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Office of Greek Life Staff

Kristin Torrey 

Director of Greek Life  


kristin.torrey@vanderbilt.edu  



office (615) 322-8830  cell (615) 429-4637

Tanner Marcantel


Assistant Director of Greek Life  



tanner.marcantel@vanderbilt.edu

office (615)343-7981  cell (615) 739-0385

Liz Warner


Greek Life Graduate Assistant  



elizabeth.r.warner@vanderbilt.edu 


office (615) 343-7996

Karen Seezen


Greek Life Administrative Assistant 



karen.seezen@vanderbilt.edu 


(615) 322-2048

www.vanderbilt.edu/greek_life

[image: image2.jpg]OFFice OF

areex Lire

VanDersiLT universiry




Office of Greek Life 

Important How To’s

Changes in your roster:

Inform the Office of Greek Life when one of your members resigns or let them know if you have new members. All new members must fill out a membership card and return it to the Office of Greek Life. 

Changes to your advisory board:

Please let the Office of Greek Life know when your have new advisory board members. We need to know their position, mailing address, email and phone information.

Changes to the chapter executive board:
Have the chapter officer in charge, fill out the appropriate officer update form and turn it in to the Office of Greek Life.

Payments to any accounts:

All checks can be made payable to Vanderbilt University with a notation of the account to be credited in the memo line. Checks can be dropped off in the Office of Greek Life. Regular payment for Minor Maintenance and Rent can be mailed to the address on the statement.

Need house repairs:

Either the house manager, president or house corporation presidents needs to contact Randy Clark to report needed repairs. His phone number is 322-5605 or you can e-mail him at randy.clark@vanderbilt.edu.

For House improvements:

The house manager needs to fill out a house improvement form and turn it in to Kristin Torrey in the Office of Greek Life. She will need to discuss the scope of the project with him and will then turn it into the Facilities Office for them to obtain estimates.

Registration for social events:
Fraternity on-campus parties need to be registered the Wednesday one week before the event with the Office of Greek Life. This is to ensure that we are able to secure third party security for the event. Other parties on or off campus should also be registered for information purposes only and in case of an emergency.

Out of Town Events:
These out of town trips such as formals and retreat should be registered on the Fraternity Travel Form. This is also for information purposes only and so that we have information of our students whereabouts in case of an emergency.

If you have any questions at all, please do not hesitate to contact the Office of Greek Life at 322-2048 or greeklife@vanderbilt.edu. In many cases, Karen will be able to answer your question or will help you find it. Kristin, Tanner and Liz will always be able to help as well.

Office of Greek Life 

VU Fraternity & Sorority Standards: http://www.vanderbilt.edu/greek_life/VU%20Fraternity%20and%20Sorority%20Standards%20-%20Revised%20September%202007.doc
Annual Report:

http://www.vanderbilt.edu/greek_life/annualreports/0607Report.doc
Grade Report:
http://www.vanderbilt.edu/greek_life/stats.php
Faculty Program Grants:

http://www.vanderbilt.edu/greek_life/Greek%20Life%20Faculty%20Program%20Grants.doc
EBI Assessment:

In 2005, the Office of Greek Life contracted with the Association of Fraternity Advisors and Educational Benchmarking, Inc. (EBI) to gauge student satisfaction and learning outcomes associated with their Greek experience on a bi-annual basis.  This professionally designed and analyzed assessment instrument uses factor analysis to provide a measure of the impact of programs offered by the Office of Greek Life and governing councils.  It also provides evidence for resource allocation and reallocation.  Factors for determining this impact are: enhanced interpersonal skills, community service, safety and security, alumni activity, career development, self awareness, overall programming, academic ability, leadership skills, housing, and diversity.  
Greek Glossary:

http://www.vanderbilt.edu/greek_life/glossary.php
Information for Parents:

http://www.vanderbilt.edu/greek_life/parents.php
Forms:

Social Event Registration Form:

http://www.vanderbilt.edu/greek_life/forms/SocialEventRegistrationForm06-07.doc
Build Party Registration Form:

http://www.vanderbilt.edu/greek_life/forms/Build%20Party%20Registration%20Form.doc
Out of Town Travel Form: http://www.vanderbilt.edu/greek_life/forms/Travel%20Form.doc
House Improvement form:

http://www.vanderbilt.edu/greek_life/forms/House%20Improvement%20Form.doc
Officer Update Form:

http://www.vanderbilt.edu/greek_life/forms/fraternity%20officer%20update.doc
http://www.vanderbilt.edu/greek_life/forms/nphcofficerupdate.doc
http://www.vanderbilt.edu/greek_life/forms/sororityofficerupdate.doc
Council Policies:

Interfraternity Council

IFC Constitution & Bylaws
http://www.vanderbilt.edu/greek_life/IFC%20Constitution%20and%20Bylaws%20-Fall%202007.doc
New Member Education Manual

http://www.vanderbilt.edu/greek_life/IFC%20New%20Member%20Education%20Manual%2007-08.doc
IFC & Panhellenic Alcohol Policy
http://www.vanderbilt.edu/greek_life/IFC-Panhellenic%20Alcohol%20Policy%20Fall%202007.doc
National Pan-Hellenic Council

NPHC Constitution & Bylaws

http://www.vanderbilt.edu/greek_life/NPHC%20Constitution%203-2007.doc
NPHC Intake Manual

http://www.vanderbilt.edu/greek_life/NPHCIntakeManual.pdf
Panhellenic Council

Panhellenic Constitution & Bylaws

http://www.vanderbilt.edu/greek_life/Panhellenic%20Consitituion%20-%20revOct07.doc
Panhellenic Benefits Guidelines

http://www.vanderbilt.edu/greek_life/Benefits%20-%20Standing%20Rules.pdf
IFC & Panhellenic Alcohol Policy
http://www.vanderbilt.edu/greek_life/IFC-Panhellenic%20Alcohol%20Policy%20Fall%202007.doc
Tri-Council Circles

Tri-Council Circles were created by our students to increase awareness of our Greek Community, foster new friendships, and encourage collaboration between organizations.  In addition, the circles are also intended to decrease over-programming by promoting joint events and programs.  The Circles have 7-8 member chapters in each, spanning all three governing councils.  Each Circle participates and competes together as a team in events like Stompfest, Greek Week, and Service Days.  
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CHAPTER CRISIS MANAGEMENT PROCEDURES

The following suggestions are made in the event a tragedy or crisis occurs either on or off chapter property. Examples of such situations include but are not limited to 

· The death or serious injury of a member or guest

· A fire in the chapter house 

· Members arrested for selling drugs

· Hospitalization due to hazing

· Drunk driving accidents

· Firearms in chapter house

These suggestions are designed primarily for chapters with houses, but can easily be adapted and followed by any group. Some chapters may already have similar crisis procedures. This document will supplement those procedures by providing names and telephone numbers of local contact people who can be of assistance.  Prompt reporting often prevents minor incidents from developing into major problems as well as ensures that you are ready to defend the chapter if lawsuits result.  

MEMBER EDUCATION

· Be certain that all members of the chapter know the President is in command of every emergency situation. The President should immediately contact the Chapter Advisor and Director of Greek Life for advice and counsel. 

· In the event that the President is absent, the next highest should be consulted and in command of the situation. All chapter officers should know where to find a copy of the chapter's emergency procedures.

· All members must know who is in charge and be prepared to follow instructions.  Include a review of the chapter's procedures in your member education program. The house manager and Chapter Advisor must also be aware of these procedures.

GENERAL PROCEDURES

1. If a crisis occurs, close the chapter house at once. The President cannot give instructions and maintain control if members are leaving and strangers are entering. Permit only your members and appropriate officials to enter. Assign one or more responsible members to calmly guard the door.

2.  In nearly all situations, the President’s first telephone call will be the 911 emergency number. Briefly and calmly explain the situation so that appropriate emergency personnel (police, fire, ambulance) can respond.  If the emergency situation is a fire, your alarm may or may not automatically bring a fire truck; therefore, assume the worst and immediately call the fire department.

3.  Call your chapter advisor:

Name:_________________________________________

Phone:_________________________________________
Call Office of Greek Life staff: 

Director of Greek Life: Kristin Torrey 615-429-4637

Assistant Director of Greek Life: Tanner Marcantel 615-739-0385

ALWAYS CALL, DAY OR NIGHT, IF YOU ARE IN DOUBT AS TO WHETHER A SITUATION IS SERIOUS OR NOT. We will discuss the situation with you and in all serious cases will be at the house or chapter meeting place in a matter of minutes.  
4.  Notify your chapter’s Executive Office and when appropriate, file an incident report to be sent to your chapter headquarters.

5.  While on the scene of an incident, get the names, addresses, and phone numbers of all parties involved, as well as any witnesses.  Should the police be conducting an investigation at the scene, never interfere with their investigation.     
6.  Assemble your members in a group. Depending on the situation, out-of-house members may need to be called in. Explain that there is an emergency and that the house is closed. Ask them to cooperate in halting outgoing phone calls until the situation is under control. Members are not to speak to anyone outside the chapter.  Remind members not to discuss details, speculate on events or otherwise elaborate on the situation until police, university officials, and your Chapter Advisor have arrived. To do so would only create unrest and other unnecessary concerns. The President will be the official spokesperson for the chapter to the authorities.
7.  While the membership is gathered, it is important that they remain calm and realize that the situation is under control. If there is a need to inform members who are not present, the President may delegate this duty to a responsible member.

8.  No one should speak to the press or give any statements without first consulting your Executive Office and/or Vanderbilt News and Public Affairs. Should a press release be necessary, a careful statement will be written through the Executive Office and/or Vanderbilt News and Public Affairs in consultation with the chapter.  When appropriate, only the chapter president should speak on behalf of the chapter.   

SERIOUS INJURY OR DEATH OF A MEMBER

· Do not notify the parents. In the event of a serious injury or death, medical or police personnel (who are trained in this area) will notify the family. You should always have parent/guardian information on file available for the proper authorities. After you know that the family has been notified, it is appropriate for a chapter representative to call and share your concern.

· If the situation is a death outside the chapter house, do not announce it until a university official or fraternity staff member has arrived to help. Be very careful about giving out any information.

· In the event of death, do not remove any personal items from the room. Do not let members enter the room. Temporarily, move the roommate to another room in the house. If possible, keep the door locked. Ask the family what their wishes are in regard to the member's possessions. You may offer to pack them in boxes, but it is more likely that the family will want to do this themselves. Before they arrive be sure that any borrowed items are returned. When the family arrives, have empty boxes available and offer your help. Understand that this is a difficult time for them and they may want privacy.

· You will want to coordinate member attendance at the funeral or memorial service.  Along with your Chapter Adviser, discuss with the family or the family's religious representative the possibility of conducting the fraternity ritual memorial service.

· IN THE CASE OF SERIOUS INJURY OR ILLNESS, find out the visitation wishes of the family and coordinate this with members of the chapter.

· IN THE CASE OF A SUICIDE ATTEMPT, with or without serious injury, do not assemble your members or call parents.

GENERAL FOLLOW-UP

· The notification of further administrators and faculty will be arranged by the Director of Greek Life and other university staff members.

· In any emergency, use tact and caution in your statements to members and others. Where possible litigation may follow, be cautious about jumping to conclusions or speculation.

· University staff is always available for member counseling and general assistance. Do not hesitate to call for help. Individual and group counseling is strongly recommended following any crisis situation. No matter how well things appear to be going, counseling and other support services are both wise and appropriate. The Psychological & Counseling Center can be help with any kind of counseling and can be reached at 615-322-2571.

ALL OF THIS, NO DOUBT, SEEMS GRIM AND HARSH. EVERYONE HOPES THAT NO CHAPTER PRESIDENT WILL EVER HAVE TO USE THESE PROCEDURES. BUT SADLY, THAT HOPE IS NOT REALISTIC. TRAGEDIES DO OCCUR. USUALLY, THEY ARE UNPREDICTED. YOU CAN EASE THE SITUATION FOR ALL BY BEING PREPARED TO FOLLOW THESE PROCEDURES AND GUIDELINES.

Adapted from the Alpha Epsilon Pi Crisis Management Plan

Important Phone Numbers

VUPD (Emergency): 
615-421-1911 (from a cell phone) or 
1-911 (from a campus landline)  

VUPD (Main line): 



615-322-2745
Ambulance: 




911
Fire Department: 



615-862-5421
City Police:




615-862-7400
Vanderbilt Hospital: 


615-322-0160 (Emergency Services)

Kristin Torrey cell: 



615-429-4637

Tanner Marcantel cell: 


615-739-0385

Chapter Advisor:


_____________________
Executive Office:


_____________________
Greek Life Office : 



615-322-2048
University Policies: 

Vanderbilt Community Creed:

http://www.vanderbilt.edu/student_handbook/
Student Handbook, Chapter 3: Student Code
http://www.vanderbilt.edu/student_handbook/chapter3.html
Student Handbook, Chapter 6: Alcohol and Controlled Substances
http://www.vanderbilt.edu/student_handbook/chapter6.html
Student Handbook, Chapter 2: The Honor System
http://www.vanderbilt.edu/student_handbook/chapter2.html
Student Organization Manual: http://www.vanderbilt.edu/studentorganizations/manual/0708manual.pdf
Advisor Resources:

Advisor Expectations:  
http://www.vanderbilt.edu/greek_life/VU%20Advisor%20Expecationsslideshow.pps
Creating Shared Expectations with Students
http://www.vanderbilt.edu/greek_life/Creating%20Shared%20Expectations.pdf
Officer Resources


President: http://www.vanderbilt.edu/greek_life/president.php

Treasurer: http://www.vanderbilt.edu/greek_life/treasurer.php
House Manager: http://www.vanderbilt.edu/greek_life/housemanager.php

Social Chairs & Risk Managers:

http://www.vanderbilt.edu/greek_life/social.php
Scholarship Chairs: http://www.vanderbilt.edu/greek_life/scholarship.php
Publicity Chairs: http://www.vanderbilt.edu/greek_life/publicity.php
Alumni Relations: http://www.vanderbilt.edu/greek_life/alumni.php
New Member Education: http://www.vanderbilt.edu/greek_life/newmember.php
Community Service & Philanthropy:

http://www.vanderbilt.edu/greek_life/service.php
How to Effectively Use Volunteers

http://www.vanderbilt.edu/greek_life/How%20To%20Effectively%20Use%20Volunteers.pdf
FIPG Risk Management Guidelines

http://www.fipg.org/fipg/fipg.nsf/835fe7d91217664d8525723c007a7545/9c0d3c4d4ca5614e8525734b007b08a4/$FILE/FIPGManual.pdf
Off Campus and Unofficial Chapter Events:
http://www.vanderbilt.edu/greek_life/How%20To%20Effectively%20Use%20Volunteers.pdf
Officer Transition:

Tips for New Officers
http://www.vanderbilt.edu/greek_life/Officer%20Transition%20guide.pdf
Retreat Planning Guide
http://www.vanderbilt.edu/greek_life/Officer%20Transition%20Retreat%20guide.pdf

Goal Setting Guide
http://www.vanderbilt.edu/greek_life/Goal%20Setting%20Guide.pdf

Executive Officers Transition Retreat Guide


http://www.vanderbilt.edu/greek_life/Officer%20Transition%20Retreat%20guide.pdf

Creating SMART Goals
http://www.vanderbilt.edu/greek_life/SMART%20Goals.pdf
Academic Incentives

http://www.vanderbilt.edu/greek_life/Academic%20Incentives.pdf

