 

you're out, stay out – leave the firefighting to the professionals!  
 
• If you live in an apartment building, make sure that you're familiar with the building's 

evacuation plan. In case of a fire, use the stairs, never the elevator.  
 
• Tell guests or visitors to your home about your family's fire escape plan. When visiting other 

people's homes, ask about their escape plan. If they don't have a plan in place, offer to help 
them make one. 

 
 
 
 
 
 
 
 
 
 
 
 

 Taken from 
National Fire Safety Alliance 

www.nfsa.org 
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Creating a Fire Safety Program 
 
 

 
 
The American Mutual Insurance Alliance, in a publication on fraternity fire safety, offers these six 
practical suggestions for a proper chapter fire safety program: 
 
 1. Devote an entire evening meeting to fire safety in the chapter house. Have a local fire 
department officer as a guest speaker. Decide that a fire safety program is necessary for the well 
being of the chapter members, even though it may involve some sacrifice, effort, and a little 
expense. 
  
2. Designate a responsible junior or senior as chairman of chapter fire safety. Give him the power 
to act and to enforce fire safety measurers. Remember, your life could depend on it. 
  
3. Require, as a matter of chapter policy, that members support the fire safety program. 
  
4. Require the fire safety chairman to inspect the house, individual rooms, and fire extinguishers 
at regular monthly intervals. 
  
5. Correct any fire hazards within five days of inspection. 
  
6. Encourage your fire safety chairman to introduce an IFC program to have regular inspections 
and workshops for all fraternities on fire prevention. 
  
Common sense indicates the need for fire prevention programs in every chapter. A survey of 260 
chapter house fires showed that careless smoking and match disposal, misuse of electricity by 
overfusing and/or excessive use of extension cords, and defective heating devices were the three 
principal causes of fraternity fires. Chapter leaders and alumni officers can eliminate all with 
proper emphasis. 
  
When developing a fire safety program, remember to include the following: 
  
1. Develop a prearranged emergency plan of action to avoid panic in case of fire. The plan should 
include summoning help and how to fight the fire, calling the fire department, evacuation and 
assembly for identification counts, directing the fire department to the problem area, developing a 
supervised salvage plan, and developing a security plan if the house cannot be reoccupied. 
  
2. Maintain emergency exits, fire escapes, and fire doors clear of storage and ready for 
emergencies. 
  
3. Prohibit wedging open any fire door. 
  
4. Keep fire extinguishers of the correct kind and size on every floor. 
  
5. Place smoke alarm detectors strategically around the house. They do not prevent damage, but 
they save lives. 
  
6. Enforce stiff fines for playing with alarms or extinguishers. 
  
7. Purchase only non-flammable party decorations and never block exits. Remove party 
decorations immediately after the party. Check for cigarette butts behind and in couches and 
chairs to avoid fires. 
  
8. Post the number of the fire department, and always call the fire department after discovering a 
fire. 
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What to do in case of a fire 
 

 

 
1. Stay calm.  
 
2. Always sound the building fire alarm immediately. If the alarm fails to operate, warn other 

occupants by knocking on doors and shouting warnings.  
 

3. Call 911 from a safely located phone. Give as much information as possible to the 
dispatcher. Do not assume that someone else has already notified the Fire Department. 
Do not hang up until told to do so by the dispatcher.  

 
4. Before opening the door, feel it with the back of your hand. (if it is not hot, go to step 5)  

 
If it is hot, do the following: 

o Do not open the windows, unless you are having trouble breathing.  
 
o Seal cracks around the door with towels, tape, bed clothing or similar items to 

keep out the smoke.  
 

o If you are trapped, hang a sheet, jacket, shirt or other object out the window that 
will attract attention. Shout for help. Call the University Police on the phone and 
tell them that you are unable to get out of your room. The University Police will be 
in direct radio contact with officers at the fire. Remain calm until firefighters reach 
you from the hallway or window. Their first duty upon arriving at a fire is to search 
for persons trapped in the burning building.  

 
 

5. If you are able to leave the room, do so immediately and:  
o Take your key with you in case you are forced to return. Close all doors behind 

you as you exit. This will retard the spread of smoke and lessen damage.  
 

o Go to the nearest exit or stairway. DO NOT USE AN ELEVATOR.  
 

o If smoke, heat or fire blocks your exit, go to an alternate exit. 
 

o If all exits from a floor are blocked go back to your room and follow the 
procedures described above in 4.  

 
6. If smoke is present keep low to the floor. Take short breaths to avoid inhaling any more 

smoke than necessary.  
 
7. Leave the building immediately. When the firefighters arrive, direct them to the fire.  

 
8. After exiting the building, do not congregate at or around the building exits. Follow the 

directions of University Police and firefighters. DO NOT REENTER THE BUILDING FOR 
ANY REASON UNTIL THE FIRE DEPARTMENT HAS DECLARED IT SAFE.  

 
 
 
 

 
 
 
 

Taken from 
 Northwestern University Office of Risk Management 

www.northwestern.edu 
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The Phi Kappa Tau Housing and Loan Fund 

 

History  

• Established in 1991 at the Long Beach Convention 
• Initially the payment was $5/man/semester 
• In 1993 the vote was made to make the amount $15/man/semester (this is figured in with all 

chapters’ dues, regardless of their housing status) 
 
Purpose   

• Down Payment Assistance 
• Renovation and Rehabilitation 
 
Loans Available 

• Offered from less than $1000 up to $25,000 
 
 
Guidelines 
 
Eligibility 
Chapter must have a House Corporation (loans will not be granted to a Resident Council) 
Chapter must meet Basic Chapter Expectations 
 
Priority 
New Chapters 
Chapters, which are not “Bankable” 
All other chapters 
 
Credit 
Capacity (debt to income ratio) 
Collateral Value (80% LTV) 
 
History 
Risk Management Character Referenced by: Executive Offices, Host Institution (meaning the 
Loan committee does not want to grant a loan to a chapter that is going to pose a large risk of 
having a charter suspended before the loan is paid off)   
   
Typical Uses 
 
Renovation (Maintenance) 
• Paint 
• Carpet 
• Central Heat/Air 
• Weather Stripping 
• Roof 
• Windows 
 
Remodel (Construction) 
• Kitchens 
• Bedrooms 
• Bathrooms 
• Electrical Service 
• Fire Suppression Systems 
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What is the process in getting a Loan from this group? 
The following steps should be taken after the loan is deemed necessary.   
 
Step 1. 
The Housing Corporation requests an application completes it and returns it to the Executive 
Offices. 
 
Step 2. 
The application is passed on to the Housing and Loan Fund committee for action. 
 
Step 3. 
If the application is found to be complete the committee then reviews the application.  If not 
complete the committee will request the missing information. 
 
Step 4.  
If the loan is approved from the application the appropriate security instruments are executed and 
funds are disbursed. 
 
 
 
Loan applications are available from your Domain Director, the Executive Offices and online at 
www.phikappatau.org 
 
 
 
Send all questions concerning the Phi Kappa Tau Housing and Loan Fund to: 
Tim Hudson 
Director of Chapter Services 
The Phi Kappa Tau Executive Offices 



 

 

 11 

  
 
 
 
 
 
 
 

 
 
 
 

Appendix: 
Sample Forms 

& 
Reports  

 

 

 



 

 

 12 

Chapter House Inspection Check List A 

 
 

 
 

Facility Self Inspection Report 
 

 
HOUSEKEEPING & STORAGE AREAS 
General interior and exterior housekeeping good    YES  NO 
Storage rooms neatly arranged with good access   YES  NO 
Floors and walls clean throughout     YES  NO 
Combustible trash removed from building daily     YES  NO 
 
 
HALLS 
All halls are free from obstructions     YES  NO 
All halls are well lighted       YES  NO 
All stair steps and wells have secure banisters/railings   YES  NO 
 
 
BUILDING MAINTENANCE 
Roof covering in good condition with no leaks    YES  NO 
All interior and exterior walls in good condition    YES  NO 
All interior and exterior doors and windows in good condition  YES  NO  
All fire doors between floors marked as such and kept locked  YES  NO 
 
 
ELECTRIAL SYSTEM 
All circuits correctly fused      YES  NO 
All covers in place with none broken     YES  NO 
No multiple plug/appliances policy in force and posted   YES  NO 
Date of last electrician inspection     _______________ 
 
 
FURNACES & HOT WATER HEATERS 
All located in separate rooms      YES  NO 
All doors to rooms closed completely     YES  NO 
All rooms free of combustible materials     YES  NO 
All covers to equipment in place      YES  NO 
Equipment inspected within last year by contractor   YES  NO 
 
 
SMOKING 
Allowed in safe locations only      YES  NO 
Is there a no smoking in bed rule     YES  NO 
Ashtrays with large lips used      YES  NO 
Butts collected in metal container     YES  NO 
 
SMOKE DETECTION, SPRINKLER AND FIRE ALARM SYSTEM 
Are there manual fire alarm pull boxes in all halls    YES  NO 
Is there a smoke detector in each room     YES  NO 
If smoke detectors are battery operated, are batteries    

changed every six months     YES  NO 
Date of last battery change      _______________ 
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If a hard -wired system is used, is it tested monthly by a    
responsible person and serviced bi-annually  
by an outside contractor      YES  NO 

Date of last monthly test       _______________ 
Date of last contractor inspection     _______________ 
Are fire sprinklers installed      YES  NO 
Are all individual fire sprinklers free from obstruction   YES  NO 
Is the main control valve open      YES  NO 
Is there pressure reading of the system gauges    YES  NO 
Date of last fire sprinkler inspection     _______________ 
 
 
FIRE EXTINGUISHERS 
Is there at least one extinguisher on each floor    YES  NO 
Are there extinguishers in the kitchen     YES  NO 
Is there an extinguisher in the laundry room    YES  NO  
Are extinguisher locations accessible and clearly marked   YES  NO 
Does a responsible person make sure all extinguishers 

are in place and fully charged every month   YES  NO 
Are the extinguishers inspected and serviced by an 

outside contractor yearly     YES  NO 
Date of last contractor inspection     _______________ 
 
 
KITCHEN AND COOKING 
Is all cooking equipment located under a hood    YES  NO 
Is the entire hood and ductwork system cleaned twice a year  YES  NO 
Date of last cleaning       _______________ 
Are removable hood grease filters run through the 

dishwasher daily      YES  NO 
Is there an extinguishing system protecting all cooking 

equipment       YES  NO  
Does an outside contractor service the extinguishers 

system at least twice a year     YES  NO 
 
 
PLUMBING SYSTEM 
Plumbing in good condition with no leaks    YES  NO 
Has sprinkler system been checked in the last few months  YES  NO 
 
 
LAUNDRY ROOM 
Are lint filters cleaned after each load     YES  NO 
Are areas behind dryers free of lint     YES  NO 
 
FIRE DRILLS 
Is there a practice fire drill every six months    YES  NO 
Date of last drill        _______________ 
 
 
INSPECTON 
Has campus fire marshal inspected building within the 

last six months       YES  NO 
Has city/town fire department inspected building within 

last six months       YES  NO 
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COMPLIANCE 
Explain any "No" answers from above: 
 
 
 
 
 
 
Explain corrective action taken: 
 
 
 
 
 
 
Have all deficiencies from previous reports been corrected: 
 
 
 
 
 
 
Signature and title of person performing inspection: 
 
 
 
Date of Inspection: 
 
 
 
 
 
 
 
 
 
 
 
 
Questions? 
 
Hobbs Group/Kirklin & Co, LLC. 
Mailing Address 
P.O. Box 540673 
Omaha, NE 68154 
 
Shipping Address 
12231 Emmet Street, Suite 5 
Omaha, NE 68164 
 
Telephone 
1.800.736.4327 
402.498.0464 
 
Fax 
1.800.328.0522 
402.492.8421 
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Chapter House Inspection Check List B 
 
 
 
 

CHAPTER HOUSE SELF-INSPECTION GUIDE 
 
 
Chapter _______________________________ School ______________________________ 
 
Inspection Date _________________________  By Whom ___________________________ 
 
Number of persons sleeping in building: 
Basement _____ 1st Floor _____ 2nd Floor _____ 3rd Floor _____ Other _____ Total _____ 
 
Checking Procedure 
Circle appropriate letter:       S=Satisfactory       N/A=Not Applicable   U=Unsatisfactory 
 
All unsatisfactory conditions require action for correction ranging from immediate to five day maximum. 
Questions designed for “yes” answers to be understood as satisfactory and “no” answers as unsatisfactory and requiring 
corrective action. 
 
 
EXIT FACILITIES 
1. Do all rooms have access to two separate means of exit?      S N/A U 
2. Are all exit paths clear of storage?         S N/A U 
3. Are doors in stairways properly self-closing?       S N/A U 
4. Are wedges and other means used to hold back required stairway, enclosure doors, to the 
    detriment of fire safety of upper floors, prohibited?       S N/A U 
5. Are heating plant and fuel supply areas cut off from the rest of the building by fire-resistant 
    construction in ceiling and walls?         S N/A U 
6. Are exit routes readily accessible through doors of full height?     S N/A U 
7. Can exit doors be opened from the interior without a key or special device?    S N/A U 
8. If the building is protected by a standard automatic fire alarm (detection) system,  
    is it in working condition?          S N/A U 
9. If the property is completely protected by a standard automatic fire alarm (detection) system, is 
    it in working condition?          S N/A U 
10. If the building does not have either automatic sprinklers or fire alarm (detection) equipment 
     does it have a manual fire alarm system?        S N/A U 

a. Are smoke detectors in working order?     S N/A U 
b. Is emergency lighting operational?      S N/A U 

 
(NOTE: A fire officer’s help should be solicited for requirements 8, 9, and 10.) 
 
 
HEATING EQUIPMENT 
 
11. Are boilers equipped with pressure relief valves and water level gauges?    S N/A U 
12. Are boilers and water tanks checked regularly by a qualified inspector for cracks, corrosion and 
     other defects? Requirements should be checked with the house insurance company  S N/A U 
13. Is the furnace enclosed in a separate room with fire resistant partitions, with the ceiling 
      similarly protected?          S N/A U 
14. Is a self-closing fire door provided at the inside entrance of the furnace room?   S N/A U 
15. Are metal containers with metal covers provided for the disposal of ashes?   S N/A U 
16. Are all necessary limit controls provided on heating equipment, including duct systems 
      breeching and others, in good working order and checked annually?    S N/A U 
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17. Is all heating equipment, including chimneys, flue connectors, vents from gas appliances and hot air ducts: 
a. In good serviceable condition and well maintained?   S N/A U 
b. Properly insulated and separated from combustible  
    storage by safe distance?      S N/A U 
c. Serviced by a qualified service person at least once a year?  S N/A U 

18. Does the oil burner have a remote control switch?       S N/A U 
19. Are exposed oil lines protected from physical damage?      S N/A U 
20. Is the location of the main gas valves known and are the means and knowledge provided for 
      closure in emergencies as well as opening and relighting gas appliances?    S N/A U 
 
 
KITCHEN 
 
21. Is the range safely installed away from combustible material and the nearby floor protected? S N/A U 
22. Is there a hood above the range and is it equipped with an exhaust duct to the outside?  S N/A U 
23. Is the hood kept free of grease accumulation?       S N/A U 
24. Are filters used and kept clean?         S N/A U 
25. Is the exhaust duct installed or separated from combustible material by a safe distance 
     (18 inches is required for combustible materials)?       S N/A U 
26. Is the proper type of fire extinguisher for grease fires provided and is it in good working 
     order? (Dry chemical extinguisher containing sodium bicarbonate or potassium bicarbonate  
     are recommended with at least a 20 “B” rating.)       S N/A U 
27. Is the refrigeration equipment serviced by a qualified service person at least once a year?  S N/A U 
 
 
EMERGENCY ACTION MEASURES 
 
28. Are there fire extinguisher of the proper type for the area protected? Do you know how to use S N/A      U 
     them properly? (Dry chemical extinguisher with “A B C” ratings are recommended  
     in minimum 10-pound size and located not to exceed 50-feet travel distance.)   S N/A U 
29. Are extinguisher serviced and dated at least annually?      S N/A U 
30. Is parking restricted so that the fire department would always have easy access to the 
      building?            S N/A U 
31. Has an emergency plan been set up? Are fire drills held quarterly?    S N/A U 
32. Are fire emergency instructions conspicuously published and up to date?    S N/A U 
33. Do they include prompt reporting and alarm of even minor or incipient fires?   S N/A U 
 
 
ELECTRICAL 
 
34. Is temporary wiring with extension cords prohibited?      S N/A U 
35. Are all major appliances, especially laundry and kitchen equipment, properly grounded?  S N/A U 
36. Are lighting fixtures in good physical condition and shock proof in bathroom?   S N/A U 
37. Are electric fuses properly maintained and not overloaded with appliances, such as electric 
     blankets, radios, clocks, coffee makers, heaters, etc., making necessary use  
     of larger fuses than proper?         S N/A U 
38. Are all known electrical problems corrected?       S N/A U 
 
 
SPECIAL HAZARDS 
 
39. Is housekeeping good in storage area? Basement? Attic? Garage and outbuildings?  S N/A U 
40. Are smoking fire hazards under control? Is smoking prohibited in bed?    S N/A U 
41. Are stairways adequately lighted?        S N/A U 
42. Are paints and flammable materials stored in fully enclosed metal cabinets or in well ventilated 
      outside the buildings while being used and then discarded?     S N/A U 
43. Are flammable liquids such as gasoline prohibited in the house?     S N/A U 
44. Are kitchen facilities maintained and operated in a sanitary manner?    S N/A U 
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45. Is there an emergency number for medical help and fire departments at each telephone?  S N/A U 
46. Are decorations required to be non-combustible when provided in any room or space used for 
      assembly purposes?          S N/A U 
47. Is the collection and disposal of trash safely handled in a manner to avoid hazardous  
      accumulations of combustible material, such as the use of closed metal cans?   S N/A U 
48. Are spaces beneath stairs free from accumulations of combustible materials?   S N/A U 
49. Are stairwells lighted and banisters provided where needed?     S N/A U 
50. Are all Christmas decorations noncombustible?       S N/A U 
51. Are all Christmas electrical decorations U.L. listed and identified as such?    S N/A U 
52. Are live Christmas trees prohibited?        S N/A U 
53. Are fireplaces and chimneys (where present) inspected and cleaned annually?   S N/A U 
 
 
CORRECTIVE ACTIONS TAKEN/RECOMMENDED 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Copies should go to: 

•Phi Kappa Tau Executive Offices 
•Chapter president 
•Alumni advisors and board members as appropriate 

  

 


