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School of Mines Emergency Response Guide  

Fraternity and Sorority Life 

The following procedures indicate how to respond to crisis situations. Each national organization also 

produces a comprehensive risk management plan. We suggest that chapter advisors and leadership are 

also familiar with the expectations of action during an emergency situation from both the University 

protocol and procedures standpoint and your national organizations standpoint. 

  

EMERGENCY TELEPHONE NUMBERS:  

Samantha Harkin Cell: 605-490-3268 
Office: 605-394-2336 

Fraternity and Sorority Life 
Advisor 

Cory Headley  Cell:  
Office: 605-394-2336 

Director of SLICE 

Public Safety  605-394-6100  

Dean Mahon Cell: 
Office: 605-394-2416 

Dean of Students  

Counseling Services 605-394-1924  

Faculty/Staff Advisor 
 

  

Alumni Advisor 
 

  

Headquarters Contact   

Chapter President  
 

  

 

EXPECTATIONS: 

Strong preventive measures will prevent most crises. Safety inspections, fire drills, the elimination of 

improper and illegal activities, and liability and risk management seminars are all essential to control 

risk.   

  

Should any event of a disastrous nature occur the chapter must be prepared to respond quickly and 

appropriately.   

  

There are several recommended steps to follow in the event of a tragedy, with some additional steps to 

follow in the event of a death of one of your members or associate members.   
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1. WHO IS IN CHARGE DURING AN EMERGENCY/CRISIS? Be certain that each person in your 

chapter knows that:  

• As President, you are in command of every emergency situation and will be the primary contact 

unless otherwise indicated. 

• In your absence, have a ranking order or officers established.  

• Copies of these procedures should be given to each chapter officer to keep in their notebook. A 

copy should be kept next to the chapter telephone, on a bulletin board, by mailboxes, or other 

easily accessible places.   

• You should arrange and communicate with your faculty/staff advisor and alumni advisor as to 

how they are to be notified.  

  

2. IF A TRAGEDY OCCURS steps to follow:  

• Close the house/apartment/chapter space only to members, emergency personnel, and 

University Officials  

• Before making announcements call all members and tell them to get to the 

house/apartment/chapter space immediately and make the announcement at once   

• Only permit your members, alumni and appropriate officials to answer the door 

• Make sure someone is at the front door to meet campus police, SFL advisors, chapter advisors, 

chapter members and to watch for media. 

• In the event of death or suicide, do not inform people over the phone. If the suicide has 

happened in the house/apartment/chapter space, chapter members should find another 

meeting space.   

  

3. EMERGENCY PHONE CALLS TO MAKE: You need to make several phone calls immediately. 

• First call 911. If the emergency is a fire, alarms may or may not automatically bring a fire truck. 

Regardless, Call 911. Do not hesitate to call Public Safety regardless of the situation.   

• Second, call the Advisor of Sorority/Fraternity Life.  We are here to discuss the situation, help 

you manage it, help you to make calls and to support you. We will arrive at the 

house/apartment/chapter space or hospital. Always call anytime day or night. If you are in 

doubt whether a situation is serious or not, call. Better to be safe and have someone to assist 

you.  If the Advisor of Sorority/Fraternity Life is not available you should call the Director of 

SLICE; if the Director is not available please call the Dean of Students.  

• Third, call your national fraternity administrative office and the following people: 

o Call your chapter advisor   

o Call your risk management/social advisor 

o  It is important that you do not call the parents. Leave that phone call up to the 

University, Official Campus Liaison, Chapter Advisor or National Headquarters. The 

Director of Sorority/Fraternity Life will notify Greek Council  President and other 

campus offices of the situation. Your task is to maintain order with your members. 
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MAINTAINING CONTROL:  Be certain that everyone in your chapter knows the president is in command 

of every emergency situation. In the absence of the president, you should have a rank ordering of 

officers (chain of command):  1. President  2.Vice President   3. Risk Management Officer  

If a crisis has occurred at the chapter house, close the house at once. You cannot give instructions if your 

members are leaving and strangers are entering. Permit only members and appropriate officials to 

enter. Halt all incoming and outgoing telephone calls, except those of an emergency nature.   

In most crisis situations, you will want to call a mandatory chapter meeting for actives and 

pledges/associates as soon as possible. Make sure your faculty/staff advisor, Alumni Advisor or other 

member of your alumni advisory board is present.   

  

At this mandatory Chapter meeting:  

 • Explain the situation and gather facts.  

 • Try to remain calm to show your members everything is under control so they will remain calm.  

 • Clarify who is the spokesman (normally the chapter president). No one else should make statements 

or answer questions about the situation.  

 • Instruct members not to discuss the incident with anyone, including boy/girlfriends and family 

members until the situation has been resolved. In the event of a fire or accident, members should be 

encouraged to notify their parents to let them know they are okay.   

• Do not mention the incident on any social media 

• Detail the plan for the next several days.  

 • Instruct your members to cooperate with campus or law enforcement officials investigating an 

incident.  

 • You will need to stay in contact with multiple people. It is okay for you to delegate to your executive 

board duties to help you.   

• Your Sorority/Fraternity Life Advisor is your best ally. They have been through this before and will 

assist you and step in when needed.   

• You will be asked a lot of questions and will have to explain yourselves many times to different people 

that could include police, campus officials, and the media.  

 • Remember to take time for yourself to process the situation - the days and maybe weeks ahead might 

be tough. Remember there are resources on campus for you to utilize including the Counseling Center.  
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MEDIA RELATIONS:  It is critical that the officially designated University spokesperson be the only 

person to speak with the media. No exceptions!  

 • Consult with your chapter advisor, the Sorority/Fraternity Life Advisor and the University Media 

Relations designee so that they can help you prepare for any media contact.  

 • Never make "off the record" comments.  

 • Be sure that your appearance is appropriate and professional. Dress neatly (semi-formal). Your 

members should also dress neatly even if they are casual (no beer T-shirts, etc.). Clean up your house, 

being careful to remove trash, beer bottles, and anything else that may not look favorable in a 

photograph or on TV. Consider holding a press briefing away from the chapter house, perhaps at a 

location on-campus. Caution your members not to stand in the background during TV interviews.   

• Don't discuss the personal life of your members with reporters.   

• Keep your house locked. Do not let television cameras or photographers into your house (unless you 

specifically want to invite them in for a press conference).   

 

Individual Situation Guide 

 

FIRES   In case of a fire, remain calm. Panic only causes confusion.  

1.  Set off the alarm if available. 

2. Call 911, no matter how minor you consider the fire to be. Don't take a lot of time looking for the 

fire beforehand.  

3. Call the Advisor of Sorority/Fraternity Life immediately after calling 911.   

4. Use an extinguisher if possible.   

5. Check as many rooms on the way out to see if everyone is alerted to the fire. Shut the doors to all 

rooms on the way out.  

6. When you are in a room when the alarm goes off, feel the doorknob to see if the heat is intense. If 

it is hot, do not open it. If you think it's safe, then open the door slowly with your shoulder against it 

to see if the fire is in the hallway. Because toxic fumes and high temperatures usually fill the highest 

levels of the air, it is best to crawl out of a burning building. Cover your face with a cloth, preferably 

damp. If the fire is in the hallway, exit through a window, but be sure to crack the top of the 

window first to let the smoke draft out. Most people are killed by smoke before they have a chance 

to jump. 

7. Have a plan to account for members. A roommate check system may work best. Have a 

predetermined spot where members are to congregate in the event of a fire. Take a head count to 

make sure everyone is out of the house. NEVER go back into the house to attempt to rescue 

anyone.   

8. Turn off electricity and gas if there is time 
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9.  Move cars out of the way for fire engines to get in.   

  

ACTIVE SHOOTER IN/AROUND CHAPTER  If active shooter is in your building call 911 immediately.  

1.  If possible, safely evacuate.  

2.  If evacuation not possible, and the location of the shooter is unknown, barricade or lock doors 

to room in which you are located.  

3. Turn off lights and close window blinds.  Silence cell phones. 

4. Get down on floor, spread out from others, and stay away from windows. 

5. Be prepared to counter, or distract the shooter should they enter your location.   

6. If possible, call the Advisor of Sorority/Fraternity Life. 

7. Wait for an “all clear” signal from Public Safety or Rapid City Police Department  

  

ACTIVE SHOOTER ON CAMPUS   If active shooter is on campus, be sure to alert all members as 

quickly as possible, after calling 911.  

1.  If possible, account for all members via phone tree or roster checks.  

2. Call/text the Advisor of Sorority/Fraternity Life to report membership statuses.  

3. Wait for an “all clear” signal from Public Safety or Rapid City Police Department  

  

CONTAGIOUS DISEASE  

1.  Call Director of Sorority/Fraternity Life, who will contact necessary individuals.  

2.  Do not put yourself in contact with the person or area that is infected.  

3. Cooperate with Public Safety and other emergency personnel, who may need access to 

room/area.  

4. Wait for instructions from appropriate authorities.  

  

BIAS INCIDENT/HATE CRIME Notify Rapid City Police and serve as their liaison (if applicable).  

1. Call the Director of Sorority/Fraternity Life about the situation.  

2. Respond to the individual involved of an alleged bias incident/hate crime and obtain basic 

information. 

3. Speak with affected resident(s) to gather facts; take pictures if there is damage to the facility. 

Take notes of the situation. If visible (i.e., vandalism or written), cover up or work with chapter 

officers to clean up the area as needed. 

4. Contact the counseling department if needed or requested by the involved students  

  

DATING/RELATIONSHIP VIOLENCE If you witness an incident in progress: 
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1. Call Rapid City Police immediately. Do not put yourself in harm’s way. 

 2. Call the Director of Sorority/Fraternity Life. S/he will help you work through the rest of the situation 

and continue to pass the information up the chain of command as appropriate.  Let the complainant 

know that you will have to let others know about this situation. You will be discreet and tell only School 

of Mines employees that need to know in order to support the complainant. The School of Mines has a 

duty to investigate serious situations like this in order to protect all students.  Make sure the student is 

aware s/he has the right to report what happened, the decision is the complainant’s, and that you will 

provide support whatever s/he decides. 

  3. Discuss with the Advisor of Fraternity and Sorority Life what immediate steps need to be taken (e.g., 

the resident may need to be temporarily moved to another location if s/he feels unsafe in their current 

space, contacting Counseling Services).  

4. Offer continued support and care to the student and/or concerned others.  

  

If you learn of violence after it has occurred (if the student that reports the assault is also the 

complainant):  

1. Gather and share information only to the Advisor of Fraternity and Sorority Life. Are there injuries 

that might require medical attention? Determine the wellbeing of the individual. i. How is s/he feeling? 

ii. Does s/he feel safe? Has there been an escalation of the violent behavior? Let the complainant know 

that you will have to let others know about this situation. You will be discreet and tell only School of 

Mines employees that need to know in order to support the complainant. The School of Mines has a 

duty to investigate serious situations like this in order to protect all students.  Make sure the student is 

aware s/he has the right to file a police report and that you provide support in whatever s/he decides.  

2. Call Counseling Services with student permission.  

3. Call the Advisor of Sorority/Fraternity Life. S/he will help you work through the rest of the situation 

and continue to pass the information up the chain of command as appropriate. Discuss what immediate 

steps need to be taken (e.g., the resident may need to be temporarily moved to another location if s/he 

feels unsafe in their current space). If the resident needs immediate medical attention, help him/her 

find a way to get to a hospital or other emergency care facility.  

4. Let the individual know that you are required to contact Public Safety.  The student is not required to 

speak to Public Safety (or anyone else), but you must contact Public Safety immediately. 

 5. Offer continued support and care to the reporting student and/or concerned others.  

  

SEXUAL ASSAULT AND ASSAULT If the student that reports the assault is also the Complainant:  

 

 



 
 

Adapted and used with permission from the University of South Dakota Fraternity & Sorority Life Manual 
 

 

1. Be conscious of the language you use with the individual.  Be careful that your questions are not 

accusatory/judgmental, are open-ended, and only ask about the information you need to get the 

victim help. 

 

 2. Be aware of your presence and the complainant’s personal space. Ask permission (to come into the 

room, to sit, etc.).  

 3. Let the complainant know that you will have to let others know about this situation. You will be 

discreet and tell only School of Mines employees that need to know in order to support the 

complainant. The School of Mines has a duty to investigate serious situations like this in order to protect 

all students. 

4.Call the Director of Sorority/Fraternity Life. S/he will help you work through the rest of the situation 

and continue to pass the information up the chain of command as appropriate. Make sure the student is 

aware s/he has the right to talk with the Student Counseling Center, to file a police report, and that you 

will support them in whatever s/he decides.  

 If the student that reports the assault is not Complainant:   

1. Let the complainant know that you will have to let others know about this situation. You will be 

discreet and tell only School of Mines employees that need to know in order to support the 

complainant. The School of Mines has a duty to investigate serious situations like this in order to protect 

all students. The reporter may have feelings of guilt if s/he is breaching a confidence, (i.e., a friend asked 

him/her not to tell). Reassure the student that our concern is for the wellbeing of the complainant and 

concerned others. Encourage student to talk with the Student Counseling Center. Let the student know 

that you will be discreet, but you cannot promise confidentiality.  

2. Call the Advisor of Sorority/Fraternity Life. S/he will help you work through the rest of the situation 

and continue to pass the information up the chain of command as appropriate.  

 

SEVERE WEATHER 

Tornado, High Winds, Thunderstorm:  

In the Rapid City area, civil defense sirens will sound whenever a tornado warning is issued. A tornado 

warning means that a tornado has been detected, take shelter immediately. Seek a safe location away 

from windows, doors, and outside walls. These are tested on the first and third Saturday of each month. 

A tornado watch means that tornadoes and severe thunderstorms are possible.  

Flooding:  

 A flood watch means that overflowing streams/large amounts of water are possible. A flood warning 

means flooding has been detected, go to higher ground or higher levels of a building.  
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Blizzard:  

A Blizzard/Winter storm watch means dangerous winter conditions are possible. A blizzard/winter storm 

warning means dangerous winter conditions have been detected. Listen for no travel advisories and 

closings.  

 

HAZING  

1. Call the Advisor of Sorority/Fraternity Life immediately. 

2. Provide support resources to the student(s) such as the counseling center on campus. The student(s) 

should be told that you have a duty to report this information to the Director of Student Conduct.   

3. Write up a written report of the incident with the victim and send to the Advisor of FSL and the 

Director of Student Conduct. The report should include as many details as possible. 

4. Report to National Headquarters if applicable. 

 

If allegations of hazing are brought to you or a chapter member’s attention after the incident:  

 1. Provide resources to the student reporting the incident such as the counseling center on campus. The 

student should be told that you have a duty to report this information to the Director of Student 

Conduct. 

 2. That incident report should be immediately forwarded to Advisor of Sorority/Fraternity Life and the 

Director of Student Conduct.  

3. Report to National Headquarters if applicable. 

  

VANDALISM  

1.If there is physical damage, take photographs and notify Rapid City PD.   

2. If on campus, notify Public safety. 

3. Email Advisor of Fraternity and Sorority Life. 

4. If emergency maintenance is needed work with chapter officers.  

 

MEDICAL EMERGENCIES  Be sure your chapter has a complete first aid kit in an accessible place in 

your chapter room. Take the kit with you at chapter retreats and other out-of-town functions.   

1. Call the paramedics and give necessary information regarding the sickness/accident. 
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2. Stay with the injured. If conscious, ask about their symptoms. If unconscious, check for 

breathing and bleeding.  

3. Keep the injured still, comfortable, and warm until paramedics arrive.  

In the event of a serious illness or injury, do not notify the parents immediately. The medical officials will 

notify parents and advise them of their physical situation.   

 

Poisoning: Symptoms and Emergency Response 

Symptoms- dilated pupils, nausea, vomiting, severe abdominal pain, slowed breathing, excessive 

salivation, excessive tearing, unconsciousness, convulsions or seizures 

If a member appears to be suffering from poisoning, call the poison control center and then immediately 

call 911! 

  

MENTAL HEALTH EVENT 

A mental health event is a non-life-threatening situation in which an individual is exhibiting extreme 

emotional disturbance or behavioral distress. For example, someone who is uncontrollably sobbing or 

having a panic attack.  

If there is no suspicion that the person is in risk of harming themselves, walk the individual to the 

Counseling Office located in the Surbeck Center (across the hall from the Dean of Student’s office) so 

that they can make an appointment.  

If the situation takes place after hours, you can be supportive to this individual as you would a friend 

however, you are not their counselor.  

If you suspect the person may be in danger of harming themselves, please see “Mental Health Crisis” 

below.  

It is not necessary to assemble your members during a mental health event.  

Discuss with campus officials the steps you should take to handle the situation. Campus officials will 

determine if the parents need to be contacted.  

 

MENTAL HEALTH CRISIS 

A mental health crisis is a life-threatening situation in which an individual is imminently threatening 

harm to self or others, severely disorientated or out of touch with reality, has a severe inability to 

function, or is otherwise out of control. 

If someone is making suicidal threats or has suicidal thoughts:  

1. Remain Calm 
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2. Talk to the person to assess the situation. Ask them, “Are you having thoughts of hurting or 

killing yourself.” Do not beat around the bush with this question. Ask them directly.  

3. Stay with the person and call BOTH 911 and Public Safety. When someone is in a mental 

health emergency, it is not enough at that point to take them to counseling services. This is 

the time to act and call emergency services.  

4. Call the Advisor of Sorority/Fraternity Life.  

 

If someone has attempted suicide:  

1. Assess for safety. Are you safe helping this individual? If there is a gun or other weaponry, 

evacuate the area and call 911 and Public Safety. Do not put yourself into a dangerous 

situation.  

2. If the scene is safe, stay with this individual and call 911 and Public Safety. The person 

attempted to harm themselves might “appear fine,” however depending on the method of 

self-harm, such as overdosing, it might not be apparent on the outside that their life is still in 

danger.  

3. Provide the following information to emergency services:  

a. Name and ID Number of the resident 

b. Exact location of the resident 

c. Method of self-harm. For example, if the resident attempted to overdose on pills, 

try to find out what the person took and how many. If you can recover the pill 

bottle.  

d. Time Frame of the incident. Did this attempt just happen or how long ago was it? 

e. Current condition of the person who attempted. Are they alert? Coherent? 

Unconscious? Bleeding? Vomiting? 

4. Remain with the person until Public Safety and 911 responders arrive and answer any 

questions they might have regarding the incident. 

5. Call the Dean of Students, who will contact other individuals such as family members.  

6. Follow-up with roommate(s) and chapter members to assess their well-being. Refer these 

members to the Counseling Office on campus for services.  

7. Refer all questions from the media or public to Media Relations.  

 

DEATH   

In the event of a death, do not notify the parents; this will be done by emergency or campus officials.  

Do not announce the death until your chapter advisor has arrived to help. You may also want to refer 

members to the counseling office to help your members deal with the shock.  Be very careful that the 

death is not announced until all members of the immediate family have been notified.  
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If the death occurred in the house, do not move anything from the scene and call 911 so an investigation 

can occur. If there are signs of life, emergency procedures such as CPR and calling 911 should be 

enacted. 

If the member lived in the house, do not remove any of the deceased student's personal possessions. If 

the member had a roommate, the roommate should be moved temporarily to another room. You 

should call the family to offer sympathy on behalf of the chapter, and ask what their wishes are in 

regard to the possessions. You may offer to pack them in boxes, but chances are the family will prefer to 

do this themselves. Before they arrive, be sure all borrowed items are returned to the deceased's room 

and if possible, lock it. When they do arrive, you may want to have empty boxes available and offer to 

help. This is an emotionally traumatic for family and they may want privacy.   

 

It is proper to send sympathy cards and notes, flowers, etc. If the funeral is nearby, it will mean a great 

deal to family for members to attend. Offer to make a statement on behalf of the fraternity at the 

memorial service.   

If the funeral will be out-of-town, you may want to arrange a local memorial service. The 

Sorority/Fraternity Life Advisor can help you make these arrangements on campus. Check to see if your 

ritual contains a ceremony for memorial services.   

For some of your members, this may be their first experience in dealing with the death of someone 

close to them. Keep an eye out for members who appear to be having difficulty coping with the situation 

and encourage them to talk with a counselor.  

 

Student affairs officials will take care of notifying the deceased student's instructors and other campus 

offices of the death.   

When someone close to you dies, it is difficult to accept the loss. You and your members may find 

yourselves consumed by pain, fear, and grief. Grief is a normal response to losing someone who was 

important to you. Grief hurts, but it is necessary. When a death tears your world apart, grieving is the 

process that puts it back together.   

Grief runs thorough stages, although not everyone experiences every stage, and your members will pass 

through the stages at their own rate. That is why it is important to understand the stages of grief:   

• Denial - This response is nature’s way of protecting you and insulating you from what happened.  

 • Anger - You may feel angry toward the doctors and nurses who couldn’t save the life of the deceased. 

You might even feel angry at the deceased for leaving you. These feelings of anger may lead you to feel 

guilty.   

• Guilt - You may feel guilty for simply being alive when someone else has died. You might feel guilty 

about not saying goodbye, or you may remember a fight you had with the deceased.  
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 • Depression – Even if you are normally a committed, caring person, you may find that you don’t care 

about anything or anyone. This is a common feeling as are the others.   

• Acceptance - Hopefully, the grieving process will accept the death eventually. That does not mean you 

have to forget the deceased. It just means it is time to go on living.   

One of the best ways to begin working through grief is to attend the funeral or memorial service. A 

funeral confirms the reality of death and serves as a focus for expressing feelings of loss. You begin to 

help the family of the deceased, and yourself, by attending the funeral. Being there demonstrates that 

although someone has died, friends like you remain, and it demonstrates that you care. Both before and 

after the funeral, it is important that you express your feelings. Crying is both healthy and normal. It may 

also help to hold a discussion to help members with accepting the loss.  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.  

*Disclaimer: This Grief section is meant only to inform you of the stages, if you or your members are 

struggling with grief or loss, please contact the counseling center. 

 

BOMB THREAT  

If you receive a bomb threat: 

1. If the threat is received over the phone, try to keep the caller on the line while contacting 

authorities. Gather as much info about the threat and the person. 

2. Call Public Safety 

3. If the threat is imminent, evacuate the building immediately. Call 911.  

4. Notify FSL Advisor of threat when you are able.  

 

 INVESTIGATIONS   

Make written notes of all details relating to any incident. It will be especially important to get the names 

of all members present, the names and telephone numbers of any witnesses (in some cases you may 

want to get signed statements from the witnesses), and the names and telephone numbers of anyone 

injured (however slightly).  
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Some incidents may result in lawsuits, and if you are called to testify in court months after the incident, 

the notes will be invaluable. Share the information you collect with your chapter advisor and any 

campus or law enforcement officials conducting an investigation.  

Itemize any property losses and keep records of any expenses related to the situation. 


