Party Planning

Planning safe partics on or off college campuses can be a daunting task. To
create a safer environment for you and your guests, use the RMF's Party
Planning List, also known as the “Top Ten” List. Its a sct of guidelines created by
the RMF foryou, the members of Sigma Chi, in order to provide any chapter

thatis planning a social event some helpful tips that are consistencwith the

Fraternity and RMF alcohol policies.

When planning aparty, think of this list
asa place to start. Thatis, use these tipsin
addition to considering the unique needs
of your chapter. What tips mightyou add
to this list? Whats worked well for your
Chaptcr in the past and is worth repeating
atevery event?

Youll notice that many of the tpson the

list refer to other strategjes encouraged
by the RMF—implementinga crisis management plan, utilizing a third-party
vendor whenever possibic, and dcsigning and usinga dcsignatcd driver
program. Chapters thacapply all of these strategies significantly decrease their
exposure to liabilities and are more prepared to deal with the unexpected.

While accidents may still happen, using the “Top Ten” List and adhering to
your local and university rules and regulations may help to prevent them.

The RMF is here for you as a resource. Please contact us with any questions

you have regarding the particulars of planning an RMF compliant eventat
O

your chapter.

For more information on party pianning, picasc VIsit our resource page at
J O e

www.RM chucation.org.

Third-Party Vendors

The RMF encourages all Sigma Chi chapters to hire a third-party vendor or
venue when hosting an event at their chapter house or off-campus in which
alcohol will be served. What is a “third-party vendor™? Its an alcohol related
service providcr, such asalicensed bartender or catering service, which is also

g
covered by its own general and liquor liability insurance policies.

When pianning aneventwhere a third-party vendor will be necessary, obtaina
copy of the RMF’s Third-Party Vendor Checklist and follow the steps it
outlines. Doing so will ensure that your chapter is in compliance with the risk
management policies of Sigma Chiand the RME.

For example, some of the responsibilities assumed by a third-party vendor

include but are not limited to:

« Checkingidentification cards upon entry;

« Not serving minors;

« Not serving individuals who appear to be intoxicated;

« Maintining absolute control of ALL alcoholic containers present;
Collecting all remaining alcohol at the end of a function (no excess
alcohol—opened or unopened—is to be given, sold or furnished o
the chaprer);

Removingall alcohol from the premises.

The RMF5 claims history shows that chapters are mostvulnerable to
expensive alcohol related liability exposures and policy violations when they
atempt to assume these rcsponsibiiitics on their own without the assistance

ofa third party.

Hire alicensed profcssionai to manage the distribution of alcohol at
your chapter functions—its one of the smartest moves you can make
when planning your next social event.

Ifyou have any questions about this process or a prospective third-

party vendor, please contact the RME Were here to help.

To obrain a copy of the tilii’d-party vendor checklist, picasc visit our

resource page at www.RM chucation.org.

Crisis Management

Did you know that, historicaiiy, a Chaptcr that creates and uses a crisis
management plan is better equipped to protectitself from complicated claims
and lawsuits? An effective plan enables Brothers to address and diffuse difficule
situations and to make important spiit—sccond decisions because thcy are
prepared to do so.

Unfortunate circumstances happen, and its important to know how to
respond. The RMF's Crisis Management Plan is available in its entirety on the
Wb site and includes a three-tiered approach which is summarized here:

BE PREPARED: Form a crisis management team at your chapter, and know
who you can contact for assistance if a crisis occurs. Review and follow the
RMFsand your univcrsity’s rules and rcguiations rcgarding risk management,
and have firstaid and fire prevention supplies on hand in your chapter.

BE CALM: In the event of a serious situation, contact the proper authorities
and attend to the injured until help arrives. Minimize confusion and take
control of the situation

whenever possible. Gather the

facts, and contact the

appropriate alumni voluntecrs

and Chaptcr advisors for assistance.

LEARN FROM THE

SITUATION: Show care and
compassion for the victims. Developa
professional and respecttul relationship
with the authorities, oi:fcring your
supportand cooperation. Document

and study the situation, and mectasa
chaptcr once the crisis has passcd to discuss
the way it was handled.

Ityour chapter does notalready have a crisis
management plan in effect, work together to
create one today. If your chapter already has a
plan, review it and make sure that your members
know how and when to use ic.

If you need assistance with this process, send usa
copy of your plan for review and feedback. The

RMF is here as a resource for you.

For compic’tc information about dc’veloping a Crisis
management pian for your cimptcr, picase Visit our
te )

resource page at www.RMchucation.org.
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Reporting Claims or Accidents—Your Responsibilities

In cthe event of an incident, prompt reporting often prevents minor

claims from becoming major problems. Failure to promptly report

claims violates the conditions of your insurance policy and could

resulcin relieving the insurance company of responsibility for payment

of an otherwise valid claim. Report claims promptly to James R. Favor

& Company (800-344-7335) and to the RMF (847-869-3655).

For the full list of claims reporting duties, visit the “Claims” resource page at www.RMFeducation.org,
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In Your Absence: House Closing Instructions

Whether its spring break, winter break, or the extended summer vacation, it's important to prepare your chapter
house for your absence. Doing so will decrease the chances of vandalism and theft—which are common post-
vacation insurance claims submitted to the RMF—and increases the overall safety and security of your and your
Brothers home.

The RMF provides alist of house closing instructions for your propertys interior and exterior, as well as before-
you—leave tips and scasonal recommendations. Remember to consider the unique needs of your chapter’s house
or meeting location and add to our list as needed.

For assistance with this process, contact the RME your house corporation or university physical plant officials.

For a copy of the RMF House Closing Instructions, please visit our resource page at www.RMFeducation.org,

RMF and Sigma Chi Alcohol Policies

The misuse of alcohol is conduct unbccoming a Sigma Chi. Conscqucntly, Sigma Chi Fraterniy resolves to eliminate
the misuse of alcohol by its membership, particularly among undergraduate and prospective members.

The Fraternity has several policies regarding alcohol use and misuse:
« The Sigma Chi Policy on Alcohol and Drugs

o The Risk Management Foundation Policy on Alcohol and Drugs
o Host collcgc/ university alcohol policies

. Chapter bylaws

[t's wise to have a working familiarity of these policics since the concepts behind party planning and crisis
management are policy based.

The RMF is here for youas aresource; do not hesitate to contact us with qucstions about our policies on alcohol.

For the complctc list ol’VSigma Chiand RMF alcohol policics, pleasc visit our resource page at

WWW l)\i\ l i ?C(‘l LlCthiOH.Ul'ﬁ_:.

Case Studies

Its often casier to understand the RMF alcohol policies when illustrated in a practical context. Since the RMF
would rather have its membership understand these policies in theory as opposed to in practice via

a costly claim, it has developed case studies as an educational and preventative tool.

Case studies are based upon past actual claims incurred by Sigma Chi chapters, in which the facts have been
fictionalized. ideally, case studies are interactive. A case study tacilitator is assigned, and the rest of the participants
are divided into groups—thc defense, the prosecution, and the jury. Thcy argue the facts of the case, wcigh them
against the RMF’s and Sigma Chis policies, and come to a decision. The facilitator then reveals the actual
judgment for that particular case.

Case studies are often used during a chapter meeting, during avisit from an alumni representative, oratany
time in which the entire chapter is gathered and engaged in chapter business. Our hope is that these studies
are cyc—opcning and foster important discussions about RM F-related issues.

Please contact tl’lC RMF Wltl’l any unStiOHS you have about conducting a casc StllCly at your chapter.

To download copics of RMF case studics, visit our resources page at www.RMFeducation.org.
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Understanding Certificates of Insurance

Certificates of Insurance (COls) are critical as the process of providing a certificate of your
insurance to another party may be the last chance you have to apply risk management
techniques to a given exposure or potential loss situation.

COls are available upon request. To provide risk management services, our staff and your
legal advisors need complete information and documentation, as well as adequate lead-time.
This includes submitting a completed Event Planning Form with contracts stating insurance
requirements 30 days in advance of any event requiringa COL Providing these will enable
our staff and your legal advisors to provide you with effective and prompt service in response

to your COl request.

1) Certificate basics: Certificates of insurance and other evidence of insurance forms are the
basic information communication tools of the insurance industry. Whenever one party
requires another party to sccure and maintain some form of insurance, they should also
require satisfactory evidence that this has been done. This circumstance usually arises from
various forms of contracts that are related to Fraternity operations and activities. Examples
include:

+ Relationship statements or school recognition requirements;

o Leasing facilities owned by others for social functions or fundraising activities;

o Chapter house leases or housing agreements.

2) Certificates are for information only: The principal function of any Certificate or
Evidence of Insurance (EOI) is to provide evidence of, and convey basic information abour,
the insurance coverage carried by another party. Insurance certificates are not intended to
provide insurance for the party to whom they are furnished. Certificates are not intended to
amend, extend or alter the coverage afforded by the insurance policies.

DISCLAIMER NOTICE

This basic information has been prepa.red asinformation only. The actual insurance policies are subject to definitions, exclusions, limitations and various other terms and conditions. This information does notamend, extend or alter the coverage affordedby the actual policies.

When providing certificates to others, you should again review your exposures. More
importantly, review the limitations of your own insurance. Every ateempt should be made to
avoid the unintentional assumption of risk and, to the greatest extent possiblc, contain your
risks within the scope of your insurance. Nort all risks that you may assume are insured.

When you obtain certificates of insurance from others, we will be plcascd O assist you by
reviewing the insurance they maintain to support their obligations.
For more information on Certificates of Insurance, plcasc Visit our resource pa

gt at

www.RM ljcducatiim.org.

Contracts and Agreements

Proposed contracts or agreements should be subjected toajoint
review by your legal counsel and your risk management and insurance
representatives. We will work wich you and your legal counsel to
review the agreement’s exposures and insurance obligations. This
review process often reveals increased or previously overlooked
exposures that can be significantly reduced or totally avoided by
revising the related plans and contractual or insurance obligations.

Risk transfer to others is a fundamental risk management technique. This is best done under
a written agreement containing hold harmless and indemnity clauses. Effective use of this risk
management technique requires that your legal counsel drafts or reviews the legal agreement,
We will assist by reviewing risk management considerations with your legal counsel.

A hold harmless clause attempts to relieve one party from claims for damages or liabilities
that might arise via their relationship with the second party. An indemnity clause usuaily
accompanics the hold harmless clause. The indcmnity clause requires the party providing the
indemnity to defend and pay any claims or damages that the held-harmless party may
become legally obligated to pay to a third party.

The opportunity for fraternities to apply or be faced with this basic risk management
technique is almost endless. Some examples include:

o Leases;

o Social functions or events;

+ School recognition or relationship statements;

o Independent contractors (security companics, third~party vendors, etc.).

l"‘(\l‘ more information on (i()li[l“d([s rliitl i’\”l’(‘k‘l]l(‘l][.\'. PlCJSC Visit our resource P‘J”C at

O o)

www.RMFeducation.org.

Commercial General Liability

This coverage, often referred to as general or public liability, provides insurance protection
against bodily injury and property damage claims brought against the insured by third partics
or members of the public. The basis of such a claim is an allegation ol.negligence against one or
more of the insureds, which has resulted in damages to a third party. If a claim or lawsuit s filed
against the insureds, the insurance company has both the right to settle and a duty to defend
the insureds against the claim or suit.

Additional Insured
Thisisadded toa liability insurance policy with the intent to provide limited coverage toa
party other than the insured for liability arising out of the insureds premises or operations.

Hold Harmless Clause
This clause is generally found in a contract or insuring agreement that atempts to relieve one party
from claims for damages or liabilities that might arise via their relationship with the second party.

Indemnity Clause

This clause is gcncrally found in a contract or insuring agreement that requires the party
providing the indemnity to defend and pay any claims or damages that the held-harmless party
may become legally obligated to paytoa third party. An indemnity clause usually accompanics
the hold harmless clause.

Directors and Officers Liability

This coverage providcs insurance protection for directors, officers, volunteers, cmployecs, and
for the organization. The basis for such claims is an allegation of “wrongful acts’ against the
insureds individually orthe organization. “\Wrongl—ul acts” means any actual or alleged act, error,
omission, misstatement, misleading statement, neglect or breach ol‘duty by the directors,
officers, or the organization in the discharge of their duties. If a claim or lawsuit is filed against
the insured, the insurance company has the right to settle and provide coverage to defend the
insureds against the claim or suit.

Difference in Conditions

For Fraternity owned property, this coverage provides insurance protection against specific
types of potentially large or catastrophic losses such as earthquake and flood. Coverage is
subject to separate annual aggregate Jimits for earthquake and flood. For its specific perils, this
insurance coverage provides the same type of protection as the property and cquipment
breakdown insurance coverages. Due to the wide variation in these types of exposures, only
speciﬁc locations are protected.

KEY INSURANCE TERMS

Chapter House Leases

One of the responsibilities ofa Sigma Chi house corporation is
to develop alease agreement for its chapter house. While a
boilerplate contract is an acceptable place to start, it is important
thata lease agreement fora Sigma Chi chapter house contain
specific terminology and provisions to ensure the proper
protection afforded by the RMFs property and liability policies.

HCI’C arc a fCW examples:

Written Agreements Only

The house corporation commonly acts as a landlord. This should always be done via a written legal agreements
or lease with the chapter as the tenant. It should be reviewed and signed each year by the appropriate officers
for both partics.

No Agency
The written agreement or lease should provide that cthe chapter is not a subordinate or agent of the house
corporation.

Legal and Other Requirements

The lease and sub-lease agreements should provide that the chapter (tenant), the chaprer officers, and cach
member, resident and non-resident member (sub-lessees) individually will not allow the property to be used for
any unlawful purposc. They should also provide that the chapter (tenant) and each individual (sub-lessec) agree
to be responsible for compliance with any school or insuror requirements and the regulations or laws of the state,
province, city or county.

Fraternity Policies

The lease and sub-lease agreements should provide that the chapter (tenant) and each member, resident, and
non-resident member (sub-lessees) individually will adopt, comply with, and enforce any policies, rules or
regulations established by the chapter (tenant), house corporation (landlord), insuror, school or the chartering
International Fraternity.

Responsibility for Negligence

The lease and sub-lease agreements should provide that the chapter (tenant) and cach member, resident, or non-
resident member individually (sub-lessees), agree that they will be responsible for their own activities and liable
for their negligent acts, errors or omissions.

Fora complctc list of lease agreement tcrminology plcasc visit our resource page at www.RM Feducation.org,
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Important Reminders

REMINDER to all chapters and house corporations: As separate legal entities, your chapter or house
corporation is not authorized to sign any agreement Or eXecute any contract on behalf of the International
Fraternity or Sigma Chi Corporation. All contracts and agreements should only be signed in your own legal

name (c.g. Alpha Delta Chapter of Sigma Chi Fraternity or The Alpha Delta House Corporation).

REMINDER to all chapters and house corporations: In order to have coverage under your insurance program,
any agreement or contract presented to you that contains Indemnification or Additional Insured provisions
must be reviewed and accepted, IN ADVANCE, by your legal counsel, the RME and insurance underwriters
BEFOREIT IS SIGNED.

REMINDER to all chapters and house corporations: RMF insurance coverage is in place as protection
primarily for the chapter and ics advisors. Coverage is not intended to cover third parties over whom the
Fraternity and the chapter have no control (e.g. bands, comedians).

REMINDER to all chapters and house corporations: Injuries sustained during Sigma Chi Fraternity athletic
cvents (i.c. intramurals) are typically covered by personal medical insurance. Members and guests voluntarily
participate in athletic events and assume the risk of injury; therefore this is not a covered claim under the
chapter’s insurance policy. This is also true for participation in athletics related to philanthropic or charity events.
The Risk Management Foundation neither supports nor offers insurance coverage for "fight night“ events.

We strongly encourage alternate methods of fundraising.

Frequently Asked Questions

Throughout the year, and cspccially atthe bcginning of each academic year,
the RMF reccives many calls and e-mails from you, Sigma Chi’s
undcrgraduates and alumni volunteers, about your insurance coverage—
what’s covered, who's covered, and how the insurance works.

While the complete policy is available upon request, there are some
specific policy inquiries that the RMF frequently receives from you.
In response, the RMF developed a list of 20 FAQs that is available on
its Web site.

Here are a few of those questions
along with their answers:

What insurance coverage is provided for Sigma Chi
chapters that are members of the Risk Management
Foundation?

Membership in the Risk Management Foundation includes the
following insurance coverage:

a. General liabilicy

b. Excess umbrella

¢. Directors and officers liability

d. Dishonestly bond (Crime)

The RMF makes the following additional coverages available as well:
a. Property

b. Boiler and machinery

All chapters and house corporations are reminded to comply with their
local state workers compensation Jlaws.

Do the liability and umbrella policies provide coverage
for undergraduate chapters, alumni advisors, and other
volunteers?

Yes. Each chaprer must provide proof of insurance as required under the
Sigma Chi Governing Laws (ECR 6.02-i-4). Undergraduate chaprers are
afforded protection provided the chaprer s abiding by the RMF and
Sigma Chi alcohol policies.

RMF insurance also providcs coverage to alumni advisors and other
volunteers while thcy are acting on behalf of Sigma Chi Fraternity.

Could undergraduates or alumni volunteers be
named in a lawsuit?

Yes. Undergraduatcs, chapter officers and alumni volunteers have been
individually named in lcgal actions. The named insureds under the RMF

policy are subjcct to the terms, conditions, and limitations of the insurance.

As avolunteer, how is my personal insurance affected?

You should always report any potential insurance claim to your personal
insurance agent or carricr. Where permitted by law, the insurance provided
for volunteers under the RMF policy is primary and will stand ahead of
your personal insurance.

What are the benefits of a “group” policy?

Group policies have been proven to offer the broadest coverage at the
most affordable costs. They provide continuity and often include valuable
additional services such as educational programming and loss control
assistance as well as chapter house inspections.

Fora complete list of the RMF insurance program FAQs, you may

download it from www.RMI CLlU(iIUOII.Ul'g.

Attention Undergraduates
and Alumni! We want your
feedback!

The RMF wants to know what you think of
its educational resources and to gather ideas
on how to serve you better.

Please direct questions or feedback o

RMF@sigmachi.org,
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