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Phase II: Conduct a Church Impact Study

Determine how your church will be affected if any ministry function or operations process is made unavailable by a disaster, for any period of time. Establish a basis for setting (in future COMOP phases) recovery priorities, determining minimum ministry and operations requirements, and selecting appropriate recovery strategies.
Church Impact Study data can be collected in three different ways: (1) questionnaire/surveys, (2) individual interviews, and (3) group interviews. Whatever method(s) is chosen, make sure to use clear, standardized collection criteria. Interviews and surveys should be neutral and participants should be encouraged to provide as much information as they can. Be sure to carefully identify the information you will need to gather before requesting time from church staff and volunteer ministry leaders; many people respond to only one request for information. You will likely need to follow up with some staff and volunteers to obtain requested information.
Step 1: Look for lessons learned.
If your church has experienced previous disasters, it is important to review that experience and apply the lessons learned to the Continuity of Ministry & Operations Plan (COMOP) and Disaster Response Ministry Plan (DRMP). Similarly, if your church rents or owns facilities, it is important to be familiar with current procedures designed to mitigate impact and damage from disasters. Also, it is useful to gain a clear perspective on how your church cares for, and ministers to, parishioners and the community in times of disaster.
Take Action
Step 1.1: Interview pastoral, administrative, and volunteer church staff about past church disasters and identify any lessons learned. Use Form B1.1 on the following page or in the Phase II Resource Index at the back of this document to complete this step.
Step 1.2: Identify current procedures used by the church to mitigate impact and damage to facilities caused by potential disasters. Use Form B1.2 to complete this exercise.
Step 1.3: Review and document how your church cares for, and ministers to, parishioners in non-disaster times and, if applicable, during disasters. Use Form B1.3 to document this information.
Step 1.4: Identify current outreach ministries, services, or programs your church offers to the community and consider how these could be used to help the community in times of disaster. Also, determine the most important disaster response activities your church should address. Use Form B1.4 to complete this step.
Step 1.5: Using recent disasters as a guide, examine the church’s current level of preparedness and ability to provide community outreach. This will assist the leadership team determine the most important steps to be taken before, during, and after a disaster occurs; as well as, to determine what types of community outreach the church could provide after future disasters. Use Form B1.5 to complete this step.
Form B1.1
Past Church Experience
Interview pastoral, administrative, and volunteer church staff about past church disasters and identify any lessons learned.
Interviewer: 

Interviewee: 

1. Has the church experienced a disaster or emergency in the past?  Yes / No
If yes, what was the disaster, when did it occur, and who else is familiar with what happened (complete this interview with any other individuals familiar with what happened)?
2. Before the disaster occurred, what actions were taken to prepare for the disaster (e.g., computers elevated off the floor to protect them from flood damage)?
3. Before the disaster occurred, what other actions could have been taken to better prepare the church?
4. How did the church respond after the disaster?

5. What actions made “surviving the disaster” easier (e.g., were people stranded at the church unable to get home and/or did the church function as a shelter during the disaster)?
6. If applicable, what activities that took place at the church during previous disasters allowed the congregation to adequately handle the situations (e.g., parishioners had an adequate supply of food, water, and blankets for stranded staff to remain at the property for at least 3 days after a flood)?
7. If applicable, what problems were encountered by the church during these disasters that could be addressed by this leadership team?
8. Was the pastor adequately able to contact church staff after this event?  Yes / No (explain below)
9. If applicable, what actions were taken that facilitated a quick response to the disaster by the church (e.g., because the church had a call-down procedure and updated “phone tree,” a senior pastoral leader was able to contact staff and tell them to stay home for a few days). 

10. How long did it take the church to address the needs of the community?
11. Was the church able to worship together on the Sunday following the event?  Yes / No
12. If applicable, list actions taken that facilitated a quick response to the disaster by the church.
13. List the problems encountered that made it difficult for the church to respond to the community or reestablish church activities.
14. If applicable, list outreach activities the church undertook after the disaster to help the community.
15. List outreach activities that were needed after the disaster which the church may not have undertaken.
16. Identify additional activities, training, and ways the church can strengthen its’ response to the community after a disaster.
17. List the things the leadership team would most like to accomplish in order to prepare the church to minister to the community after a disaster.
Form B1.2
Current Mitigation Procedures to Protect Facilities
Identify current procedures used by the church to mitigate impact and damage to facilities caused by potential disasters.

Interviewer: 

Interviewee: 

1. When disaster is approaching, who is responsible to initiate and coordinate activities designed to mitigate impact and damage to facilities?
2. What is the plan for protecting church documents and data (e.g., from flood and storm water)?
3. In the event of damage from a disaster, who is responsible for assessing the damage, contacting local authorities, contacting appropriate personnel at the district or conference office (if applicable), and initiating an insurance claim?
4. Where have (or will) church leaders meet to discuss and make decisions if the church is inaccessible?
5. Does the church have a reciprocal mutual aid agreement with another church or organization in the event the congregation must be relocated for an extended period of time?  Yes / No
6. In the event the church sustains significant damage and must be relocated, how will this be communicated to the congregation?
7. What are the plans if a church needs to evacuate during a worship service or other event? How and by whom would this be communicated to those present?
8. What are the plans for communicating to the district, conference or jurisdiction in the event of an evacuation?
Form B1.3
Caring for Parishioners
Review and document how your church cares for, and ministers to, parishioners in non-disaster times and, if applicable, during disasters.

Interviewer: 

Interviewee: 

1. How does your church currently care for its people through existing ministries and services (e.g., home repair for senior citizens, ministries for single moms, etc.)?
2. Which of the above ministries/services might be useful in disaster response and how?
3. What are the ways your church can help people prepare for disaster? Be specific.
4. How will your church communicate with the congregation before and after a disaster?
5. If you have a day care, preschool, or other ministry that cares for people or children, does your church have procedures in place to communicate closings and/or evacuations in the event of a disaster?  Yes / No
If yes, what are the procedures?
6. If applicable, how will the Disaster Preparedness & Response Leadership Team distribute general disaster preparedness information to the congregation?
7. How will the Disaster Preparedness & Response Leadership Team distribute information about your church’s Continuity of Ministry & Operations Plan to the congregation?
8. Who are the people in your church who might need additional assistance (e.g., seniors, disabled, shut-ins, single mothers, etc.) and who would coordinate that assistance?
9. How will you assist the vulnerable parishioners in your congregation (i.e. people with inadequate financial resources to provide daily necessities in a disaster and/or people with inadequate or no insurance)?
10. After a disaster, how will you manage the “good intentions” of your church?
11. If applicable, how will you track volunteer hours associated with disaster response ministry and who will be responsible for reporting these hours to the appropriate agencies (e.g., local Office of Emergency Management)?
12. How will you respond to those outside your church and/or community offering to donate material goods or send in volunteer teams to help after a disaster?
Form B1.4
Caring for the Community
Identify current outreach ministries or programs your church offers to the community and consider how these existing services could be used to help the community in times of disaster.

Interviewer: 

Interviewee: 

1. How does the church currently care for the community?
2. Will your church distribute, or is your church interested in distributing, general preparedness information to the community?  Yes / No
3. List existing church ministries, services, or programs that may be useful in disaster response (e.g., home repair for senior citizens, ministries to single mothers, daycare, etc.).
4. List the current and/or possible role(s) of the church during a disaster (e.g., shelter, staging site for bulk supplies, distribution of food, water and ice, cooking, pandemic point of dispensing, etc.).
5. What type(s) of community outreach will or can the church provide after a disaster?
6. How will the Disaster Preparedness & Response Leadership Team distribute information about the church’s Continuity of Ministry & Operations Plan to community groups (e.g., local Office of Emergency Management, fire department, etc.)?
7. How will or can the church partner with other churches or faith-based groups in the community?
8. How will or can the church partner with government and social service agencies in the community?
9. If applicable, how does the church plan to fit into its denomination’s disaster response ministry plan?
Step 2: Profile church facility and conduct a room survey.
A thorough examination of your church should be completed including buildings and other property, physical contents and regular ministry activities. Your profile should include the following:

· Thorough check and inspection of all church property, buildings and physical contents;
· Creation of a log with regular updates of activities occurring daily/weekly on the church property;
· Room survey;
· Current church staff listing;
· Creation of a “phone tree” and call-down procedures;
· Identification of church members who are most vulnerable to disaster;
· Determination of possible hazards the church may be susceptible to because of location and structure.
Take Action
Step 2.1: Begin by locating blueprints or drawings of the church facility. These drawings will show the boundaries of the property and layout of all the buildings including internal rooms and corridors. Once the blueprints are located, make several copies for marking; store a master unmarked copy onsite in the church office. 
Step 2.2: On one copy of the blueprints, mark and number all rooms and building exits. Use this copy along with the Church Room Survey (Form B1.2) and move room-to-room in each building to inspect, inventory and document all physical contents, isolation switches, cutoff valves, ventilation systems, and emergency-related features and items. It is recommended to document physical contents in at least two formats (i.e. written plus videotape or photograph). 

Isolation Switches and Cut-off Valves 

Inspect all isolation switches and cut-off values and clearly mark their location on the church blueprints. In the event of an emergency, it may become necessary to shutoff water, power or gas lines before fire or other officials arrive at the church. Knowing the location of these connections and how to operate each of them may save lives and reduce the risk of property damage.
Actual valves and switches should be color coded according to general industry standards (you may wish to color code locations on blueprints as well):

Water
~
Blue
Electrical
~
Red
Gas
~
Green
Understanding Ventilation Systems

Inspect all ventilation systems and related shutoff switches, and clearly mark their location on the church blueprints. It is important to pay special attention to the ventilation systems (air, heat, fans, etc.) that may transmit toxic emissions in the event of fire or a hazardous materials spill. Every system has a master shutoff switch. Note those rooms that are equipped with the capability to shut off outside airflow and designate them as “safe rooms.”
Emergency-Related Features and Items

Inspect, inventory and document the location of all emergency-related features and items. These include exits, windows, smoke detectors, fire extinguishers, exit signs, emergency backup lights, locking doors, “safe rooms”, disaster preparedness kits, first aid kits, flashlights and batteries, and more.

Use copies of Form B2.2 to complete the Church Room Survey.
Step 2.3: After completing the Church Room Survey, use Form B2.3 to draft your church facility profile.
Form B2.2
Church Room Survey
Inspect, inventory and document all physical contents, isolation switches, cutoff valves, ventilation systems, and emergency-related features and items. It is recommended to document physical contents in at least two formats (i.e. written plus videotape or photograph).

Building: 

Room: 

1. Where is the nearest emergency exit relative to this room?
Is the exit unobstructed?  Yes / No

If no, make a note and after the walkthrough provide the necessary improvements to ensure the exit is unobstructed.
2. Where is the nearest emergency exit sign relative to this room?
Is the emergency exit sign clearly posted and unobstructed?  Yes / No

If no, make a note and after the walkthrough ensure proper exit signs are installed where clearly visible.
3. Is there an outside door to this room?  Yes / No
If yes, is the door kept locked during normal business hours?  Yes / No
If the door can provide an emergency exit, make a note and after the walkthrough check the door to ensure it is not blocked, opens without difficulty and is properly marked as an exit.
4. Are there outside windows in this room?  Yes / No
If yes, could the windows provide an emergency exit if needed?  Yes / No

If the windows can provide an emergency exit, make a note and after the walkthrough check the windows to ensure screens detach easily and windows are not blocked and open without difficulty. If applicable, be sure burglar bars can be easily opened from the inside.
5. Is there a smoke detector in this room?  Yes / No 

If yes, make a note and after the walkthrough ensure fresh batteries are installed; and create a schedule to check/change batteries regularly.

If there is no smoke detector in this room, make a note and after the walkthrough evaluate if this room should have a smoke detector.
6. Is there fire suppression equipment in this room (i.e. sprinkler system and/or fire extinguisher)?  Yes / No
If yes, identify the equipment’s location on the church blueprints. Are the inspection tags current?  Yes / No

If no, make a note and after the walkthrough arrange for the necessary inspection.
If there is no fire suppression equipment in this room, locate the nearest fire suppression equipment and note its location relative to this room.
7. Where is the nearest fire alarm relative to this room?
Is it unobstructed and clearly marked?  Yes / No

If no, make a note and after the walkthrough make the necessary improvements.
8. Are there emergency backup lights in or near this room?  Yes / No
If yes, where are the emergency backup lights relative to this room?
If yes, mark the location of these lights on the church blueprints. After the walkthrough create a schedule to test lights regularly.
If there are no emergency backup lights in or near this room, make a note and after the walkthrough evaluate whether lights should be installed.
9. Could this room be labeled as a “safe room” based on the ability to shut off all outside airflow?  Yes / No
If yes, mark the location of the room on the church blueprints. After the walkthrough label the room as a “safe room” with proper signage and notate its location on all emergency exit schematics.
10. Is there an emergency exit schematic displayed in this room?  Yes / No
If yes, ensure the schematic is displayed in the same location in every room (e.g., on back of door).
If no, make a note and after the walkthrough post a current emergency exit schematic in this room.
11. List the contents of this room (e.g., 10 Everlast stackable chairs):
Appliances

Furniture, Dry Erase Boards, Chalkboards, Easels, Podiums, Music Stands, Etc.
Computers, Printers and Other Peripherals
Telephones, Fax and Answering Machines
Sound and Audiovisual Equipment, Portable/Mounted Projection Screens, Etc.
Emergency-Related Items (e.g., first aid kit, automated external defibrillator, disaster preparedness kit, flashlights and extra batteries, blankets, etc.)
Other Items (e.g., kitchen, lawn care, sports and activity equipment, and archival¹ records)
¹Archival records include audit reports, bank statements, collection envelopes, construction records, contribution records, correspondence files, deeds and blueprints, log of destroyed records, general ledger, marriage packets, minutes of meetings, paid bills and receipts, bulletins, census information, personnel files, receptionist logs, registers (marriage and burials), state and federal tax-related documents, tax exemption records, telephone message books and pads, time cards, and time sheets.
Form B2.3
Church Facility Profile
Answer the following questions based on the inspection, inventory and documentation conducted during the Church Room Survey.
1. Examine the exits and exit routes. Are all exists and exit routes marked on the church blueprints and emergency exit schematics?  Yes / No
If no, mark all exits and exit routes on the church blueprints and emergency exit schematics now. NOTE: An emergency exit schematic shows a predetermined exit route relative to a specific room and is displayed in that room for reference in the event of an emergency.
2. Are the room locations, restrooms and corridors exactly as marked on the blueprints and emergency exit schematics?  Yes / No
If no, edit church blueprints and emergency exit schematics to accurately reflect room locations, restrooms and corridors.
3. Have there been any modifications to the facility that are not reflected on the blueprints or emergency exit schematics?  Yes / No
If yes, edit church blueprints and emergency exit schematics to accurately reflect facility modifications.
4. Has landscaping changed any of the exits from the buildings?  Yes / No
If yes, edit church blueprints to accurately reflect all building exits.
5. Are there any new playing fields that do not appear on the church blueprints?  Yes / No
If yes, edit church blueprints to accurately reflect new playing fields.

6. Are all doors and facility access points reflected on the church blueprints and emergency exit schematics (e.g., crawlspace access panels, utility rooms, etc.)?  Yes / No
If no, edit church blueprints and emergency exit schematics to accurately reflect doors and facility access points.

If yes, are any doors or facility access points kept locked during business hours?  Yes / No

If yes, clearly indicate all locked doors and access points on the church blueprints.
7. Is the fire suppression sprinkler system connected to the main water supply?  Yes / No
If yes, how will shutting off the main water supply impact the fire suppression sprinkler system?
8. Is the fire alarm system monitored or a local system only? If a local system only, consider obtaining a service plan that monitors the fire alarm system.
9. Is there an independent power source for the alarm system so that shutting down the power will not shut down the alarms?  Yes / No
If no, consider adding a backup power source to operate your alarm system in the event power is disconnected or interrupted. You may also wish to install a wireless transmitter to relay a security signal to your monitoring service if the power is disconnected and there is a break-in at your facility.
10. Is there an independent power source for telephone and intercom systems?  Yes / No
If no, consider adding a backup power source to operate your telephone and intercom systems in the event of a power outage during an emergency.
11. How will shutting down the central power impact communications at the facility? Determine alternatives for other forms of communication if necessary.
12. If the Disaster Preparedness & Response Leadership Team has any additional questions about the building plans note them here:
Step 3: Document church activities and facility schedules.
It is important to create a master schedule of activities keyed to their specific church buildings, rooms or offsite locations in order to have a better command of all church-related activities.
Take Action
Step 3.1: Create a Master Schedule of Church Activities (see the Form B3.1 – Master Schedule of Church Activities on the next page). Review and update the schedule regularly as needed (i.e. weekly, monthly or quarterly). NOTE: It is equally as important to know the age groups of church parishioners involved in activities, as well as, noting where the activities are located. For example, safely evacuating a group of young children will require much more supervision and forethought than moving a similar sized group of adults. After creating a Master Schedule of Church Activities, use it to determine if more staff and/or security is needed for activities and events.

Download Form B3.1 at www.hopebeginshere.org under “Church Preparedness” and “Templates & Resources.”
Step 3.2: After completing the Master Schedule of Church Activities, use Form B3.2 to answer additional planning questions.
FORM B3.1
Master Schedule of Church Activities

[image: image5.wmf]Day & Date

Building

Room

Start Time

End Time

Name of Activity

Dept. 

Responsible

Person Responsible

Contact 

Number

Age Group[1] 

of Attendees

Est. # of 

Attendees

Tuesday, September 28, 2010

Main

S-127

7:00 PM

8:30 PM

Adult choir practice

Music

Pastor John Doe

555-555-5555

AD

25

Master Schedule of Church Activities

Last Updated: 9.27.2010


To download this Microsoft Excel template, visit www.hopebeginshere.org and click on “Church Preparedness” and then “Templates & Resources” and look for file entitled, “Master Schedule of Church Activities”

Form B3.2
Additional Planning Questions
After completing the Master Schedule of Church Activities, answer the following questions.
1. How does the church know buildings are empty at the close of all activities?
2. Is there a checklist procedure that is followed every night?  Yes / No
If yes, review the current checklist and update and make changes as needed.
If no, create a checklist procedure to make sure buildings are empty at closing. Update and make changes as necessary.
3. Does your church participate in social service activities or outreach ministries (e.g., volunteering at a soup kitchen or Adopt-A-Block)?  Yes / No
If yes, list these activities and outreach ministries along with their locations on the Master Schedule of Church Activities.
4. List the capacity of any buildings used to gather large numbers of people (e.g., sanctuary, gymnasium, fellowship hall, etc.).
Building
Room / Capacity / Average Activity Attendance
Step 4: Document family preparedness and emergency plan strategies.
As stated elsewhere, church leaders who take action to prepare their church and congregation for disaster recover more quickly; and equally as important, strengthen their position from which to respond and help the community when disaster strikes. For this reason, church leaders are encouraged to adopt a disaster preparedness strategy for themselves and the families in their congregation and integrate this strategy into their COMOP and, subsequently, the culture of the local church.
Take Action
Step 4.1: Model the family preparedness message by doing it. As a church or lay leader and member of the Disaster Preparedness & Response Leadership Team, your capacity to envision others about the need for and importance of preparedness begins with getting prepared yourself. Before casting the vision, model the message.
Leading by example will build your credibility and help you clarify to others what preparedness is, how simple it is to do, and why you should do it. As you personify the significance of personal and church preparedness, you will earn the opportunity to teach others to model preparedness in their lives and ministry.
Step 4.2: Choose a Family Preparedness Kit strategy for your congregation. Convoy of Hope offers the HOPE Begins Here Family Preparedness Kit which is a 5-week cycle to family preparedness; and can be delivered as a campaign once a year or, as often as, twice a quarter. This strategy takes the basics of survival (i.e. fresh water, food, clean air, and warmth) and other commonly recommended items for an emergency supply kit, and breaks them down into a 5-week preparation cycle. This approach allows individuals and families to build their kits over time in a way that is manageable. The 5 week cycle includes:

· Week 1: Water

· Week 2: Canned, packaged and comfort food

· Week 3: Warmth, weather radio, flashlights, and extra batteries

· Week 4: Clean air, first aid and personal hygiene

· Week 5: Special items for seniors and people with special needs, babies, pets, and more

For each week, parishioners add the recommended items to their family preparedness kit. Quantities are determined based on the number of people in their household. Parishioners are encouraged to begin by working toward a 3-day supply using the HOPE Begins Here Family Preparedness Checklist as a guide. If a family cannot afford to get everything at once, they can simply finish the 5-week cycle and then repeat the weeks they still need to finish, as many times as needed, until they complete the recommended 3-day supply.
Convoy of Hope provides the following HOPE Begins Here Family Preparedness Kit resources FREE that you can download, print and distribute to your congregation. All resources are available in full color or black and white.
· Brochure – 8½”x11” double sided and folded

· Family Preparedness Checklist – 5½”x8½” double sided or 8½”x11” double sided
· Week 1 Bulletin Insert – 3.67”x8½” double sided

· Week 2 Bulletin Insert – 3.67”x8½” double sided

· Week 3 Bulletin Insert – 3.67”x8½” double sided

· Week 4 Bulletin Insert – 3.67”x8½” double sided

· Week 5 Bulletin Insert – 3.67”x8½” double sided

To download your FREE print ready PDF files, visit www.hopebeginshere.org and click on “Family Preparedness” and then “Get a Kit / Make a Plan”. PDF files require Adobe Reader installed on your computer available to download free from Adobe.com.
Step 4.3: Choose a Family Emergency Plan strategy for your congregation. Convoy of Hope offers the HOPE Begins Here Family Emergency Plan which helps families think through escape routes and meeting locations, evacuation plans, family communication, utility shut-off and safety, and more. To download the FREE print ready PDF files, visit www.hopebeginshere.org and click on “Family Preparedness” and then “Get a Kit / Make a Plan”.
Step 5: Document current parishioner and staff communication methods and create a call-down procedure in case of emergency.
It is important to keep an up-to-date list of current church staff readily accessible in the event of a disaster.
Take Action
Step 5.1: Document current parishioner and staff communication methods. Use Form B5.1 in this section or the Phase II Resource Index at the back of this document to complete this exercise.
Step 5.2: If there is not one already available, create an organizational flowchart chart of the church pastoral, administrative and volunteer leadership staff. This is a critical step that must be completed in advance of creating a call-down procedure.
Step 5.3: Before a disaster occurs, determine where staff will meet offsite should the church become inaccessible due to a sudden or imminent disaster. Use Form B5.3 in this section or the Phase II Resource Index at the back of this document to complete this step.
Step 5.4: Create a Call-Down Procedure using information from the organizational chart created in Step 5.2 (see the Sample B5.4 – Call-Down Procedure in this section and available at www.hopebeginshere.org under “Church Preparedness” and then “Templates & Resources.”
What is a Call-Down Procedure and Why Is It Useful?

A call-down is a series of telephone calls or text messages from one person to the next used to relay specific information. An established and exercised call-down protocol can be used during emergency situations, such as a flu pandemic, to deliver urgent information to, and for communication among, pastoral, administrative and volunteer leadership staff.
· Using the call-down procedure can spread a message quickly and efficiently to large groups of people.

· Hold call-down drills regularly to test your phone or text messaging tree for effectiveness and identify areas for improvement. The drill also helps to update phone numbers.

When Calling or Text Messaging:
· The person at the top will start the tree and it may be helpful to have a brief script complete with the specific information to be communicated.

· If calling, ask the person to get paper and pencil to write down specifics. Text messages can provide this information within the body of the text message.
· Give facts about the disaster or emergency event.

· Be sure you have alternative phone numbers so you can reach a person if he/she is out of office.

· If nobody is answering, leave a message and call the next person. In your message, request the individual call or text you to confirm they received your message. This should ensure that everyone gets the information in a timely manner.

· If applicable, confirm with each individual that they will be making the next call on the list.

· Prearrange with staff at the end of the list to contact the person at the top once they receive the message. The LAST person on the phone or text messaging tree should call or text the FIRST person to ensure that the tree is completed and that the message was accurate.

Call-Down Drill

Phone numbers listed on the call-down protocol should be updated regularly. Call-downs should also be exercised on a regular basis (i.e. quarterly). Document the following information for all call-down drills:
· Testing date

· Person initiating call-down procedure

· Time call-down initiated

· Time notification of staff completed

· Percentage of staff contacted

· Time in minutes for response

· Notes

Creating the Call-Down Procedure

Assign each pastoral, administrative and volunteer leadership staff member the names of two or three other staff they are responsible for text messaging or calling in the event of an emergency. Make sure each staff member has access to an employee roster at all times, as well as, a copy of the call-down procedure.
A text message or call from a designated senior pastoral staff member or the Disaster Preparedness & Response Coordinator initiates the call-down procedure. Instructions should be precise and limited to simple and straightforward information. Complete the call-down procedure by having the last individuals receiving phone calls or text messages “close the loop” by calling or text messaging the Disaster Preparedness & Response Coordinator to let them know they received the notification.
NOTE: Text messaging can also be used to broadcast a message to members of the congregation. This can be especially useful when congregations are unable to meet due to damaged facilities or social distancing requirements in a pandemic flu (i.e. churches and schools not permitted to meet for a specified or indefinite period of time).
Form B5.1
Current Parishioner and Staff Communication Methods
Document current parishioner and staff communication methods used in the church.
1. In a possible emergency, what communication methods does the church use to contact and communicate with staff onsite (e.g., to notify staff of an unfolding emergency and provide appropriate instructions)?
2. In a possible emergency, what communicate methods does the church use to contact staff when they are offsite (e.g., notify staff of an emergency or where they should meet if the church is inaccessible)?
3. In a possible emergency, what communication methods does the church use to convey information to parishioners when they are onsite (e.g., to notify parishioners to take shelter when a tornado has been spotted on the ground moving in the direction of the church)?
4. In a possible emergency, what communication methods does the church use to contact and communicate with parishioners when they are offsite (e.g., to notify parishioners that Sunday services have been cancelled due to weather or suspended by the Public Health Department due to a pandemic influenza)?
Form B5.3
Offsite Meeting Locations
List four alternate locations where staff can meet if the church becomes inaccessible due to a sudden or imminent disaster. Choose different geographic locations around town or outside the community.

Offsite Meeting Location – Option 1:

Offsite Meeting Location – Option 2:

Offsite Meeting Location – Option 3:

Offsite Meeting Location – Option 4:

Sample B5.4
Call-Down Procedure
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Step 6: Identify vulnerable parishioners and at-risk populations.

Many parishioners have no one except their local church to which they can turn to in times of disaster. Before a disaster strikes, determine who these vulnerable parishioners are so your church can establish outreach programs targeted toward helping them.
Pastoral, administrative, and volunteer staff may know which parishioners have medical disabilities that make them reliant on electricity for homebound medical treatments. These individuals are particularly vulnerable during times of disaster when electrical service can be interrupted for an extended period of time.
The church may also be able to identify neighborhoods that are high risk by utilizing information obtained from social service agencies in the community. Are there neighborhoods that routinely flood? What about persons who do not speak English? Make sure these people are identified and consider how your church can serve these at-risk populations.

Take Action
Step 6.1: Identify vulnerable parishioners (i.e. special needs) in your congregation. Use Form B6.1 on the next page or in the Phase II Resource Index at the back of this document and complete one for each vulnerable parishioner in your church.
Step 6.2: Identify at-risk populations and neighborhoods that are more vulnerable to disaster. Consider how your church can serve these families and communities in times of disaster. Use Form B6.2 to complete this exercise.
Form B6.1
Vulnerable Parishioners
Identify parishioners in your congregation who have special needs.
Parishioner’s Name:

Spouse:

Street Address: 

Home Phone:


City: 

State: 

Zip: 

Cell Phone:


List names and ages of additional household members who are parishioners at the church:
Name
Age

Residence Type:
( Single Family
 ( Mobile Home
  ( Apt. (Floor: 
 )
Name of Residential Complex: 

Medical Disability: 

Do you speak English?  ( Yes   ( No
Primary Language (if not English): 

Parishioner is (check all that apply):
( Legally Blind
( Deaf
( Mute
( Aphasic
 ( Autistic
Are you homebound?
 ( Yes
( No

Do you use a wheelchair?
( Always
( Most of the Time
( Sometimes
Do you use a walker/cane?
( Always
( Most of the Time
( Sometimes
Do you require a special diet?
 ( Yes
( No
If yes, specify: 

Special Medical Needs (e.g., severe cardiac, diabetic on insulin, etc.)
Do you rely on electricity for home medical treatments?
( Yes
( No

Family Physician:

Phone: 

Emergency Contact: 

Phone: 


(Someone that does not live with you)

Do you have a pet(s)?
 ( Yes
 ( No   If yes, how many dogs? 

Cats? 

Other (specify): 

(NOTE: Pets are NOT allowed in shelters. Make shelter arrangements for your pets BEFORE a disaster strikes.)

Do you have transportation in an emergency?
( Yes
( No
( Maybe

Would you need transportation in an emergency?
( Yes
( No
( Maybe

If yes, what type of transportation?
( Standard Vehicle
( Wheelchair Access
( Ambulance
Other Special Needs, Considerations or Comments:
Form B6.2
At-Risk Populations and Neighborhoods
Identify at-risk populations and neighborhoods that are more vulnerable to disaster. Consider how your church can serve these families and communities in times of disaster.
1. Using information obtained from social service agencies in the community, what are the at-risk populations and neighborhoods within the geographic area represented by your congregation?

2. Using information obtained from your local Office of Emergency Management, what are the unmet needs of these at-risk populations and neighborhoods related to disaster preparedness and response?
3. Based on the above findings, what are some potential ways your congregation can minister to these at-risk populations and neighborhoods before and/or during disasters?
4. What are some action steps this leadership team can take, with the blessing and support of senior pastoral staff, to position the church to serve and minister to these populations and neighborhoods?
Step 7: Profile the community.

Once the Disaster Preparedness & Response Leadership Team has examined the church facility, become familiar with the church activity schedule, created and/or updated its call-down procedures and phone tree, and identified vulnerable parishioners and at-risk populations, it is time to identify which disasters could affect the church due to its location.
Take Action
Step 7.1: Locate a map and mark off the geographic boundaries (i.e. footprint) of the church as represented by where members of the congregation live. Use this map as a tool in determining risks that certain disasters may pose in your community.
Step 7.2: Look back over the past 10 years and make a list of all disasters or emergency situations that have impacted the community. Do not limit the list to natural disasters. Non-natural disasters such as chemical leaks can be just as disruptive to the community. Document the disasters that affected the church over the past 10 years. Use Form B7.2 in this section or in the Phase II Resource Index at the back of this document to complete this step.
Step 7.3: Other disasters may have affected the community prior to the past decade; additionally, the community may be vulnerable to other types of disasters that fortunately have not yet occurred (e.g., terrorism). Disasters that the church may be susceptible to include hurricanes, tornadoes, severe weather events (i.e. thunderstorms, lightning, hail, downbursts, ice storms, etc.), fire (i.e. structural or brush fire), kidnappings, hostage situations, vandalism, civil disturbances, bomb threats, or hazardous material incidents (i.e. spill, leak, explosion, or overturned hazmat vehicles). Use Form B7.3 to document any additional disasters the church should focus on.
Step 7.4: For churches in coastal regions, floods caused by hurricanes, tropical storms, or even prolonged rain pose the greatest natural disaster threat to communities. Determine if the church is in the floodplain or is vulnerable to storm surge from a hurricane. See Form B7.4 for instructions on reading a floodplain map. Contact your local Office of Emergency Management for storm surge maps or visit your local library.
Step 7.5: For many communities, chemical and hazardous materials pose a concern due to local industrial facilities, manufacturing plants, as well as, railroads and highly traveled highways where hazardous materials are transported. Use Form B7.5 to list hazardous material facilities, industrial railroads, major highways, and other transportation routes used to transport hazardous materials in or near the geographic boundaries of your church.
Form B7.2
History of Community Disasters – Past Decade
Over the past 10 years, what disasters have directly affected your church?
Disaster

Date of Event

Impact on Church
Helpful Resources:

The Federal Emergency Management Agency’s (FEMA) website lists all federally declared disasters and emergencies from 1992 to the present. Visit http://www.fema.gov/about/regions/index.shtm and click on your FEMA Region’s website to obtain regionally based information.

You may also contact your local and/or state Offices of Emergency Management to request information about past disasters in your community.
Form B7.3
History of Community Disasters – Prior to Past Decade
Other disasters may have affected the community prior to the past decade; additionally, the community may be vulnerable to other types of disasters that fortunately have not yet occurred (e.g., terrorism). Disasters that the church may be susceptible to include hurricanes, tornadoes, severe weather events (e.g., thunderstorms, lightning, hail, downbursts, ice storms, etc.), fire (e.g., structural or brush fire), kidnappings, hostage situations, shootings, vandalism, civil disturbances, bomb threats, or hazardous material incidents (i.e. spill, leak, explosion, or overturned HAZMAT vehicles).

What disasters have directly affected your community and/or church prior to the past decade?

Disaster

Date of Event

Impact on Community and/or Church
Helpful Resources:

The Federal Emergency Management Agency’s (FEMA) website lists all federally declared disasters and emergencies from 1992 to the present. Visit http://www.fema.gov/about/regions/index.shtm and click on your FEMA Region’s website to obtain regionally based information.

You may also contact your local and/or state Offices of Emergency Management to request information about past disasters in your community.

Form B7.4
Floodplains and Storm Surge
Flooding is the most common natural disaster in the United States. Every U.S. state and territory is at risk. Some floods develop slowly as a result of prolonged rain or a warming trend following heavy snowfall. Flash floods can occur quickly and without warning during severe weather, and in some geographic areas, without visible signs of rain. For churches in coastal regions, floods caused by hurricanes, tropical storms, or even prolonged rain pose the greatest natural disaster threat to communities.
Determine if your church is in a floodplain or is vulnerable to storm surge from a hurricane. 

1. Obtain a copy of the 100-year or 500-year floodplain map for your community and determine if the church is in the floodplain. Is your church located in the floodplain?  Y / N
2. Is your church vulnerable to storm surge from a hurricane?  Y / N
NOTE: Floodplain maps may be ordered at the FEMA Map Service Center and are also available at your public library. You can also visit http://www.floodsmart.gov, enter your address, and get your flood risk profile.
How to Read a Floodplain Map

If the church is located in gray and dark gray areas on the map, it is located in the floodplain. The darkest areas, listed on this sample map as Zones A, AE, AO, A99, V, and VE indicate the church is located in the 100-year floodplain. This means the church stands a 0.1 percent chance of significant flooding each year. The hatched area, dark gray in color, indicates the church is in the floodway. The light gray area listed on this sample map as Zone X indicates the church is located in the 500-year-flood plain. This means the church stands a 0.05% chance of significant flooding each year.
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Form B7.5
Hazardous Materials Survey
For many communities, chemical and hazardous materials pose a concern due to local industrial facilities, manufacturing plants, as well as, railroad lines and highly traveled roads where hazardous materials are transported.
1. List the hazardous material facilities located within the geographic boundary (i.e. footprint) of the church as represented by where members of the congregation live. Use the EPA’s website (www.epa.gov) to identify these facilities or contact your local Office of Emergency Management.
2. Train derailments or highway accidents involving HAZMAT trucks can result in a plume of hazardous material placing a community at risk. Document any industrial railroad lines or major highways that serve as transportation routes for hazardous materials located in or near the church’s footprint.
3. List other major transportation arteries that could be used to transport hazardous materials.
NOTE: The Environmental Protection Agency (EPA) provides a simple search engine that lists facilities regulated by the agency. Visit www.epa.gov and search the various databases to get a list of hazardous material facilities in your community. 
Phase II Resource Index

The following forms are presented in this resource index:

Form B1.1 - Past Church Experience

Form B1.2 - Current Mitigation Procedures to Protect Facilities

Form B1.3 - Caring for Parishioners

Form B1.4 - Caring for the Community

Form B2.2 - Church Room Survey

Form B2.3 - Church Facility Profile
Form B3.1 - Master Schedule of Church Activities

Form B3.2 - Additional Planning Questions

Form B5.1 - Current Parishioner and Staff Communication Methods

Form B5.3 - Offsite Meeting Locations

Form B6.1 - Vulnerable Parishioners

Form B6.2 - At-Risk Populations and Neighborhoods

Form B7.2 - History of Community Disasters – Past Decade

Form B7.3 - History of Community Disasters – Prior to Past Decade

Form B7.4 - Floodplains and Storm Surge

Form B7.5 - Hazardous Materials Survey

Form B1.1 – Past Church Experience
Interview pastoral, administrative, and volunteer church staff about past church disasters and identify any lessons learned.
Interviewer: 

Interviewee: 

1. Has the church experienced a disaster or emergency in the past?  Yes / No
If yes, what was the disaster, when did it occur, and who else is familiar with what happened (complete this interview with any other individuals familiar with what happened)?

2. Before the disaster occurred, what actions were taken to prepare for the disaster (e.g., computers elevated off the floor to protect them from flood damage)?

3. Before the disaster occurred, what other actions could have been taken to better prepare the church?

4. How did the church respond after the disaster?

5. What actions made “surviving the disaster” easier (e.g., were people stranded at the church unable to get home and/or did the church function as a shelter during the disaster)?

6. If applicable, what activities that took place at the church during previous disasters allowed the congregation to adequately handle the situations (e.g., parishioners had an adequate supply of food, water, and blankets for stranded staff to remain at the property for at least 3 days after a flood)?

7. If applicable, what problems were encountered by the church during these disasters that could be addressed by this leadership team?

8. Was the pastor adequately able to contact church staff after this event?  Yes / No (explain below)
9. If applicable, what actions were taken that facilitated a quick response to the disaster by the church (e.g., because the church had a call-down procedure and updated “phone tree,” a senior pastoral leader was able to contact staff and tell them to stay home for a few days). 

10. How long did it take the church to address the needs of the community?

11. Was the church able to worship together on the Sunday following the event?  Yes / No
12. If applicable, list actions taken that facilitated a quick response to the disaster by the church.

13. List the problems encountered that made it difficult for the church to respond to the community or reestablish church activities.

14. If applicable, list outreach activities the church undertook after the disaster to help the community.

15. List outreach activities that were needed after the disaster which the church may not have undertaken.

16. Identify additional activities, training, and ways the church can strengthen its’ response to the community after a disaster.

17. List the things the leadership team would most like to accomplish in order to prepare the church to minister to the community after a disaster.
Form B1.2 – Current Mitigation Procedures to Protect Facilities
Identify current procedures used by the church to mitigate impact and damage to facilities caused by potential disasters.

Interviewer: 

Interviewee: 

1. When disaster is approaching, who is responsible to initiate and coordinate activities designed to mitigate impact and damage to facilities?
2. What is the plan for protecting church documents and data (e.g., from flood and storm water)?
3. In the event of damage from a disaster, who is responsible for assessing the damage, contacting local authorities, contacting appropriate personnel at the district or conference office (if applicable), and initiating an insurance claim?
4. Where have (or will) church leaders meet to discuss and make decisions if the church is inaccessible?
5. Does the church have a reciprocal mutual aid agreement with another church or organization in the event the congregation must be relocated for an extended period of time?  Yes / No
6. In the event the church sustains significant damage and must be relocated, how will this be communicated to the congregation?
7. What are the plans if a church needs to evacuate during a worship service or other event? How and by whom would this be communicated to those present?
8. What are the plans for communicating to the district, conference or jurisdiction in the event of an evacuation?
Form B1.3 – Caring for Parishioners
Review and document how your church cares for, and ministers to, parishioners in non-disaster times and, if applicable, during disasters.

Interviewer: 

Interviewee: 

1. How does your church currently care for its people through existing ministries and services (e.g., home repair for senior citizens, ministries for single moms, etc.)?
2. Which of the above ministries/services might be useful in disaster response and how?
3. What are the ways your church can help people prepare for disaster? Be specific.
4. How will your church communicate with the congregation before and after a disaster?
5. If you have a day care, preschool, or other ministry that cares for people or children, does your church have procedures in place to communicate closings and/or evacuations in the event of a disaster?  Yes / No
If yes, what are the procedures?
6. If applicable, how will the Disaster Preparedness & Response Leadership Team distribute general disaster preparedness information to the congregation?
7. How will the Disaster Preparedness & Response Leadership Team distribute information about your church’s Continuity of Ministry & Operations Plan to the congregation?
8. Who are the people in your church who might need additional assistance (e.g., seniors, disabled, shut-ins, single mothers, etc.) and who would coordinate that assistance?
9. How will you assist the vulnerable parishioners in your congregation (i.e. people with inadequate financial resources to provide daily necessities in a disaster and/or people with inadequate or no insurance)?
10. After a disaster, how will you manage the “good intentions” of your church?
11. If applicable, how will you track volunteer hours associated with disaster response ministry and who will be responsible for reporting these hours to the appropriate agencies (e.g., local Office of Emergency Management)?
12. How will you respond to those outside your church and/or community offering to donate material goods or send in volunteer teams to help after a disaster?
Form B1.4 – Caring for the Community
Identify current outreach ministries or programs your church offers to the community and consider how these existing services could be used to help the community in times of disaster.

Interviewer: 

Interviewee: 

1. How does the church currently care for the community?
2. Will your church distribute, or is your church interested in distributing, general preparedness information to the community?  Yes / No
3. List existing church ministries, services, or programs that may be useful in disaster response (e.g., home repair for senior citizens, ministries to single mothers, daycare, etc.).
4. List the current and/or possible role(s) of the church during a disaster (e.g., shelter, staging site for bulk supplies, distribution of food, water and ice, cooking, pandemic point of dispensing, etc.).
5. What type(s) of community outreach will or can the church provide after a disaster?
6. How will the Disaster Preparedness & Response Leadership Team distribute information about the church’s Continuity of Ministry & Operations Plan to community groups (e.g., local Office of Emergency Management, fire department, etc.)?
7. How will or can the church partner with other churches or faith-based groups in the community?
8. How will or can the church partner with government and social service agencies in the community?
9. If applicable, how does the church plan to fit into its denomination’s disaster response ministry plan?
Form B2.2 – Church Room Survey
Inspect, inventory and document all physical contents, isolation switches, cutoff valves, ventilation systems, and emergency-related features and items. It is recommended to document physical contents in at least two formats (i.e. written plus videotape or photograph).

Building: 

Room: 

1. Where is the nearest emergency exit relative to this room?
Is the exit unobstructed?  Yes / No

If no, make a note and after the walkthrough provide the necessary improvements to ensure the exit is unobstructed.
2. Where is the nearest emergency exit sign relative to this room?
Is the emergency exit sign clearly posted and unobstructed?  Yes / No

If no, make a note and after the walkthrough ensure proper exit signs are installed where clearly visible.
3. Is there an outside door to this room?  Yes / No
If yes, is the door kept locked during normal business hours?  Yes / No
If the door can provide an emergency exit, make a note and after the walkthrough check the door to ensure it is not blocked, opens without difficulty and is properly marked as an exit.
4. Are there outside windows in this room?  Yes / No
If yes, could the windows provide an emergency exit if needed?  Yes / No

If the windows can provide an emergency exit, make a note and after the walkthrough check the windows to ensure screens detach easily and windows are not blocked and open without difficulty. If applicable, be sure burglar bars can be easily opened from the inside.

5. Is there a smoke detector in this room?  Yes / No 

If yes, make a note and after the walkthrough ensure fresh batteries are installed; and create a schedule to check/change batteries regularly.

If there is no smoke detector in this room, make a note and after the walkthrough evaluate if this room should have a smoke detector.
6. Is there fire suppression equipment in this room (i.e. sprinkler system and/or fire extinguisher)?  Yes / No
If yes, identify the equipment’s location on the church blueprints. Are the inspection tags current?  Yes / No

If no, make a note and after the walkthrough arrange for the necessary inspection.
If there is no fire suppression equipment in this room, locate the nearest fire suppression equipment and note its location relative to this room.
7. Where is the nearest fire alarm relative to this room?
Is it unobstructed and clearly marked?  Yes / No

If no, make a note and after the walkthrough make the necessary improvements.
8. Are there emergency backup lights in or near this room?  Yes / No
If yes, where are the emergency backup lights relative to this room?

If yes, mark the location of these lights on the church blueprints. After the walkthrough create a schedule to test lights regularly.
If there are no emergency backup lights in or near this room, make a note and after the walkthrough evaluate whether lights should be installed.
9. Could this room be labeled as a “safe room” based on the ability to shut off all outside airflow?  Yes / No
If yes, mark the location of the room on the church blueprints. After the walkthrough label the room as a “safe room” with proper signage and notate its location on all emergency exit schematics.
10. Is there an emergency exit schematic displayed in this room?  Yes / No
If yes, ensure the schematic is displayed in the same location in every room (e.g., on back of door).
If no, make a note and after the walkthrough post a current emergency exit schematic in this room.
11. List the contents of this room (e.g., 10 Everlast stackable chairs):
Appliances

Furniture, Dry Erase Boards, Chalkboards, Easels, Podiums, Music Stands, Etc.
Computers, Printers and Other Peripherals
Telephones, Fax and Answering Machines
Sound and Audiovisual Equipment, Portable/Mounted Projection Screens, Etc.
Emergency-Related Items (e.g., first aid kit, automated external defibrillator, disaster preparedness kit, flashlights and extra batteries, blankets, etc.)
Other Items (e.g., kitchen, lawn care, sports and activity equipment, and archival¹ records)
¹Archival records include audit reports, bank statements, collection envelopes, construction records, contribution records, correspondence files, deeds and blueprints, log of destroyed records, general ledger, marriage packets, minutes of meetings, paid bills and receipts, bulletins, census information, personnel files, receptionist logs, registers (marriage and burials), state and federal tax-related documents, tax exemption records, telephone message books and pads, time cards, and time sheets.
Form B2.3 – Church Facility Profile
Answer the following questions based on the inspection, inventory and documentation conducted during the Church Room Survey.
1. Examine the exits and exit routes. Are all exists and exit routes marked on the church blueprints and emergency exit schematics?  Yes / No
If no, mark all exits and exit routes on the church blueprints and emergency exit schematics now. NOTE: An emergency exit schematic shows a predetermined exit route relative to a specific room and is displayed in that room for reference in the event of an emergency.
2. Are the room locations, restrooms and corridors exactly as marked on the blueprints and emergency exit schematics?  Yes / No
If no, edit church blueprints and emergency exit schematics to accurately reflect room locations, restrooms and corridors.
3. Have there been any modifications to the facility that are not reflected on the blueprints or emergency exit schematics?  Yes / No
If yes, edit church blueprints and emergency exit schematics to accurately reflect facility modifications.
4. Has landscaping changed any of the exits from the buildings?  Yes / No
If yes, edit church blueprints to accurately reflect all building exits.
5. Are there any new playing fields that do not appear on the church blueprints?  Yes / No
If yes, edit church blueprints to accurately reflect new playing fields.

6. Are all doors and facility access points reflected on the church blueprints and emergency exit schematics (e.g., crawlspace access panels, utility rooms, etc.)?  Yes / No
If no, edit church blueprints and emergency exit schematics to accurately reflect doors and facility access points.

If yes, are any doors or facility access points kept locked during business hours?  Yes / No

If yes, clearly indicate all locked doors and access points on the church blueprints.
7. Is the fire suppression sprinkler system connected to the main water supply?  Yes / No
If yes, how will shutting off the main water supply impact the fire suppression sprinkler system?
8. Is the fire alarm system monitored or a local system only? If a local system only, consider obtaining a service plan that monitors the fire alarm system.
9. Is there an independent power source for the alarm system so that shutting down the power will not shut down the alarms?  Yes / No
If no, consider adding a backup power source to operate your alarm system in the event power is disconnected or interrupted. You may also wish to install a wireless transmitter to relay a security signal to your monitoring service if the power is disconnected and there is a break-in at your facility.
10. Is there an independent power source for telephone and intercom systems?  Yes / No
If no, consider adding a backup power source to operate your telephone and intercom systems in the event of a power outage during an emergency.
11. How will shutting down the central power impact communications at the facility? Determine alternatives for other forms of communication if necessary.
12. If the Disaster Preparedness & Response Leadership Team has any additional questions about the building plans note them here:
Sample B3.1 – Master Schedule of Church Activities
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To download this Microsoft Excel template, visit www.hopebeginshere.org and click on “Church Preparedness” and then “Templates & Resources” and look for file entitled, “Master Schedule of Church Activities”

Form B3.2 – Additional Planning Questions
After completing the Master Schedule of Church Activities, answer the following questions.
1. How does the church know buildings are empty at the close of all activities?

2. Is there a checklist procedure that is followed every night?  Yes / No
If yes, review the current checklist and update and make changes as needed.
If no, create a checklist procedure to make sure buildings are empty at closing. Update and make changes as necessary.
3. Does your church participate in social service activities or outreach ministries (e.g., volunteering at a soup kitchen or Adopt-A-Block)?  Yes / No
If yes, list these activities and outreach ministries along with their locations on the Master Schedule of Church Activities.
4. List the capacity of any buildings used to gather large numbers of people (e.g., sanctuary, gymnasium, fellowship hall, etc.).

Building
Room / Capacity / Average Activity Attendance
Form B5.1 – Current Parishioner and Staff Communication Methods
Document current parishioner and staff communication methods used in the church.
1. In a possible emergency, what communication methods does the church use to contact and communicate with staff onsite (e.g., to notify staff of an unfolding emergency and provide appropriate instructions)?
2. In a possible emergency, what communicate methods does the church use to contact staff when they are offsite (e.g., notify staff of an emergency or where they should meet if the church is inaccessible)?
3. In a possible emergency, what communication methods does the church use to convey information to parishioners when they are onsite (e.g., to notify parishioners to take shelter when a tornado has been spotted on the ground moving in the direction of the church)?
4. In a possible emergency, what communication methods does the church use to contact and communicate with parishioners when they are offsite (e.g., to notify parishioners that Sunday services have been cancelled due to weather or suspended by the Public Health Department due to a pandemic influenza)?
Form B5.3 – Offsite Meeting Locations
List four alternate locations where staff can meet if the church becomes inaccessible due to a sudden or imminent disaster. Choose different geographic locations around town or outside the community.

Offsite Meeting Location – Option 1:

Offsite Meeting Location – Option 2:

Offsite Meeting Location – Option 3:

Offsite Meeting Location – Option 4:

Form B6.1 – Vulnerable Parishioners
Identify parishioners in your congregation who have special needs.
Parishioner’s Name:

Spouse:

Street Address: 

Home Phone:


City: 

State: 

Zip: 

Cell Phone:


List names and ages of additional household members who are parishioners at the church:

Name
Age

Residence Type:
( Single Family
 ( Mobile Home
  ( Apt. (Floor: 
 )
Name of Residential Complex: 

Medical Disability: 

Do you speak English?  ( Yes   ( No
Primary Language (if not English): 

Parishioner is (check all that apply):
( Legally Blind
( Deaf
( Mute
( Aphasic
 ( Autistic
Are you homebound?
 ( Yes
( No

Do you use a wheelchair?
( Always
( Most of the Time
( Sometimes
Do you use a walker/cane?
( Always
( Most of the Time
( Sometimes
Do you require a special diet?
 ( Yes
( No
If yes, specify: 


Special Medical Needs (e.g., severe cardiac, diabetic on insulin, etc.)
Do you rely on electricity for home medical treatments?
( Yes
( No

Family Physician:

Phone: 

Emergency Contact: 

Phone: 


(Someone that does not live with you)

Do you have a pet(s)?
 ( Yes
 ( No   If yes, how many dogs? 

Cats? 

Other (specify): 

(NOTE: Pets are NOT allowed in shelters. Make shelter arrangements for your pets BEFORE a disaster strikes.)

Do you have transportation in an emergency?
( Yes
( No
( Maybe

Would you need transportation in an emergency?
( Yes
( No
( Maybe

If yes, what type of transportation?
( Standard Vehicle
( Wheelchair Access
( Ambulance
Other Special Needs, Considerations or Comments:
Form B6.2 – At-Risk Populations and Neighborhoods
Identify at-risk populations and neighborhoods that are more vulnerable to disaster. Consider how your church can serve these families and communities in times of disaster.
1. Using information obtained from social service agencies in the community, what are the at-risk populations and neighborhoods within the geographic area represented by your congregation?

2. Using information obtained from your local Office of Emergency Management, what are the unmet needs of these at-risk populations and neighborhoods related to disaster preparedness and response?
3. Based on the above findings, what are some potential ways your congregation can minister to these at-risk populations and neighborhoods before and/or during disasters?
4. What are some action steps this leadership team can take, with the blessing and support of senior pastoral staff, to position the church to serve and minister to these populations and neighborhoods?
Form B7.2 – History of Community Disasters – Past Decade
Over the past 10 years, what disasters have directly affected your church?

Disaster

Date of Event

Impact on Church
Helpful Resources:

The Federal Emergency Management Agency’s (FEMA) website lists all federally declared disasters and emergencies from 1992 to the present. Visit http://www.fema.gov/about/regions/index.shtm and click on your FEMA Region’s website to obtain regionally based information.

You may also contact your local and/or state Offices of Emergency Management to request information about past disasters in your community.

Form B7.3 – History of Community Disasters – Prior to Past Decade
Other disasters may have affected the community prior to the past decade; additionally, the community may be vulnerable to other types of disasters that fortunately have not yet occurred (e.g., terrorism). Disasters that the church may be susceptible to include hurricanes, tornadoes, severe weather events (e.g., thunderstorms, lightning, hail, downbursts, ice storms, etc.), fire (e.g., structural or brush fire), kidnappings, hostage situations, shootings, vandalism, civil disturbances, bomb threats, or hazardous material incidents (i.e. spill, leak, explosion, or overturned HAZMAT vehicles).

What disasters have directly affected your community and/or church prior to the past decade?

Disaster

Date of Event

Impact on Community and/or Church
Helpful Resources:

The Federal Emergency Management Agency’s (FEMA) website lists all federally declared disasters and emergencies from 1992 to the present. Visit http://www.fema.gov/about/regions/index.shtm and click on your FEMA Region’s website to obtain regionally based information.

You may also contact your local and/or state Offices of Emergency Management to request information about past disasters in your community.

Form B7.4 – Floodplains and Storm Surge
Flooding is the most common natural disaster in the United States. Every U.S. state and territory is at risk. Some floods develop slowly as a result of prolonged rain or a warming trend following heavy snowfall. Flash floods can occur quickly and without warning during severe weather, and in some geographic areas, without visible signs of rain. For churches in coastal regions, floods caused by hurricanes, tropical storms, or even prolonged rain pose the greatest natural disaster threat to communities.

Determine if your church is in a floodplain or is vulnerable to storm surge from a hurricane. 

1. Obtain a copy of the 100-year or 500-year floodplain map for your community and determine if the church is in the floodplain. Is your church located in the floodplain?  Y / N
2. Is your church vulnerable to storm surge from a hurricane?  Y / N
NOTE: Floodplain maps may be ordered at the FEMA Map Service Center and are also available at your public library. You can also visit http://www.floodsmart.gov, enter your address, and get your flood risk profile.
How to Read a Floodplain Map

If the church is located in gray and dark gray areas on the map, it is located in the floodplain. The darkest areas, listed on this sample map as Zones A, AE, AO, A99, V, and VE indicate the church is located in the 100-year floodplain. This means the church stands a 0.1 percent chance of significant flooding each year. The hatched area, dark gray in color, indicates the church is in the floodway. The light gray area listed on this sample map as Zone X indicates the church is located in the 500-year-flood plain. This means the church stands a 0.05% chance of significant flooding each year.

[image: image3]
Form B7.5 – Hazardous Materials Survey
For many communities, chemical and hazardous materials pose a concern due to local industrial facilities, manufacturing plants, as well as, railroad lines and highly traveled roads where hazardous materials are transported.
1. List the hazardous material facilities located within the geographic boundary (i.e. footprint) of the church as represented by where members of the congregation live. Use the EPA’s website (www.epa.gov) to identify these facilities or contact your local Office of Emergency Management.
2. Train derailments or highway accidents involving HAZMAT trucks can result in a plume of hazardous material placing a community at risk. Document any industrial railroad lines or major highways that serve as transportation routes for hazardous materials located in or near the church’s footprint.
3. List other major transportation arteries that could be used to transport hazardous materials.
NOTE: The Environmental Protection Agency (EPA) provides a simple search engine that lists facilities regulated by the agency. Visit www.epa.gov and search the various databases to get a list of hazardous material facilities in your community. 
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Figure 2:  Example of a Floodplain Map www.efloodmap.com
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Figure 2:  Example of a Floodplain Map www.efloodmap.com
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				Master Schedule of Church Activities

				Last Updated: 9.27.2010

				Day & Date		Building		Room		Start Time		End Time		Name of Activity		Dept. Responsible		Person Responsible		Contact Number		Age Group[1] of Attendees		Est. # of Attendees		Est. # of Staff
& Volunteers

				Tuesday, September 28, 2010		Main		S-127		7:00 PM		8:30 PM		Adult choir practice		Music		Pastor John Doe		555-555-5555		AD		25		3

				[1] Age Groups:  SEN (65+), AD (18-64), HS (14-17), JR (11-13), EL (5-10), YC (Infant-4)
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[1] Age Groups:  SEN (65+), AD (18-64), HS (14-17), JR (11-13), EL (5-10), YC (Infant-4)
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