


Fraternity 

Sorority Life
Social Events
Handbook

2008

Office of residential programs

Fraternity & Sorority Life and Leadership Development

www.columbiagreeks.info 

Chapter Events Policy

This policy governs all recognized organizations that fall within the Recognition Policy of Residential Programs- Fraternity & Sorority Life. The Social Events Policy includes the Risk Management Policies of FIPG, Inc. Many of these guidelines have been taken directly from the FIPG Risk Management Manual. The complete FIPG Risk Management Manual can be found on the Fraternity & Sorority Life website at www.columbiagreeks.info .

The Office of Residential Programs- Fraternity & Sorority Life reserves the right to change, modify, add or remove all or part of this Chapter Events Policy at its sole discretion. These guidelines include the provisions, which follow and shall apply to all fraternity/sorority entities and all levels of fraternal membership.
I. Chapter Event Defined

For the purposes of defining a Chapter Event, an activity shall be deemed to be a chapter event if a reasonable person examining the totality of the event would conclude that it was related to the chapter. Any event or situation sponsored or endorsed by the chapter, or any event an observer would associate with the fraternity. If it looks like a chapter event, even if it does not involve a majority or even a significant minority of members, it is a chapter event.
Chapter events may include, but are not limited to, meetings, ceremonies, retreats, banquets, conferences, conventions, pledge activities, social functions, fundraisers and community service projects.  Factors to be used in making a determination of whether activities are related to the chapter include: the nature and purpose of the event, the involvement of the chapter in planning, organizing, promoting and/or financing the event, the location of the event, and who was invited to and who attended the event.

II Types of Chapter Events

If a planned event does not easily fit into one of the descriptions below, discuss the event with the Assistant Director for Fraternity & Sorority Life. Remember, if you can answer “yes,” to any of the preceding questions, the chapter could be held liable for the event.

A. Brotherhood/Sisterhood: Restricted to active members only.

B. Invitation (Guest List): restricted to members, chapter alumni/ae and invited guests where the number of alumni/ae and/or guests exceeds the number of chapter members. Any alumni/ae or guest must be on a guest list with the total number of invited guests in attendance to these functions being the lesser of the following:

1. The chapter members and no more than 3 guests per member or, 

2. The occupancy limit established by the Columbia University Fire Marshall.

C. Private (Date parties): limited to chapter members and their guests. Any guest must be on a guest list with the total number of guests not to exceed the number of chapter members.

D. Closed (Inter-chapter mixers): restricted to the members of one fraternity and one sorority, with a combined membership not to exceed 150, with no additional guests allowed. 

E. Recruitment: activities held during the recruitment or intake periods or activities held at any time where the primary purpose is membership recruitment. No alcoholic beverages can be present at recruitment events regardless of location..

III. Required Procedures for Chapter Events

A. Registration: All chapter events, with the exception of brotherhood or sisterhood events occurring in chapter facilities, must be registered with the Office of Residential Programs-Fraternity & Sorority Life. The sponsoring chapter must complete and return a Chapter Event Registration Form (CERF), available online or in the Office of Residential Programs-Fraternity & Sorority Life, at least five (5) academic days before the event. This means the preceding Friday for a Friday night event and the preceding Monday for a Saturday night event. 

1. The individual completing the form must be a member of the sponsoring organization. If alcohol will be present at the event, the Event Contact Person listed must be at least 21 years of age.

2. The completion of the appropriate Chapter Event Registration Form is in addition to a Space Request Form required to obtain the use of University facilities. Brotherhood or Sisterhood chapter events which occur on chapter or University property do not require registration with the Office of Residential Programs-Fraternity & Sorority Life. 

3. The Assistant Director for Fraternity & Sorority Life or his/her designee must sign the registration form before any advertising of the event or distribution of invitations. 

4. Registration of the event does not constitute Fraternity & Sorority Life approval of such events. Any activity that is determined to be a chapter event that has not been properly registered will be considered an unregistered chapter event and will be subject to disciplinary review through the Greek Judicial Board and/or Dean’s Discipline Process.

5. The Dean of Student Affairs or his/her designee have the authority to decline registering activities that may pose unreasonable risk of violations of University policy for the sponsor(s) or other members of our community.
6. Certain events may have to be registered additionally with Lerner Hall Event Management. These events may incur additional proctor fees. Upon receipt of the CERF the Assistant Director for Fraternity & Sorority Life will refer chapters to Lerner Hall when appropriate. 
B. Guest List: For events identified as Invitation or Private, the event sponsor is required to prepare an Event Invitation List. The list should include the names of all invited guests as well as whether the guest is a student or non-student. The list must be submitted to the Office of Residential Programs-Fraternity & Sorority Life at least 2 academic days prior to the start of the event.

C. National Policies: When applicable, a copy of each sponsoring chapter’s National Risk Management Policy should accompany the completed Chapter Event Registration Form.

If the event includes alcohol, the chapter shall provide a copy of the national organization’s social event registration form.

D. Event Monitors: Event monitors must be listed on the Chapter Event Registration Form. Event monitors are charged with regulating chapter events and maintaining the risk management policy of the chapter(s) involved. 

E. Third Party Facilities: If the chapter event is being held at a facility not owned by the chapter or the University, a copy of the Third Party Vendor Checklist and Third Party Vendor Contract (the University should not be listed as the sponsoring group!) should be included with the Chapter Event Registration Form.  The chapter should confirm with their national as to which officers/members are authorized to sign contracts. Such officers/members should include their title when signing any contracts.

F. Public Safety: For registered events occurring in chapter-owned facilities, Campus Safety has the right to ensure that all policies are in full force if provided probable cause. Probable cause is defined as: 

1. Loud music or other noise in excess of acceptable levels emanating from the location of the event.

2. An investigation into an incident involving the consumption of alcohol that requires identification of the source or provider.

3. A documented report or claim from a member of the community indicating that inappropriate behavior is occurring within the event facility.

4. Response to a request for assistance, fire or smoke alarms, or any other call of an emergency nature.

Public Safety always has the right to ensure policy compliance in facilities owned by the University. 

IV. University Policies Regarding Events with Alcohol
A. Registering Events with Lerner Hall
The following types of student events where alcohol is served must be registered with the Lerner Hall Administration Office, 7t' Floor Lerner Hall, at least two weeks prior to the event. Applications for such events must be approved by the Assistant Director of Greek Life, which will also assist in the application for a Temporary Wine and Beer Permit when necessary:

· Any event with alcohol that occurs indoors and outdoors on University property

· Any event with alcohol that is open to the University community

· Any events with alcohol that are funded with University funds, whether the attendees

are affiliates or not

· Any events with alcohol where money changes hands

B. Double Proof of ID
Where there is reason to believe that attendees may include persons under twenty-one, individuals must present double proof of age before being served alcoholic beverages. A valid CUID card is acceptable as the second proof of age. Hand stamps or wristbands are required at all such events to identify those who have shown proper proof of age. Such events require proctors as directed by the University Event Management Office.
C. Proctors

Proctors are assigned to the even by Event Management. A fee is associated with the mandatory proctor service and charge to the organization. The role of the proctors is to MONITOR all ID procedures, distribution of alcohol and   disruptive behavior. ENFORCEMENT of all rules is the responsibility of the fraternity/sorority. Proctors, however, may help organizations plan these procedures.
D. General Polices Regarding Alcohol

1. Alcohol may not be consumed outdoors on University property except at a registered and approved event.

2. Alcohol that is not specifically manufactured for human consumption may not be offered, served, or consumed in any form (e.g. diluted or undiluted, or as an ingredient in punches or other admixtures) under any circumstances.

3. The theme of all events where alcohol is served must be primarily social, cultural, or educational.  All promotional material for such events must state that double proof of age is required for consumption of alcoholic beverages. No other mention or depiction of alcohol is permitted.

4. There may be no games of chance, drinking games, contests, "happy hours," or other activities that induce, encourage, or cause the consumption of alcohol.

5. Alcohol theme parties are strictly prohibited. The theme of the event must be social, cultural, or educational and must not relate to type or quantity of alcohol. The forbids "Round-the World," "Electric Jell-O," "Blue Whale" parties and the like.

6. Only one drink at a time may be dispensed to each person.

7. Kegs or other bulk containers of alcoholic beverages are not permitted in the brownstones at any point.
8. Absolutely no liquor or grain alcohol may be served at any function.
9. Those who serve alcohol and those who check proof of age for an event may not consume alcohol during that event. Prior to the event, the sponsoring organization must designate an additional non-drinking individual who will be present during the event to assist in its management.

10. Hand stamps or wristbands are required at all events to identify those who have shown proper proof of age in order to drink. Marking pens are not acceptable substitutes for hand stamps or wristbands.

11. Pledge fees may not be used to purchase alcohol.

12. During alcohol events, guests must remain in common areas and lounges.It is the responsibility of the officers and other members of the organization to monitor attendance at the house or party location and to limit the attendance in keeping with maximum occupancy standards.
13. Ample supplies of food and appealing non-alcoholic beverages must be visibly displayed throughout any event where alcohol is served. 
14. ABSOLUTLEY NO ALCOHOL MAYBE PRESENT AT ANY RUSH EVENTS. 

V. Temporary Beer and Wine Permits
Obtaining a beer and wine permit must be acceptable by your National Risk Management Policies in order to engage the underlined procedures. 
Columbia University and the New York Alcoholic Beverages Control Board require that a temporary beer and wine permit be secured whenever money will change hands at a function in a university unlicensed premise at which beer and wine will be served. In addition to the direct sale of alcoholic beverages, money changing hands applies to admission charges, solicitation of donations for any purpose (including charity fund-raisers), and the sale of any items such as T​-Shirts.

THE UNLICENSED SALE OF ALCOHOLIC BEVERAGES IS 
STRICTLY PROHIBITED!
UNDER NO CIRCUMSTANCES MAY HARD LIQUOR BE SOLD IN AN   UNLICENSED PREMISE!
A. University Unlicensed Premises

Unlicensed premises include all Residence Hall Lounges, all fraternity houses, most classroom building lounges and all outdoor spaces. 
B. University Licensed Areas

Licensed areas include the Faculty House. If you are not sure whether you have chosen an on-campus location that is licensed, check with the Assistant Director of Greek Life.
C. Obtaining a Permit: 
Temporary (one-day) permits allowing the sale of beer and New York State wines within a specific designated areas may be obtained from the New York Alcoholic Beverage Control Board. (See appendix for form)
Two weeks prior to the event:


1. Obtain a letter from the Assistant Director of Greek Life certifying that your group is a registered Columbia University organization and specifying the date, time, and place of the function.


2. Obtain a certified check or money order for $36.00, payable to the New York State Liquor Authority.


3. Hand deliver the letter and check to the New York Alcoholic Beverage control Board, 6th Floor, 250 Broadway, New York , NY 10007 between 9:00 AM and 5:00 PM Monday through Friday. You must also fill out an application for the license there. The temporary beer and wine permit will be issued 2-5 days after you submit your application.

VI. Publicizing Your Event

A. Approval of Fliers
Student events where alcohol will be served may not be publicized until the event is approved by the Assistant Director for Fraternity & Sorority Life.
B. Guidelines to Publicizing Events with Alcohol

All events that have alcoholic beverages served must state in ALL promotions or advertising:
DOUBLE PROOF OF AGE REQUIRED FOR THE POSSESSION OR CONSUMPTION OF ALCOHOLIC BERVAREAGES
This must be in a considerable proportion to the rest of the advertisement. No other mention of alcohol is permitted on any promotional material. 
VII. Where to Hold the Event 
A. Fraternity House

Make a check of the room for basic safety considerations. Are there potentially dangerous areas that should be secured, or equipment and other items to remove, or that require closely supervised use? Are interior and exterior lighting satisfactory? Theme events can be especially troublesome if extensive or elaborate decorations are used.

Example: A “maze” event hosted by a men’s national fraternity chapter involved large canvas mats propped or held in place by boards in the basement of the chapter house. The mats were not fire-resistant, but the real danger was in the maze itself—if a fire erupted, how would people escape in a hurry? Any event that involves construction, digging, water, dirt, scaffolding, ladders, or the changing of exits must be carefully reviewed and scrutinized. 

1. Maximum Occupancy- Occupancy of any given house must NEVER be permitted to exceed the maximum occupancy limit established by the University for that house. Maximum occupancies are available through Housing.

2. At the door- All fraternities and sororities must have someone present at the door during parties at all times to make sure that no one ever leaves the house with alcohol and to make sure there are no disruptive people outside the house or party location. If neighbors, administration, public safety, or police wish to enter during a party, they should be escorted to someone in authority, peacefully and politely.

3.  Music -All bands must cease performing by midnight; a DJ may go until 1:30 a.m. unless otherwise informed by public safety or the Assistant Director of Greek Life.

4. The Stoop and Street- The fraternity or sorority officers must keep guests from congregating on house steps or sidewalks. If congestion cannot be minimized, please call Public Safety to help or shut down the party until it is cleared.
5. Notification of Neighbors- The fraternity or sorority is required to post fliers informing neighbors of an increase in noise. The flier should list the start and end time of the event and who to contact (with a phone number) regarding noise concerns.

B. Off Campus Venue

When your party is held at a distance from campus or in an out-of-the-way or unusual place, consider providing transportation. Consider designated drivers or a shuttle service.
Off Campus social Events must be held at an establishment that has a liquor license. The establishment is at least in part responsible for providing, handling, and serving alcoholic beverages. The liability is therefore shared between the chapter(s) involved and the establishment. Do not allow members to serve or provide any alcoholic beverages at a Third Party Vendor event. The Third Party Vendor Checklist & Contract MUST be used and submitted to Fraternity & Sorority Life in accordance to Party Registration guidelines.

C. University Residence Halls

There are NO registered events with alcohol in the Residence Halls. No kegs or other bulk containers may be brought into any Residence Hall. An organization residing as a group in the Residence Halls found in violation of this policy may face disciplinary action. 
VIII. Responsibility as a Sponsor, Co-Sponsor or Represented at an Event
Fraternity & Sororities are responsible for abiding by all party policies of Fact Files, Lerner Hall, their National Organization and Fraternity & Sorority Affairs. Organizations should review their national guidelines for additional party requirements not stated in this document.

When your chapter decides to hold an event with alcohol, you assume several responsibilities in most states for the safety and welfare of your members and guests. Some courts have determined that once inside even the uninvited person becomes your responsibility—another good reason for guest lists. Chapters must establish and adopt party policies and procedures that conform with University and National Policy. 

IX. Statement on Spontaneous Celebration

When there is cause for an extraordinary spontaneous celebration such as sports victories, a World Series Championship, a snowfall or other reasons, it should not take place on 115th, 114th or 113th Streets. This maybe difficult for individual houses to administer, but house officials and other individual member are responsible for keeping their members celebrations off of 115th, 114th/113th streets.

X. National Panhellenic Conference-Alcohol Resolution 

Because of their concern over the use of alcohol, the national presidents of all 26 National Panhellenic Conference sororities have agreed to the following (to be upheld by collegiate chapters):

1. 
That we are opposed to the misuse of alcohol.

2. 
That all college chapters, all individual members, and all guests must abide by state,

local, and college/university laws and regulations.

3. 
That no college chapter funds may be used to purchase alcohol (co-sponsor of social

events are potentially liable regardless of how the expenses are shared.)

4. 
That it is inadvisable to host a party involving alcohol when the majority of guests

attending are under the legal drinking age.

Each NPC group has a national alcohol policy and is expected to abide by it. In addition the national presidents expect their chapters to respect the regulations of any NCP co-sponsoring group. It is hoped that this agreement will give college chapters the courage and ability to initiate discussion and formulate a Panhellenic stand on the subject of alcohol.

XI. Hosting a Successful Event

PEOPLE MAKE IT HAPPEN

A party brings people together to share a good time. Every party creates its own memories. By taking advantage of the suggestions included in this policy and those provided by the national/international headquarters of your chapter, you can insure that the fraternity memories you create are positive. Your brothers or sisters and guests will appreciate your efforts.

INVITE PEOPLE WHO CARE

A sure way to ruin an event is to have the wrong people attend. The “wrong people” bring more problems with them—assaultive or aggressive behavior, damage or destruction of property, theft, inappropriate or irresponsible behavior. For men’s groups, fights generate nearly one-third of the claims and lawsuits involving chapters each year, and your editor would be willing to guess that most of those situations occur with uninvited people whose names are not on the guest list. Because they don’t know someone at the event or they do not feel responsible to the chapter(s) involved, they are more inclined to behave in a way that creates problems. There is one sure way to reduce these problems. Do not hold or participate in “open” parties or events. An open event is an event without a guest list. A recognized chapter sponsors or co-sponsors event at which alcohol is present by invitation only to a pre-determined number of guests. A ratio of three-guests per member (fire code capacity cannot be exceeded at any time) is suggested. Chapters are responsible for monitoring the number of people in their house in accordance with the posted maximum occupancy of 74. 

WHEN TO HOLD THE EVENT

Avoid scheduling events when you don't have time to make proper plans. Consider the academic calendar and the activities of other organizations. Be aware of Party Registration policies before you begin to plan. Check with the Interfraternity, Panhellenic and Multicultural Greek Councils. Certain occasions call for parties and the events speak for themselves - Homecoming, Founders' Day, holidays. What they have in common is a theme. For other parties, choose a theme while being aware of sensitivity issues. Decorate and plan activities around the chosen theme. Once the party date has been chosen, set a reasonable starting and ending time. If a Third Party Vendor is used, arrange for the bar to close at least an hour before the event is scheduled to conclude.

CHOOSING FOOD AND DRINK

Food and drinks are important because they complement fun and not because they supply fun. To get the most out of your food and drink budget, match refreshments with the occasion and crowd. Cider and hot dogs, for example, go well at autumn events. Keep in mind that the food and drinks you serve make a statement about you, your chapter, and your event. Non-alcoholic party drinks can be attractive and can fit in very well with your theme.

Always serve snacks - light sandwiches, dips, meats, cheeses, pizza. In choosing food, avoid salty items like chips and popcorn. Solid foods that are high in protein do more than satisfy the appetite - they help reduce the effects of alcohol. As with guests at your home, provide a variety of things to eat and non-alcoholic drinks. The days of chapter social chairpersons telling guests that if they want a soft drink, they can buy one from the vending machine are mercifully gone….we hope.

ENFORCE YOUR POLICIES AND RULES

Plan activities for your party. The more there is to do other than drink, the less people will drink - and your event will be a success. Remember, drinking games are strictly prohibited by the Social Event Policy, and must not be permitted. Other steps to take to insure that your guests and members enjoy themselves:

· Assign members, who agree not to consume alcohol that day to serve as observers. Some chapters will assign at least one officer as a so-called sober leader for each event. Her or his job is simply to assist in keeping the event within the policy.

· No new members or pledged members should be involved with risk management practices or procedures, as in checking identification or checking guests at the door. These are positions of authority and responsibility. Put experienced members in charge of these operations. The observers or monitors will need to resolve situations that occur. They will also be available to assist bartenders who need to refuse serving members or guests and to make sure the bar is closed on time.

PRE-PARTIES

Pre-parties, “pre-funks” and other spontaneous or planned events are events involving the chapter. It does not matter where or when the events are held—if members are present, it is a chapter function, regardless of what members might call the event. If someone would be likely to perceive the event as a chapter event, ie, if members or new members/pledged members are present, then it will be considered a chapter event. Some undergraduates will go to extreme lengths to attempt to distance a pre-party from the chapter, literally and figuratively. The response is simple: If it looks like a chapter event, even if it does not involve a majority or even a significant minority of members, it is a chapter event. And, let’s get real: if the purpose of the event is to dodge FIPG or national organization or University policy, then you have already failed.

OFF-CAMPUS OR “UNOFFICIAL” CHAPTER EVENTS

Some chapters have intentionally participated in gatherings, Events, parties, or events that were held away from the chapter house or off campus in an attempt to circumvent the spirit and intent of Fraternity policies. Most of these events occur at private residences--apartments, rental houses, “annexes”--of members or at the residence of a non-member and are classified as “unofficial” because they are “not chapter sponsored.” The risks posed by such events are often more substantial than “official” chapter events.
Insert Temp Form HERE.
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