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Phase I: Get Organized

This phase is designed to help you lay the proper foundation to ensure success. It will help you prepare reasons for support, obtain commitment and support from senior church leadership, identify a Disaster Preparedness & Response Coordinator, establish a Disaster Preparedness & Response Leadership Team, identify goals and objectives, and more.
Step 1: Prepare reasons for support.
Reasons for support may include:

· Build church resilience;

· Increase risk awareness;

· Prepare the way of the Lord;

· Fulfill our commission;

· Find our place to serve;

· And, other church benefits.

Build Church Resilience

Think about building resilience to disaster for your church and congregation. Resilience is the ability to bounce back and recover quickly from disaster in a healthy manner. An analogy of resilience is an “inflated” beach ball in a swimming pool. When pushed under water the ball may be stressed (compressed) by the surrounding pressure, but it can resurface quickly near its original shape and position. Church leaders who take action to prepare their church and congregation for disaster recover more quickly; and, more importantly strengthen their position from which to respond and help the community when disaster strikes.
Increase Risk Awareness

Research and collect news articles or publications about local, regional and national disasters and the need for a Continuity of Ministry & Operations Plan and how churches are affected if they do not have such plans in place (e.g., search the Internet for church fires, floods, tornadoes, lightning strikes, earthquakes, winter storms, shootings, break-ins, and more). The bottom line is this: Illustrate the problem. If you can graphically show church leaders the effects of a disaster—on church ministries, operations, congregation, and local community, you will help them understand the problem and support the COMOP development effort.
Take Action
Step 1.1: Research and collect news articles or publications about local, regional and national disasters.

Prepare the Way of the Lord
John the Baptist prepared the way for Jesus, and made straight paths for Him (Luke 3:4). Today, the Church has opportunity to “make straight a highway for our God” (Isaiah 40:3) to reveal His glory to people who are hurting and searching for answers. Disasters like the one described in Luke 10:25-37, can lead people to question their own mortality and the existence of God. The Bible teaches us God is a refuge, strength and ever-present help in trouble (Psalm 46). When disaster impacts a community, God is faithful to show His love and compassion through the local church—as “neighbors” who show mercy to the suffering and hurting.

Take Action
Step 1.2: Prayerfully consider how your church can “prepare the way of the Lord” and “make straight paths for Him” to touch hurting families when disaster strikes in your community.

Fulfill Our Commission

As Christians our commission extends beyond just telling others about the love of Christ to demonstrating His love through action. In The Parable of the Good Samaritan (Luke 10:25-37) Jesus tells a story about a man that fell into the hands of robbers who stripped and brutally beat him; leaving him half dead on the road. Two religious leaders see the man lying on the road, but choose not to stop and help. A third individual sees the man and stops, goes to him, and provides the emergency care he needs. In addition, this Good Samaritan provides for the man’s long term recovery.

Jesus then reframes the question that prompted the parable from “Who is my neighbor?” to “Who is the neighbor of the man who was robbed and beaten?” His answer is the one who showed mercy. God is calling His Church to be this kind of neighbor.

Take Action
Step 1.3: Prayerfully reflect on the following scriptures:

· Matthew 25:34-40 – Compassion in light of eternity; judged by response to human need and the situations of others

· James 2:14-17 – No deeds, dead faith; do something about the physical needs of others and give life to faith

· 1 John 3:17-18 – No pity, no love; love those in need with actions and truth

· Acts 2:44-47 – Together as believers; share what we have to meet the needs of others

Find Our Place to Serve

Though government and national agencies are prepared to help people when disaster strikes, it is the local church, its people and social network that remain long after other organizations have moved on. No greater or more effective mechanism in a community exists to assist people in times of disaster than a local church. It is the local church that best understands the culture and people of the community. It is the local church which has a mandate from God—not just to preach the Gospel, but to love others and be the “neighbor” God calls us to be.

It is widely accepted that a huge deficiency in disaster preparedness exists in many communities. When disaster strikes, many churches do not know what to do—or how to do it, and therefore they do nothing. Other churches jump in to help with little to no preparation or training and, more often than not, create additional concerns for local authorities. Few churches adequately prepare to mitigate risk to their own facilities, ministries and congregation. Still fewer invest time to discover and develop their unique niche in disaster response ministry (i.e. the small thing a church can do which results in doing a lot within a community in the right circumstance).
Take Action
Step 1.4: Prayerfully consider how and where your church can serve when community and national disasters strike.
Other Church Benefits

Some additional benefits of church preparedness and response include the following:

· Mitigate property damage, parishioner impact and ministry disruption;

· Carefully examine and assess capacity to help, serve and minister to the community in time of need;

· Discover small things church can do that result in doing a lot within a community in the right circumstance;

· Network and participate in the community in tactical ways that will help lessen impact of future disasters;

· Increase level of credibility and influence among local officials;

· Increase pastor, staff and parishioner resilience to disaster;

· Position and mobilize parishioners to serve others in need;

· Show parishioners how to prepare a Family Preparedness Kit and Family Emergency Plan for their home;

· Teach families, including children, what to do and how to do it when emergencies arise.

Step 2: Obtain commitment and support from senior church leadership.
Obtaining proper commitment and support from church leaders affirms the value of the COMOP and/or DRMP; and ensures cooperation among the departmental ministries. It is also essential when documenting staff and volunteer responsibilities, allocating the budget, setting goals and expectations, demonstrating the importance of the plan, and setting precedence for staff, volunteer and parishioner support throughout the church (i.e. Stakeholders).
NOTE: Allocating the budget can be as simple as costs associated with printing Family Preparedness Kit materials for the congregation and/or other mitigation and disaster response strategies (e.g., bringing wiring up to code, adding smoke detectors, remodeling facilities to serve as a community shelter, etc.).

Take Action
Step 2.1: Using the reasons for support you prepared in Step 1, obtain senior church leadership commitment and support for the COMOP development process and, if applicable, the creation of a DRMP.
Step 3: Identify a Disaster Preparedness & Response Coordinator.
Although multiple people and/or groups might be involved in the COMOP and/or DRMP, only one person should have overall responsibility for the timely development, implementation and oversight of both plans. This person is typically called the Disaster Preparedness & Response Coordinator.
Each senior church leader may approach this step differently depending on the makeup of his or her congregation. Some may appoint only a Disaster Preparedness & Response Coordinator, relying on this coordinator to identify and appoint the other leadership team members. Others may appoint several key persons to the leadership team allowing them to appoint a coordinator. Regardless of the approach used, the Disaster Preparedness & Response 
Coordinator should be approved and empowered by senior church leadership.
The Disaster Preparedness & Response Coordinator should possess the following characteristics:

· An effective team builder;

· Able to communicate and cast vision;

· Good leadership and people skills;

· Flexible and able to work well with others;

· Accessible and available;

· Provide strong administrative leadership;

· Have a genuine servant’s heart and compassion for people;

· Have a good reputation in the church;

· Able to invest a minimum of 4-8 hours per week during the entire COMOP and DRMP development process (the duration of the development process will vary by church);

· Facilitate leadership team meetings;

· And, minimally, commit to serve 2 years.
Take Action
Step 3.1: Work with senior church leadership to identify a person who possesses the recommended characteristics above to develop, implement and oversee both the COMOP and DRMP.
Step 4: Establish a Disaster Preparedness & Response Leadership Team.
Identify a Disaster Preparedness & Response Leadership Team to coordinate the COMOP and DRMP development activities. All pertinent areas of the local church should be represented by those individuals who have knowledge of each ministry and/or operations process. 
For example, a typical church might have ministry representation from nursery, children, youth, music, and ushers; plus, business operations like accounting, payroll, IT, facilities, and security. Representation will vary depending on church composition, as well as, critical ministries and operation functions addressed in the COMOP. You may also find it useful to include church members who work in law enforcement, public utilities, health care, and the military.
The quality of leaders recruited for a leadership team directly correlates to the quality of the COMOP and DRMP. Convoy of Hope recommends recruiting leaders who have strong leadership skills and influence. Strong leadership skills are necessary to make sure all delegated tasks are completed on schedule and meet agreed upon expectations. Leaders with influence in the business and/or church community or the emergency management and first responder framework have access to other leaders and resources that can greatly benefit the COMOP and DRMP.

Individuals recruited to serve as leaders should possess the following characteristics:

· Have a servant’s heart and compassion for people;
· Have a good reputation in the church;
· Have good leadership and people skills;
· Be flexible and able to work well with others;

· Be accessible and available;
· Be given responsibilities that match his or her ministry and/or professional skill sets;
· Complete assigned tasks on schedule;
· Commit to a specified period of time to serve on the CLT (e.g., 1 or 2 years);

· And, attend and participate in leadership team meetings.
Although a large group may want to participate in disaster preparedness and response planning, larger groups tend to lose focus. Keep the initial Disaster Preparedness & Response Leadership Team to approximately 6-10 individuals. Once goals are established, include more members of the congregation as necessary.
Take Action
Step 4.1: Many churches have historically participated in compassion activities like preparing and serving meals to families and guests after a funeral or visiting the sick, shut-ins and incarcerated. Many churches have also participated informally in disaster relief activities such as flood cleanup, cooking food for disaster victims, distributing donated goods, and more. Therefore, identify any compassion or disaster relief activities that have or are already taking place at the church which could be incorporated into the COMOP and/or DRMP. Form A4.1 on the next page or in the Phase I Resource Index at the back of this document may be helpful in this exercise.

Step 4.2: Identify prospective individuals you and senior church leaders think may be ideal to serve on the leadership team (use criteria above as a guide). Use Form A4.2 for this action step.
Step 4.3: Visit with prospective leadership team members and build the team. Use Form A4.3 to document leadership team member contact information.

Step 4.4: Once your team is assembled, determine how long members will serve and how the membership renewal cycle will be designed. For example, will members serve one or two years? If members serve a two-year term, will half the members be renewed every year? Use Form A4.4 to document your structure.
Step 4.5: Identify roles of leadership team members. Use Form A4.5 to document your leadership roles.
Form A4.1
Existing Church Disaster Preparedness & Response Activities
List any disaster preparedness and response activities occurring now in your church that could be incorporated into the COMOP:

Activity
Person / Ministry Responsible
Form A4.2
Disaster Preparedness & Response Leadership Team – Prospective Members
Identify and list “prospective” members of the COMOP Leadership Team (e.g., representation from ministries such as nursery, children, youth, music, ushers, accounting, payroll, information technology, facilities, and security):
Name
Church Role / Phone / Email Address
List other “prospective” members of the congregation whose participation on the COMOP Leadership Team would enhance planning and preparedness efforts:
Name
Church Role / Phone / Email Address
Form A4.3
Disaster Preparedness & Response Leadership Team – Directory
Name

Church Role or CLT Function

Mailing Address

City

State

Zip

Home Phone

Cell Phone
Email 1

Email 2
Name

Church Role or CLT Function
Mailing Address

City

State

Zip

Home Phone

Cell Phone

Email 1

Email 2

Name

Church Role or CLT Function
Mailing Address

City

State

Zip

Home Phone

Cell Phone

Email 1

Email 2
Name

Church Role or CLT Function
Mailing Address

City

State

Zip

Home Phone

Cell Phone

Email 1

Email 2

Name

Church Role or CLT Function
Mailing Address

City

State

Zip

Home Phone

Cell Phone

Email 1

Email 2

Name

Church Role or CLT Function
Mailing Address

City

State

Zip

Home Phone

Cell Phone

Email 1

Email 2

Form A4.4
Disaster Preparedness & Response Leadership Team – Membership and Renewal Cycle
Document length of membership for COMOP Leadership Team members and chosen renewal cycle:

Length of Membership (e.g., one or two years)
Renewal Cycle (e.g., every six, twelve or twenty-four months team membership will be renewed)
Form A4.5
Disaster Preparedness & Response Leadership Team – Roles and Definitions
Identify leadership roles for your Disaster Preparedness & Response Leadership Team:
Team Member Name
Leadership Role / Brief Definition
Step 5: Document and disseminate information.
Church leaders involved in disaster preparedness and response have often lamented that with each disaster they are “reinventing the wheel” because of a lack of documenting what was done during past disasters; making it difficult to learn from past mistakes and successes. Documenting information for immediate and future reference is vital to ensure lessons learned are not needlessly repeated. 
Disseminating key information is also important to make sure Stakeholders and Key Stakeholders remain informed and up-to-date on disaster preparedness and response planning. Consider distributing a copy of the leadership team’s goals and objectives and meeting minutes to senior church leaders and, when appropriate, parishioners. This can be done by making pulpit announcements and/or posting updates or notices on bulletin boards.

Take Action
Step 5.1: Determine how the Disaster Preparedness & Response Leadership Team will document and disseminate information to senior church leadership and, when appropriate, parishioners. Form A5.1 on the next page and in the Phase I Resource Index at the back of this document may be helpful in this exercise.
Step 5.2: Throughout the entire COMOP and DRMP development process, it is important to keep notes and records of the leadership team’s activities since the roles and responsibilities of the leadership team and its members may evolve over time. Information should include types of activities undertaken (i.e. what type of assistance was provided, who was helped, etc.) and not undertaken, and why. It is especially critical to keep a concise record of activities during and after a disaster so that future disaster relief efforts don’t need to be organized from scratch.  Appointing a secretary or a record keeper will facilitate this important step. Use Form A5.2 to complete this step.

Step 5.3: Once the Disaster Preparedness & Response Leadership Team is established, it is important to validate its existence by announcing to the congregation that the leadership team is formed and taking action. This could be done in the form of a commissioning service or announcement in a weekly bulletin or on a bulletin board. Use Form A5.3 to document how the leadership team will be formally announced and introduced to the congregation.

Form A5.1
Plan to Document and Disseminate Information

In what ways, and how often, will the Disaster Preparedness & Response Leadership Team document and disseminate information to senior church leadership and parishioners?
Form A5.2
Type of Information and Records to Keep
What types of information and records should be kept?
Form A5.3
Disaster Preparedness & Response Leadership Team – Introduction and Announcement
How will the Disaster Preparedness & Response Leadership Team be announced and introduced to the congregation (e.g., commissioning service, weekly bulletin or bulletin board announcement, etc.)?
Step 6: Model the message by doing it.
As a 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.
Take Action
Step 6.1: Begin to define a shared vision by prayerfully imagining new ministry possibilities. This process may occur in one-on-one and/or group settings. Include Stakeholders from your church (i.e. individuals, departments, ministries, and local authorities which will be impacted by, or can impact, the outcome of the vision), as well as, Key Stakeholders—a subset of Stakeholders who, if their support were to be withdrawn, would cause the vision to fail altogether (e.g., senior pastor).
Step 6.2: Use powerful questions to help Stakeholders think outside the box when imagining new ministry possibilities. For example, “What is one small thing our church could do that would result in doing a lot within our community in the right circumstance?” Or, “What unmet needs in our community can we help meet?” Or, “When we remodel our facility, what features would our local Emergency Management or American Red Cross recommend to increase our relevance and service to the community?”
Step 6.3: Find your common purpose and prayerfully write it in the form of a guiding statement. For example, “When activated, we will open our doors as a safe, clean and quality-staffed shelter to our community—to be a refuge, strength and ever-present help in trouble (Psalm 46), and provide critical services evacuees need for long term recovery.” Or, more generally, “We will respond to human needs when calamity strikes and tangibly express God’s mercy and love.”
Step 6.4: Engage Stakeholders by prayerfully appealing to shared ideals based on biblical principles, and find ways to bring the vision to life. For example, if you are promoting family preparedness, appeal to the shared ideal of being prepared so you can help others. Animate the vision using illustrations, testimonies, and more (i.e. show what a 3-day disaster preparedness kit looks like for a family of four, the cost, and how long it takes to assemble).
Step 7: Before, during and after a disaster – think about disaster preparedness.
Before A Disaster

Disaster preparation includes two primary activities: First, how can the Disaster Preparedness & Response Leadership Team help prepare the church’s property for potential disasters? Second, how can the leadership team help parishioners prepare their families and homes for a disaster?

This step provides questions that will prompt the leadership team to think about preparation activities that can be undertaken to make the church and community more resilient to disaster. Phases II-VII will provide the leadership team with step-by-step actions that can be taken to protect the church facility and give parishioners the tools they need to get a Family Preparedness Kit and make a Family Emergency Plan.

Take Action
Step 7.1: Identify and document the types of emergency plans that currently exist at the church; including plans that ensure pastoral, administrative, and volunteer leadership staff are prepared for different disasters. Use Form A7.1 on the following page or in the Phase I Resource Index at the back of this document to complete this step.

Step 7.2: Recent disaster events around the world continue to demonstrate how little many church leaders and congregations know about their susceptibility to disasters. Although agencies such as Local Offices of Emergency Management work to educate the community, information about disasters reach only a small portion of local churches. Identify how your church envisions, equips, and engages parishioners to prepare themselves, their families, and homes for disaster. Use Form A7.2 to complete this exercise.

Form A7.1
Existing Church Emergency Plans
Identify and document the types of emergency plans that currently exist at the church; including plans that ensure pastoral, administrative, and volunteer leadership staff are prepared for different disasters.
1. Does the church already have an emergency or disaster plan?  Yes / No
2. How does the church protect vital records?

3. Is there a master list of church activities made on a daily, weekly, or monthly basis?  Yes / No
4. Does the church have evacuation procedures?  Yes / No
5. Does the church have disaster drill procedures?  Yes / No
If yes, how often does the church participate in disaster drills?

6. Are there plans in place to prepare church leadership for a disaster?  Yes / No
Form A7.2
Existing Family Preparedness Plans
Identify how your church envisions, equips, and engages parishioners to prepare themselves, their families, and homes for disaster.

1. Does the church already have a family preparedness strategy to help parishioners prepare for emergencies?  Yes / No
2. Would this leadership team consider offering disaster preparedness classes for parishioners in partnership with agencies such as local Emergency Management, The Salvation Army, American Heart Association, American Red Cross, and others?  Yes / No
3. What are some of the trainings available to churches and community residents through local agencies such as those listed above (e.g., Community Emergency Response Team, First Aid, CPR/AED, etc.)?
4. What are some ways the church can distribute relevant education materials and/or offer family preparedness resources to parishioners? (NOTE: Convoy of Hope offers HOPE Begins Here Family Preparedness Kit, a 5-week strategy to family preparedness, and a HOPE Begins Here Family Emergency Plan churches can use to help parishioners prepare.)
During A Disaster
This section provides some basic evacuation information and will assist the Disaster Preparedness & Response Leadership Team in making decisions now about who is responsible for responding to disasters and where and how disaster notification may be obtained.
Basic Concepts of Operation

The Disaster Preparedness & Response Leadership Team will need to determine who is going to be the point person during all disasters. This person could be the Disaster Preparedness & Response Coordinator or a senior pastoral staff member. This individual should be an independent decision maker with the authority to make quick decisions in the event of a disaster.

Once this point person is identified, it is time to begin to assign overall roles and responsibilities to leadership team members and church staff. For example, the building manager could be assigned supervision of all facility preparation before a disaster strikes. This does not mean that he/she will perform all necessary tasks; instead, this person will serve as the lead contact for those types of activities in an emergency. Additionally, staff should be assigned to various responsibilities including operating phones to inform volunteer church leaders, parents, and others about emergency situations, evacuation of the building; as well as, protection of records, backing up data, relocation of computer hardware, and more. In subsequent Phases, leadership team members will be guided through developing a call down procedure and emergency list of their own.

In the event a key staff member is unavailable to report for duty in an emergency, the Senior Pastor or Administrative Pastor will be responsible for re-assigning any and all roles and responsibilities of that key staff member to other staff. Specific roles for all staff members during times of emergencies or disasters are detailed in the appropriate Hazard Sections in the form of check lists and task assignment sheets.

Receiving and Giving Proper Notification of a Disaster

It is important to prepare to provide warning for any type of emergency and disaster that could affect the church. Church staff and the Disaster Preparedness & Response Coordinator should be equipped with the following emergency and disaster communication equipment to ensure necessary warnings are received:

· A National Oceanographic and Atmospheric Administration (NOAA) radio located in the church office and the home and/or office of the Disaster Preparedness & Response Coordinator.

· A landline telephone service backed by a cell phone.  

The Basics of Evacuating

Most disaster plans provide information about how to prepare for the disaster but fall short of providing basic information about evacuation procedures. Below are some recommendations to help you develop an evacuation plan for your church. If the church already has evacuation procedures, dust them off and examine them now.

In a circumstance where actual evacuation is needed:

· Inform everyone in the church of the need to evacuate the building and/or campus.

· Examine your emergency supply list, make sure all supplies needed are packed in boxes and ready to transport.
· Make sure transportation is available to successfully evacuate everyone.

· Make sure all vehicles being used for transportation have money for tolls and maps to the evacuation destination (if applicable) and drivers have cell phones.

· Determine the order of evacuation. Try to keep people on each floor or area of a building together to make determining a headcount easier.

· Determine if some of the staff or parishioners have relatives that could come and pick them up. This will help those being taken to a shelter feel more comfortable than they would as strangers in a public shelter.

· If you are evacuating a residential facility such as a shelter, be sure to tell each resident to take the following:

· Two to three changes of clothing

· One pillow

· Two blankets

· All toiletry articles needed

· Glasses, hearing aids, medicines, etc.

· Be sure the alternative receiving facility has been notified.
· Be sure to notify local authorities of imminent evacuation.

Take Action
Step 7.3: List the names of individuals who will be in charge during an emergency. Use Form A7.3 on the following page or in the Phase I Resource Index at the back of this document to complete this step.

Form A7.3
Person Leading During Emergencies
1. Identify and list the name of the individual who will be in charge during an emergency.
Name: 

Position: 

Office Phone: 

Cell Phone / Pager: 

Home Phone: 

Email Address: 

2. Identify and list the name of an alternate individual who will be in charge during an emergency.
Name: 

Position: 

Office Phone: 

Cell Phone / Pager: 

Home Phone: 

Email Address: 

3. Identify and list the person responsible for the following categories:
Facility Preparation: 

Notification of Staff: 

Preparation of Staff: 

Protection of Church Records: 

Back-up / Protection of Computer Equipment: 

Other: 

After A Disaster
This section focuses on basic information about helping the church recover after a disaster. There is information in later phases about recovery specific to each type of disaster and how to help the community in times of need.
Re-Entry Into The Facility

The Senior Pastor or Administrative Pastor should be the individual responsible for authorizing re-entry into the church facility. Re-entry should occur only after local authorities have assured the Senior Pastor or Administrative Pastor, the church’s insurance carrier, and/or local contractors that the facility is safe to enter.

Designated staff members and/or volunteers should form a damage assessment team to: (a) survey the facility after a disaster, (b) report findings to the Senior Pastor or Administrative Pastor, and (c) ensure that timely and accurate data is received. The team should compile damage and needs assessments, as well as, injury reports as soon as possible.
Relocation

In the event the property is damaged to the extent that a portion or all is uninhabitable, plans will have to be developed to address the relocation of church services and staff to alternate facilities, until repairs are made or the facility is rebuilt. If you have agreed to partner with another church, include arrangements with this church for the use of facilities during a disaster. You may have to work on merging social services, scaling down services, or suspending services until your facility is repaired.

Take Action
Step 7.4: Identify the members of your damage assessment team now. Use Form A7.4 on the following page to complete this step.

Step 7.5: Develop your plans to address the relocation of church services and staff to alternate facilities.


Training and Exercises

Disaster preparedness and planning is not a one-time event or exercise. It is a process that must constantly be reviewed and updated. Churches are encouraged to begin training their staff immediately during “New Employee Orientation” and continue to offer training to staff throughout their tenure with the church.

Take Action
Step 7.6: Staff members should do the following:

· Become thoroughly familiar with the church’s COMOP.

· Attend disaster preparedness training as requested by the Senior Pastor or Administrative Pastor. 
· New church staff should receive training beginning with orientation regarding their disaster related roles. In addition, they should be required to become familiar with the church’s COMOP, as well as, their specific job function during times of disaster. 

Step 7.7: Exercise the COMOP annually as both a tabletop exercise and a full-scale exercise.

· Tabletop Exercise – key staff should review the plan and verify information with church vendors and emergency contacts to insure all information is correct and current. Ideally, this exercise should be scheduled during the 1st Quarter of each year.

· Full Scale Exercise – churches are encouraged to schedule a minimum of one full-scale exercise specific to one disaster annually. Upon completion of the drills, document any deficiencies and submit them to the Senior Pastor or Administrative Pastor.
Phase I Resource Index

The following forms are presented in this resource index:

Form A4.1 - Existing Church Disaster Preparedness & Response Activities

Form A4.2 - Disaster Preparedness & Response Leadership Team – Prospective Members

Form A4.3 - Disaster Preparedness & Response Leadership Team – Directory

Form A4.4 - Disaster Preparedness & Response Leadership Team – Membership and Renewal Cycle

Form A4.5 - Disaster Preparedness & Response Leadership Team – Roles and Definitions

Form A5.1 - Plan to Document and Disseminate Information

Form A5.2 - Type of Information and Records to Keep

Form A5.3 - Disaster Preparedness & Response Leadership Team – Introduction and Announcement

Form A7.1 - Existing Church Emergency Plans

Form A7.2 - Existing Family Preparedness Plans

Form A7.3 - Person Leading During Emergencies

Form A4.1 – Existing Church Disaster Preparedness & Response Activities
List any disaster preparedness and response activities occurring now in your church that could be incorporated into the COMOP:

Activity
Person / Ministry Responsible
Form A4.2 – Disaster Preparedness & Response Leadership Team – Prospective 
Members
Identify and list “prospective” members of the COMOP Leadership Team (e.g., representation from ministries such as nursery, children, youth, music, ushers, accounting, payroll, information technology, facilities, and security):
Name
Church Role / Phone / Email Address
List other “prospective” members of the congregation whose participation on the COMOP Leadership Team would enhance planning and preparedness efforts:
Name
Church Role / Phone / Email Address
Form A4.3 – Disaster Preparedness & Response Leadership Team – Directory
Name

Church Role or CLT Function

Mailing Address

City

State

Zip

Home Phone

Cell Phone

Email 1

Email 2

Name

Church Role or CLT Function

Mailing Address

City

State

Zip

Home Phone

Cell Phone

Email 1

Email 2

Name

Church Role or CLT Function

Mailing Address

City

State

Zip

Home Phone

Cell Phone

Email 1

Email 2
Name

Church Role or CLT Function

Mailing Address

City

State

Zip

Home Phone

Cell Phone

Email 1

Email 2

Name

Church Role or CLT Function
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Form A4.4 – Disaster Preparedness & Response Leadership Team – Membership and Renewal Cycle
Document length of membership for COMOP Leadership Team members and chosen renewal cycle:

Length of Membership (e.g., one or two years)
Renewal Cycle (e.g., every six, twelve or twenty-four months team membership will be renewed)
Form A4.5 – Disaster Preparedness & Response Leadership Team – Roles and 
Definitions
Identify leadership roles for your Disaster Preparedness & Response Leadership Team:
Team Member Name
Leadership Role / Brief Definition
Form A5.1 – Plan to Document and Disseminate Information
In what ways, and how often, will the Disaster Preparedness & Response Leadership Team document and disseminate information to senior church leadership and parishioners?
Form A5.2 – Type of Information and Records to Keep
What types of information and records should be kept?
Form A5.3 – Disaster Preparedness & Response Leadership Team – Introduction and Announcement
How will the Disaster Preparedness & Response Leadership Team be announced and introduced to the congregation (e.g., commissioning service, weekly bulletin or bulletin board announcement, etc.)?
Form A7.1 – Existing Church Emergency Plans
Identify and document the types of emergency plans that currently exist at the church; including plans that ensure pastoral, administrative, and volunteer leadership staff are prepared for different disasters.
1. Does the church already have an emergency or disaster plan?  Yes / No
2. How does the church protect vital records?

3. Is there a master list of church activities made on a daily, weekly, or monthly basis?  Yes / No
4. Does the church have evacuation procedures?  Yes / No
5. Does the church have disaster drill procedures?  Yes / No
If yes, how often does the church participate in disaster drills?

6. Are there plans in place to prepare church leadership for a disaster?  Yes / No
Form A7.2 – Existing Family Preparedness Plans
Identify how your church envisions, equips, and engages parishioners to prepare themselves, their families, and homes for disaster.

1. Does the church already have a family preparedness strategy to help parishioners prepare for emergencies?  Yes / No
2. Would this leadership team consider offering disaster preparedness classes for parishioners in partnership with agencies such as local Emergency Management, The Salvation Army, American Heart Association, American Red Cross, and others?  Yes / No
3. What are some of the trainings available to churches and community residents through local agencies such as those listed above (e.g., Community Emergency Response Team, First Aid, CPR/AED, etc.)?
4. What are some ways the church can distribute relevant education materials and/or offer family preparedness resources to parishioners? (NOTE: Convoy of Hope offers HOPE Begins Here Family Preparedness Kit, a 5-week strategy to family preparedness, and a HOPE Begins Here Family Emergency Plan churches can use to help parishioners prepare.)
Form A7.3 – Person Leading During Emergencies
1. Identify and list the name of the individual who will be in charge during an emergency.
Name: 

Position: 

Office Phone: 

Cell Phone / Pager: 

Home Phone: 

Email Address: 

2. Identify and list the name of an alternate individual who will be in charge during an emergency.
Name: 

Position: 

Office Phone: 

Cell Phone / Pager: 

Home Phone: 

Email Address: 

3. Identify and list the person responsible for the following categories:
Facility Preparation: 

Notification of Staff: 

Preparation of Staff: 

Protection of Church Records: 

Back-up / Protection of Computer Equipment: 

Other: 
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