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Phase V: Build the Plan

Develop the Continuity of Ministry & Operations Plan by incorporating actions required to respond, recover and resume church operation processes and ministries. Segment the plan into manageable areas of responsibility. Create annexes or appendices, when possible, to simplify testing and updating.

Step 1: Articulate basic steps for protecting church property.

Protecting Church Property

This section focuses on how to minimize damage to church property by keeping up with routine maintenance, as well as, maintenance during natural storms. Additionally, this section includes a list of basic emergency supplies the church should keep on hand in case of a disaster. 

Routine Maintenance

Routine preventative maintenance can help minimize greater damage to a church facility during a disaster. Often, insurance claims can be denied if routine maintenance issues are allowed to go unresolved; which creates a “pre-existing condition.” It is imperative the church property (i.e. buildings and grounds) have routine maintenance checks and resolve problems as soon as they appear. For example, if not repaired a leaky pipe may cause major mold damage in the future. Similarly, an unchecked fire extinguisher could malfunction when needed allowing a fire to spread causing greater damage, potential injury, and risk to life.
Beyond Routine Maintenance

Thunderstorms bringing high winds, hail, lightning, and heavy rain are a common occurrence in many parts of the United States and can cause significant damage. If severe thunderstorms are forecasted, use Checklist #.# in this section to reduce the risk of unnecessary damage. Remember, hours of preparation can save days of cleanup and restoration.

Utility Shutoff
Depending on the type of disaster, individuals responsible for preparing the church facility will need to know what utility lines should be turned off to prevent damage. Use the following table to help determine when to shutoff utilities. NOTE: It is generally not necessary to shutoff connections during storm conditions. For hurricanes or tornadoes, it more likely electrical power will fail over a wide area. Water and gas lines are generally buried and, consequently, not as vulnerable unless a building is damaged.
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Conditions Requiring Utility Shutoff

Severe flooding

Severe freezing
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Equipment failure
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Severe flooding

Shorting connections
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Severe flooding

Smell of gas
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ELECTRICAL

RED

GAS
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Storing and Protecting Church Records
Inactive records should be stored in filing cabinets or boxes on shelves. Do not loosely pile or pile loose documents on a shelf as this increases the risk of fire or other potential loss. Records should be stored in clean, well-lit and ventilated areas that are free from pests. The storage area should contain fire extinguishers and, if possible, have a fire suppression system. Smoking, eating, and drinking should not be prohibited in the storage area. Access to storage areas containing church records should be tightly controlled.

Important records, books, and marriage licenses/packets should be stored in a fireproof safe or cabinet. Only the senior pastor and/or designated board member should have access to the records. No other person, including other staff or church members, should have access—even to view his/her own record.
Record Retention and Destruction Policy

All church records have a prescribed retention period. At the end of the required retention period, non-permanent records should be shredded to ensure confidentiality. The senior pastor or other designated staff member should authorize destruction of records. The church should maintain a log of all records destroyed noting the type of records, dates of records, and date of destruction (for example, “cancelled checks, FY 1992-1993, destroyed 10.15.09”). Records should not be laminated. Lamination is irreversible and can be very destructive to documents.

Protecting Computer Hardware and Software

Electronic information is a vital part of many churches. There are various steps churches should take to protect this information in the event of a disaster. In this section, some of the major steps that should be taken are identified.
Take Action
Step 1.1: As part of the Continuity of Ministry & Operations Plan (COMOP), add routine maintenance as a mandatory requirement in your church. Assign a Disaster Preparedness & Response Leadership Team member, building committee member, and/or pastoral staff member the task of completing maintenance checks on an annual, or more frequent, basis. Use Checklist E1.1 in this section to complete this task.
Step 1.2: Establish a beyond routine maintenance plan for your church. If severe thunderstorms, hurricanes, or other major disasters are forecasted, use Checklist E1.2 in this section to reduce the risk of unnecessary damage.

Step 1.3: Create a Church Record Storage and Protection Policy. Use Form E1.3 in this section or in the Phase V Resource Index at the back of this document to complete this step.

Step 1.4: Create a Record Retention and Destruction Policy. Use Form E1.4 in this section to complete this step. Refer to Table E1.4a in this section or in the Phase V Resource Index at the back of this document for a Church Record Retention Schedule. NOTE: Consult your tax attorney and/or lawyer to verify how long church records must be retained in your state. Download Table E1.4a at www.hopebeginshere.org under “Church Preparedness” and “Templates & Resources.”
Step 1.5: Protect your computer hardware and software by completing the following steps:
Inventory and Document All Systems.
· Create and maintain an IT Asset Inventory for insurance; to protect against loss. Update this inventory every time IT assets are purchased or retired. Review the inventory annually to ensure accuracy. Use Form E1.5 in this section or in the Phase V Resource Index in the back of this document to complete this step. Download Form E1.5 at www.hopebeginshere.org under “Church Preparedness” and “Templates & Resources.”
· Create and maintain a Computer Functions and Manual Operations Plan. Identify functions performed by your computer systems and develop processes and procedures to accomplish those tasks manually (e.g., using manual accounting methods and record keeping). Use Form E1.5a in this section to document these processes and procedures. 
· Make a Network Configuration Diagram (see example below) to document how your network is connected. Include all routers, hubs, switches, servers, workstations, and printers.
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· Create and maintain an itemized Hardware Configuration List for your computer hardware. Include all hardware equipment. Keep a file on each piece of equipment that includes any special settings or software drivers required. Update this inventory every time hardware is purchased or retired. Review the list annually to ensure accuracy. Use Form E1.5b in this section to complete this task. Download Form E1.5b at www.hopebeginshere.org under “Church Preparedness” and “Templates & Resources.”
· Create and maintain a Software Applications List to document your applications. Include all software programs you use along with their associated licenses, if applicable. Make a copy of this software and store these copies at an off-site location. Be sure to treat your software licenses as you would any titles or deeds. Update this inventory every time software is purchased or retired. Review the list annually to ensure accuracy. Use Form E1.5c in this section to complete this action. Download Form E1.5c at www.hopebeginshere.org under “Church Preparedness” and “Templates & Resources.”
· Identify all computer hardware and software critical to recovery of the administrative functions of the church (i.e. publishing church bulletin, maintaining giving records, accounting software, etc.). After identifying hardware and software critical to recovery from disasters, add these assets to Form C1.1 (Ministries, Processes, and Assets Critical to Church Survival) completed in Phase III, Step 1.
· Using the information gathered above, develop a Hardware and Software Recovery Priority List to prioritize the order in which hardware and software elements will be recovered. Update the priority list every time changes are made to hardware or software. Review the recovery priorities annually to ensure accuracy. Use Form E1.5d in this section to complete this task.

Backups and Backup Processing Facilities
· Create a Backup Schedule Chart and perform daily data backups, as well as, separate weekly and monthly backups. Backups should be stored at a secure off-site facility. Use Form E1.5e in this section or in the Phase V Resource Index at the back of this document to track your activities. Download Form E1.5e at www.hopebeginshere.org under “Church Preparedness” and “Templates & Resources.”
· Develop a plan for utilizing other computer systems as a backup for critical processing needs. Consider making vendor agreements with third-party service providers.

Contact List
· Create and maintain a current Vendor Contact List with third-party service providers contracted to provide essential supplies, equipment, and service. Keep a copy stored offsite. Use Form E1.5f in this section to document vendor information. Download Form E1.5f at www.hopebeginshere.org under “Church Preparedness” and “Templates & Resources.”
· Identify and line up alternate vendors for essential supplies, equipment, and service.

Security
· Physically secure your computer assets in areas that can be locked and restrict network and PC access with the use of passwords. Additionally, it is very important to obtain up-to-date virus software patterns from your anti-virus software vendor.
· If your church provides wireless Internet access anywhere on the church campus, it is advisable to install filtering software to block offensive content and web sites.

Environment

· Consider where your church business equipment is located (i.e. near a hot water tank or pipes that could burst, on the floor where flooding could cause damage or objects could fall on top of equipment, etc.). Relocate equipment as needed to reduce risk of damage.
· Use UL listed surge protectors and battery backup systems for all computers.

Other

· When there is a change in hardware, software, or a process that might impact church business processes, make sure this section of the Continuity of Ministry & Operations Plan (COMOP) is reviewed and updated immediately.

· If vital records are not computerized, ensure that either copies or originals, as appropriate, are kept offsite in a safe deposit box.
Checklist E1.1
Routine Maintenance
Routine preventative maintenance can help minimize greater damage to a church facility during a disaster. Often, insurance claims can be denied if routine maintenance issues are allowed to go unresolved; which creates a “pre-existing condition.” It is imperative the church property (i.e. buildings and grounds) have routine maintenance checks and resolve problems as soon as they appear.
· Check roofs and foundations annually. If roof is leaking, or foundation has problems, schedule for repair.

· Monitor use of candles and open flames. Assign someone to be in charge of knowing when these will be used.

· Test smoke detectors annually. If the alarms are battery operated, replace batteries annually.

· Inspect HVAC equipment annually. If HVAC needs maintenance, schedule for repair.

· Have an electrician inspect the wiring, power connection, and circuit boxes annually.

· Inspect water heaters annually.

· Provide backups and surge protection for all power sources.

· Clean out gutters and drains annually.

· Maintain grounds and fences.

· Trim all trees away from church rooflines annually.

· Check the security of canopies and covered walks on a regular basis.

· Check Emergency Supplies. Exchange food and water supplies every 6 months.

· Insure vehicles have updated preventative maintenance.

· Insure jumper cables are on hand[image: image29.png]


.

Checklist E1.2
Beyond Routine Maintenance
If severe weather is forecasted (i.e. thunderstorms, hurricanes, etc.), use the following checklist as a guide to reduce risk of unnecessary damage.
· Close blinds and curtains to minimize damage from broken windows.

· If possible, position computers and other electronic equipment away from windows.

· File and secure all papers, books, and archival materials.

· Cover computers and furniture with heavy plastic to prevent wind and rain damage from broken windows.  Elevate computer towers off floor if computers are located on ground floor.

· If high winds are anticipated, board vulnerable windows.

· If high winds are anticipated, remove outside furniture and store inside.

· If high winds are anticipated, remove rooftop satellite dishes.

· Check the integrity of storage sheds; close and lock the doors.

· Check the security of all doors.

· Check attic spaces and windows for leaking after every storm.

Form E1.3
Church Record Storage and Protection Policy
Create a Church Record Storage and Protection Policy by answering the following questions:

1. How will inactive records be stored?

2. Where will inactive records be stored?

3. Does the storage location contain a fire extinguisher and/or fire suppression system?  Yes / No
If no, make arrangements to have one or both installed.
4. What will the policy be concerning smoking, eating, and drinking in the storage area?

5. How will you control access to the storage area?

6. Who will have access to the storage area?

7. How will you store important records, books, and marriage licenses/packets?

8. Who will have access to view important records, books, and marriage licenses/packets?

9. Other points the leadership team wishes to include in the Church Record Storage and Protection policy?

Form E1.4
Record Retention and Destruction Policy
Create a Record Retention and Destruction Policy using Table #.4.1. NOTE: Consult your tax attorney and/or lawyer to verify how long church records must be retained in your state. Enter each record type below and indicate how long it needs to be retained, as well as, how it will be destroyed (if applicable).
Record Type
How Long to Retain
How to Destroy (if applicable)

Table E1.4a
Church Record Retention Schedule

[image: image2.emf]Type of Record Length of Retention

Audit Reports Permanent

Bank Statements, Cancelled Checks Current Fiscal Year and 5 Previous Fiscal Years*

Collection Envelopes Current Calendar Year and 2 Previous Calendar Years*

Church Bulletins Permanent

Church Census Permanent

Construction Records (contracts, correspondence, 

specifications, drawings, etc.)

Permanent

Contribution Records Current Calendar Year and 5 Previous Calendar Years*

Correspondence Files (letters and memos) Permanent

Deeds, Blueprints Permanent

General Ledger Permanent

Marriage Licenses /  Packets 80 Years from the Date of Marriage*

Meeting Minutes (i.e. board, annual meeting, etc.) Permanent

Paid Bills and Receipts Current Fiscal Year and 5 Previous Years[1]*

Personnel Files 10 Years after Termination of Employee*

Receptionist Logs / Visitor Sign-in Sheets Current Calendar Year and 3 Previous Calendar Years*

Registers (marriage, burials) Permanent

State and Federal Tax-Related Documents Current Calendar Year and 5 Previous Calendar Years*

Tax Exemption Records (certificates and 

correspondence)

Permanent

Telephone Message Books / Pads Current Calendar Year*

Timecards / Sheets Current Calendar Year and 3 Previous Calendar Years*

*Verify length of retention periods with your church lawyer and/or tax attorney

[1] Bill and Receipts for Capital expenditures should be kept for the life of the equipment.


This table can be downloaded at www.hopebeginshere.org under “Church Preparedness” and “Templates & Resources.”

Form E1.5
IT Asset Inventory
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This form can be downloaded at www.hopebeginshere.org under “Church Preparedness” and “Templates & Resources.”

Form E1.5a
Computer Functions and Manual Operations
Create and maintain a Computer Functions and Manual Operations Plan. Identify functions performed by your computer systems and develop processes and procedures to accomplish those tasks manually (e.g., using manual accounting methods and record keeping).

Critical Computer Function
Manual Option (define associated processes and procedures)

Form E1.5b
Hardware Configuration List
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This form can be downloaded at www.hopebeginshere.org under “Church Preparedness” and “Templates & Resources.”
Form E1.5c
Software Applications List

[image: image5.emf]Software Description License Number Offsite Storage Location

Critical for 
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This form can be downloaded at www.hopebeginshere.org under “Church Preparedness” and “Templates & Resources.”

Form E1.5d
Hardware and Software Recovery Priority List
Prioritize the recovery order of all critical hardware and software.
Recovery Order

Computer Hardware or Software
Form E1.5e
Backup Schedule Chart
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This form can be downloaded at www.hopebeginshere.org under “Church Preparedness” and “Templates & Resources.”
Form E1.5f
Vendor Contact List

[image: image7.emf]Business Contact Phone Ext. Fax Email Street Address City State Zip


NOTE: Include alternate vendors for essential supplies, equipment, and service you need.
This form can be downloaded at www.hopebeginshere.org under “Church Preparedness” and “Templates & Resources.”
Step 2: Prepare a church facility emergency supply kit.

Church Facility – Emergency Supplies Kit
It is important for a church to have adequate disaster supplies on-hand before the threat of a disaster occurs. Even though a church facility may function as a shelter, an unexpected storm or a hazardous material incident could strand staff, parishioners, and visitors at the church for an extended period of time. 

Take Action
Step 2.1: Prepare an emergency supply kit to keep on-hand in your church. Periodically rotate product with new supplies. Use Checklist E2.1 on the next page or in the Phase # Resource Index at the back of this document to complete this step.
Checklist E2.1
Church Facility – Emergency Supplies Kit
Prepare an emergency supply kit to keep on-hand in your church. Periodically rotate product with new supplies.

· Food: Ensure enough food is onsite to feed each staff member, student, and church visitor in the event a disaster strands occupants in the church. Canned foods are the easiest to stock due to their extended shelf life and easy storage. Rotate canned goods annually. All other food supplies should be rotated every 6 months. Food rotated out of the emergency supplies can be donated to parishioners in need or to a food shelter. For more information on the types of food to include in your emergency supplies, reference Convoy of Hope’s HOPE Begins Here Family Preparedness Kit Checklist at www.hopebeginshere.org. 

Be sure to include a manual can opener, cooking and eating utensils, and basic seasons (salt, pepper, sugar, etc.) in your supplies.
· Water: Plan to store enough water to supply each staff member, student, or visitor for 3 days. The standard recommendation is one gallon per person per day; this will provide adequate supplies for drinking, cooking, and personal hygiene. Date the water containers and replace them every 6 months.

If there is not an adequate water supply, water may be purified by boiling
 for 5 – 10 minutes or by adding drops of unscented household bleach containing 5.25% hypochlorite. The Federal Emergency Management Agency recommends 16 drops of bleach per one gallon of water. Purification tablets or a filter system designed for backpackers also works well.

Step 3: Plan for hurricanes and tropical storms (if applicable).

Hurricanes and Tropical Storms are common occurrences in many coastal states. Each year the eastern and gulf coast region braces itself as storms develop in the Atlantic Ocean and Gulf of Mexico. For some states, the largest tropical event to affect their population is not a hurricane but a tropical storm. For example, on June 5, 2001 Tropical Storm Allison barreled into the Gulf of Mexico. After initially dumping heavy rain on Houston, Texas and the surrounding suburbs, the storm drifted away north and began to weaken. The storm suddenly reversed course, strengthened, and returned to Houston a second time. In its wake, Allison left behind the costliest urban flood in the nation’s history. In one county alone – Harris County – there was an estimated $5 billion in damage resulting in 22 deaths and the flooding of 73,000 homes and 95,000 vehicles.
Key Definitions

Tropical Depression: a storm consisting of an organized cluster of thunderclouds over tropical seas with a center of low pressure detectable at the storm’s surface. Highest wind speed is 38 mph.

Tropical Storm: a tropical depression that has developed wind speeds of 39 to 73 mph. When a storm reaches Tropical Storm strength, it is assigned a name. Severe flooding may occur with a tropical storm.

Hurricane: a tropical storm that has developed wind speeds of 74 mph or more. Hurricanes are rated on a scale called the Saffir-Simpson scale. Ratings are based on wind speeds and expected height of storm surge.

Storm Surge: is a rise in tide caused by a hurricane as it moves over or near the coastline. The rise in tides along with the devastating waves can cause catastrophic damage to entire buildings. Millions of fish are killed by the crash of the storm surge against the coastline and many people drown in the strong current produced by the surge.

Hurricane Watch: is issued when hurricane conditions pose a potential threat to an area within 36 hours.  Landfall is possible.

Hurricane Warning: is issued when a hurricane is expected to strike within 24 hours. Landfall is imminent.

Hurricane Belt: is described as the area along the Atlantic Coast from Virginia to Key West Florida and along the Gulf of Mexico from Key West to Texas.

Hurricane Season: is the time of year from June 1 to November 30 when ocean temperatures are favorable to the formation of hurricanes. It is possible hurricanes can form earlier or later than these dates.
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Hurricane and Tropical Storm Disaster Facts & Tips

1. Hurricanes spiral counterclockwise around a relatively calm center known as the eye of the storm. Hurricane-force winds and torrential rains border this calm. Additional winds, rains, and more will follow the calming down of the storm (eye of the storm). Community residents should always remain indoors until authorities advise that the storm has passed.

2. Hurricane winds do much damage but huge waves can raise local tides 15 feet or more. Waves often come rapidly and produce flooding and flash floods. Drowning is the leading cause of hurricane deaths.

3. Vertical evacuation (moving to second or third floor) is not safe. Storm surges can wipe out the foundation and/or the first floor of a church or home, destroying the upper floors in the process.

4. Board-up windows instead of taping them. Broken windows can allow hurricane winds to enter a church building and blow the roof off. Boarding up windows where strong winds are expected is a safer method to protect the roof, interior, and overall structure of the property; and prevent flying glass.

5. Local authorities may advise local residents to shut off utilities to their homes and other properties. Residents (and church leaders) should locate shut-off valves in advance and know how to operate them safely. Write down step-by-step instructions and make sure more than one person knows where the shut-off valves are in your church and how to use them.

6. When storm conditions arrive, secure all outside items such as lawn furniture, children’s toys, and more so they do not become airborne.

7. Important church records should be placed in a waterproof container and stored in a safe place.

8. If sheltering at church, stay in the designated shelter room away from windows and vaulted ceilings.

9. Take pictures of your church and property before a storm hits. If your property is damaged, take more photos after the storm. Develop two sets and give one to your insurance company; keep the other in a safe location. Do not begin cleanup until an insurance agent has inspected the damage.
10. When flooding accompanies a hurricane, snakes, rodents and ants can become a hazard. Stray dogs and cats can cause problems also. Pets can become hostile once they have endured the effects of a serious storm.

Disruption of garbage and trash pickup can pose a problem. Food that cannot be used or saved after a storm should be buried rather than left outside to attract animals.

11. To avoid accidents in the church after a storm, clean up a room where small children can stay safely.

12. Looting can also be a problem after a storm. Work with your church neighbors and parishioners and consider taking turns standing watch if looting becomes a problem.

13. Check with local civil defense or emergency management authorities before using any water after a flood. Water sources may have been contaminated.
Planning For Hurricanes

This section provides guidelines for the Disaster Preparedness & Response Leadership Team and church staff to enable them to carry out pre-determined roles and responsibilities for preparing for a hurricane landfall. This section outlines the step-by-step approach staff can take to simplify disaster preparedness. This plan takes into consideration people may be using the church as a shelter or that staff have to be onsite during a disaster.
For the purposes of this exercise, the step-by-step approach is referred to as “Levels of Activation.” The Levels of Activation refer to, or correspond with, the various stages of weather alerts issued as a tropical storm or hurricane approaches. In conjunction with the Levels of Activation, this section also provides timelines for disaster decision-making.
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Make sure the Disaster Preparedness & Response Leadership Team has determined if the church is located in a pre-designated Hurricane Evacuation Zone for storm surge. 
1. Will the church normally be required to evacuate in the event of a projected impact?  Yes / No
2. Is the church in a pre-designated hurricane evacuation zone?  Yes / No
3. Would parishioners be required to evacuate in the event of a projected impact?  Yes / No
Obtaining Official Storm Notification

When a hurricane threat is imminent, notification of tropical storms and/or hurricanes can be received through the news media and the National Oceanic and Atmospheric Administration (NOAA) Radio. Media usually get their reports through NOAA. However, it would be best to confirm the threat by going to the National Weather Service Forecast Office for your area.
Take Action
Step 3.1: Use the Level of Activation Checklists (Levels I to V) on the following pages or in the Phase V Resource Index at the back of this document to guide your activation procedures for hurricanes and tropical storms.
Level of Activation Checklist – Level I
Consists of non-threat period in which normal disaster planning takes place. Be sure to keep informed of developing tropical systems.

· Review the Routine Maintenance Checklist.
· Conduct meeting to review Hurricane Plan with key staff members. Schedule drill of plan prior to Hurricane Season.

· Make sure that videotape or photographs of interior/exterior of facility are up to date in order to verify insurance claims and store in safe location.
· Verify all emergency service contact phone numbers are up-to-date.
· Review all vendor/supplier agreements and make sure they are still current (e.g., water).

· Review all agreements for sheltering and transportation (if applicable).

· Review Church Facility – Emergency Supply Kit to ensure all necessary supplies are on hand.

· Review staff rosters, call-down procedure and phone trees to ensure accuracy.

· Make sure the church office is equipped with a Weather Band AM radio for weather reports.
Level of Activation Checklist – Level II
A Tropical Storm/Hurricane Watch has been issued for the area. Normally a strike is predicted within 36 to 48 hours.
· Initiate call-down procedures to inform staff and volunteers that an evacuation is possible.

· If the church functions as a Red Cross Emergency Shelter, please review agreements in preparation of opening the shelter.

· Track and monitor location of the storm. Contact your local National Weather Service office for storm coordinates.

· Conduct briefing of staff and volunteers to review hurricane procedures and provide update on the storm.  

· Advise staff to implement personal and family preparedness plans.
· Test the cellular communications system.

· Make sure that emergency supplies are up to date. Procure additional supplies if necessary.

· Collect and set up all battery chargers for cell phones.

· Insure all staff members top off fuel tanks and check fluid levels in their vehicles.

· Obtain boxes/cartons to pack food and supplies should evacuation be necessary.

· Review Staff List/ Assign 24 hour staffing if necessary.

· Establish a storage area for food and water brought in by staff and volunteers.

· Ensure that all office/service locations have prepared a pre-recorded message on answering machines and voicemail that can be activated if offices close in the future.

· If congregation has a Day Care or Pre-K program, inform parents and caregivers that they will be contacted by telephone if a decision is made to close the facility.
· If church has a food pantry or provides client assistance, case managers should work with each client to make sure that they are prepared for the disaster. Encourage them to evacuate to a designated shelter or to stay with family or friends if they live in a vulnerable area. Also provide clients with a Family Preparedness Kit (e.g., Convoy of Hope’s HOPE Begins Here Family Preparedness Kit) and review the emergency supply checklist with them.

· Have volunteers call vulnerable parishioners in the church. Make a list of parishioners who need transportation to a shelter.

· Review Hurricane Level III Checklist.

Level of Activation Checklist – Level III
A Tropical Storm/Hurricane Warning has been issued for the area. A strike is predicted within 24 to 36 hours.
· Set up and move to a central location for disaster planning. This will be the “Emergency Operations Center” for the church.

· Follow Beyond Routine Maintenance Checklist.

· Obtain sufficient travelers checks and cash for 7 days of operations.
· Call the County Emergency Operations Center and seek advice on whether or not your evacuation plan should be activated.
· Track and monitor location of the storm. Contact your local National Weather Service office for storm coordinates.

· Call key staff together to discuss whether or not your evacuation plan should be implemented.

· Decide if church offices are closing.

· If church office is closing during non-working hours, initiate call-down procedure. Call-in those staff who will be needed to help secure the building.

· If decision is made to close church during working hours, send all non-essential staff home.
· Notify callers of plans to close office.

· Review evacuation procedures.

· Contact your County Emergency Operations Center every 4 hours to receive updates. Brief staff on updates.

· Review emergency and disaster supplies, making sure they are all accessible.

· Make sure bleach is readily accessible.

· Make sure ice chests are accessible.

· Install plywood over doors and windows.

· Disconnect all electrical appliances and equipment.
· Establish damage assessment teams from staff willing to volunteer.

· Secure, brace, or remove antennas and loose objects.

· Bring in all signs, lawn furniture, or other loose objects that are normally left outside.

· Secure all items that cannot be brought inside.

· Fill all available storage containers with water.

· Secure at least six, 3-5 gallon buckets, which can be filled with water and used to flush toilets.

· Borrow or rent a gasoline-powered chain saw.

· Start recruiting drivers who can transport special needs parishioners to shelters.

· Change message on answering machine.

· Review Level IV Checklist.

Level of Activation Checklist – Level IV
Landfall is imminent with impact to the surrounding area within 12 to 24 hours.

· Clean and store all cooking and eating utensils.  

· Limit eating to perishable food; reserving non-perishable foods for later as needed.

· Fill ice chests with ice.
· Fill gallon buckets with water that can later be used for flushing toilets.
· If staff, volunteers, and family are using church as a shelter, make sure all stay indoors until winds have diminished below Tropical Storm Force Level.
· Monitor TV stations for the latest storm updates.

· Drive special needs parishioners to emergency shelters.

· Start using disposable serving and eating containers and utensils.

· Box all dry and canned goods.

· Box all needed cooking utensils, disposable plates, silverware, and cups in case of evacuation.

· Contact your local National Weather Service office or the County Emergency Operations Center to determine when you are to anticipate the first hurricane force winds, top winds expected, the duration of the hurricane force winds, and the expected amount of rainfall.

· Move everyone possible into the interior of the facillity at least 30 minutes prior to the expected arrival of tropical storm force winds.
· Turn off circuit breaker for all electricity except lights in the rooms where people are housed and for refrigeration.

· If power goes off, turn off main breaker.
· Review Level V Checklist.
Level of Activation Checklist – Level V
Recovery Period after storm passes and winds have diminished. If flooding has occurred, please refer to the “After the Flood” Checklist in the Flooding Section.

· Call key staff and discuss preliminary needs and damage assessment. Damage and needs assessment to be complete within first 24 hours.

· If the facility has sustained substantial damage, implement evacution procedures and move to an alternate location (partner congregation?).
· Contact the County Emergency Operations Center and obtain information on road closures and flooding. This will enable the leadership team to inform staff wishing to survey their homes what roads are dangerous.
· Remove plywood from all windows and doors.
· Inspect all rooms for damage and/or water leaks. Call 911 if power lines are down or if you smell gas or smoke.

· Inspect exterior of building for damage.
· Check cable TV and antennae TV to determine if operational.

· Disconnect all electrical equipment if there is power fluctuation.

· Assign family member and/or volunteers to monitor portable radios to determine which stations are operational.

· Take detailed documentation (photos, video) for submission of claims to church’s insurance company.
· Prepare reports outlining needs and damage assessment.
· Prepare list of initial needs, as well as, damage assessment and give to the Senior Pastor, Administrative Pastor, or his/her designee.

· Work with staff to determine if there are any injuries or personnel requiring medical attention.

· Conduct a head count to ensure that all residents, staff, and family members are accounted for.
· Ensure that all records are safe.

· Inspect supplies for damage.
· Remove fallen trees and debris only if work can be done safely. Downed trees and debris can create a potential fire hazard, as well as, serve as a refuge for unwanted rodents and snakes.
· Call church staff if office is to remain closed.
· If church is to remain closed, activate alternative site for services and operations.
· If facility is designated as a disaster relief site, activate plans for operation.
· Begin organizing volunteers to help the community after the disaster.
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Step 4: Plan for floods and flash floods.

Floods are among the most frequent and costly natural disasters in terms of human hardship and economic loss. As much as 90 percent of the damage related to all natural disasers (excluding drought) is caused by floods and associated debris flows.
Flooding occurs in known floodplains with prolonged rainfall over several days, intense rainfall over a short period of time, or an ice or debris jam that causes a river or stream to overflow and flood the surrounding area. Severe thunderstorms can bring heavy rain in the spring and summer or tropical storms can bring intense rainfall to the coastal and inland states in the summer and fall.

Other localized flooding or minor flooding can occur regularly in many regions. Regions can be prone to flooding for the following reasons: 1) the proximity to the warm, moist air of the Gulf of Mexico; 2) flat terrain that slows runoff; 3) spider web of bayous, streams, and rivers (if applicable); and 4) the risk from tropical cyclones in the summer and stalled or slow-moving extratropical systems from fall through Spring.
History Lesson – Tropical Storm Allison
In June 2001, Tropical Storm Allison severely impacted Texas, Louisiana, and southeastern Pennsylvania. In Texas, over 40 inches of rain was dropped with the worst flooding occurring in Houston. Much of the information found in this section came from a booklet provided at the Houston/Galveston National Weather Service 2002 Hurricane Workshop that focused on Tropical Storm Allison, as well as, information from the National Weather Service’s website.
Development of the Storm

Tropical Storm Allison started during the last week of May 2001 as a tropical wave across the Atlantic to South America. It re-emerged in the southwest Caribbean and then into the Eastern Pacific on June 1, 2001 where it slowed down and began to circulate broadly. Forecasters were watching this develop, but were not concerned because all forecasting models stated that tropical storm development was not likely because of weather off to the west that seemed to keep circulation from forming. On June 5 satellites began picking up images of a low-level circulation. Flights were dispatched and by 2:00 PM, Tropical Storm Allison was named. The storm came inland slowly that night, causing widespread street flooding and some flooding into homes in northern Galveston County and eastern Harris County. The remnants of the storm moved north, but continued to cause heavy rain and local flooding in various areas for the next few days. On Friday morning, June 8 it became evident the storm was drifting slowly back to the southwest. By that afternoon, scattered thunderstorms and heavy rain bands began to develop. These bands continued to develop and then merged over northeast Harris County where they remained stationary until early Saturday morning when they produced an average of 4 inches of rain per hour.

A Unique Storm and a Direct Hit

Allison made a direct hit on a highly urbanized area of Houston. Had core rainfall occurred about 15 miles to the east or 30 miles to the west, the number of homes and people impacted would have been significantly less. Allison also dumped an incredible amount of rainfall over a large area causing unprecedented urban flooding. At the height of the rainstorm—between the hours of 1:00 a.m. and 7:00 a.m., over 1 million people were impacted by the heavy rain and, at a minimum, street flooding.
The damage caused by the storm was immense: 59,000 single-family homes, 11,000 apartment units, and 2,500 mobile homes were flooded (normal storms flood 1,000-3,000 homes), and 95,000 cars were flooded. Much of the severe flooding centered in the northeast area of Houston, impacting many low-income residents without flood insurance or the means to recover on their own. More than 119,000 residents applied for FEMA funding to help recover from the storm. Homes far outside the 100-year floodplain were flooded. Thousands of businesses were impacted, as well as, the Texas Medical Center, the entire freeway system inside the city, and the entire underground tunnel system in downtown Houston.
Can this Happen Again?

After Allison, a comment commonly heard throughout the community was, “An event like this is so rare it will likely never happen again.” While statistically the chances of a storm impacting the same area and dumping the same amount of water is very slim, massive rain events similar to what was experienced during Allison are common to South and Southeast Texas. In fact, in the past 25 years, a total of six storms—most of them tropical storms, have dropped an average of approximately 30 inches of rain and caused major flooding in the area. Although most of these storms fell outside of urban areas, urban and suburban areas continue to grow in Texas, putting more homes, buildings, and people at risk for the next big rain event.
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The impact of Tropical Storm Allison was greatest on the state of Texas. However, other coastal states face similar threats. The potential for flooding necessitates preparation by churches to mitigate risk and strengthen the position from which a church can serve the community when disaster strikes. 
Key Definitions

Flash Flood: is defined as a flood that occurs within six hours of a rain event, after a dam or levee failure, or following a sudden release of water held by ice or debris jams. Flash flooding is a common occurrence in many parts of the Southwest. Motorists are routinely stranded on the area’s highway system due to roadways flooding from rain.
Flood Warnings: or forecasts of impending floods will include a description of the potential body of water affected, the severity of the expected flooding, and when and where the flooding may begin.

Flash Flood Watch: is issued when heavy rains that may cause sudden flash flooding in specified areas are occurring or expected to occur. A flash flood often occurs without any visible sign of rainfall in your area.

Flash Flood Warning: means flash flooding is occurring or is imminent along certain streams and designated areas. Move to high ground immediately.

Flood Disaster Facts & Tips

1. Be careful of electrical and gas utilities. Have experts inspect and reconnect utilities after a flood.
2. Check with local civil defense or emergency management authorities before using any water after a flood. Water sources may have been contaminated.  

3. Do not stack sandbags directly against the outside walls of a building. Pressure against the foundation can cause severe damage. Stack sandbags away from building walls to prevent floodwaters from reaching your church.

4. Do not walk or drive through flowing water. Floods claim an average of 263 lives every year. Do not try to cross a stream or other water-filled area unless the area is determined to be safe. Floodwaters only one foot deep can sweep someone off their feet and a depth of 2 feet will float a car. If you come across floodwaters, stop, turn around, and find another way; you do not know the depth of the water, how fast it is moving, or what is beneath the surface.
5. Flash floods can occur within hours or a few minutes of excessive rainfall. They can occur without warning due to failure of a dam or levee, or a sudden release of water held by an ice jam. Flash floods can roll boulders, tear out trees, destroy buildings and bridges, and scour out new channels. Rapidly rising water can reach heights of 30 feet or more. Flash flood-producing rains can also trigger catastrophic mudslides. You will not always have a warning that these deadly, sudden floods are coming. Most flood deaths are due to flash floods.

6. Look before you step. After a flood the ground and floors are often slippery and covered with debris including broken bottles and nails.

7. Officials will forecast floods when the rainfall is heavy enough to cause rivers to overflow their banks.

8. Property damage and/or loss due to flood is not covered by regular church insurance policies. Flood insurance is available through the government’s National Flood Insurance Program (NFIP). Your insurance agent should have further information about how to insure your property against flood damage, or call the NFIP at 1.800.427.4661.

9. Snakes and rodents often swim or are swept through flood water. In some parts of the country, fire ants may be in the water on leaves and branches. Snakes and other small animals may seek shelter in buildings, garages, or vehicles; wherever they are able to hide. Use a stick to poke and turn items over and scare away small animals. Never move brush or trash without wearing work gloves.
10. To avoid structural damage to the foundation of your church if you have a basement, some experts recommend permitting flood waters to flow into the basement or to flood the basement yourself if you are sure it will be flooded anyway. This equalizes the water pressure on the outside of the walls. Basements should be pumped out gradually (about one-third of the water per day) to avoid damage. The walls may collapse and the floor may buckle if the basement is pumped out while the surrounding ground is still waterlogged.

11. Watch for fallen trees and live wires. Electrocution is a leading cause of death in floods. Electrical current can be conducted by water. Report downed power lines to authorities. Never use a power saw around trees entangled with power lines. A spark could cause the gasoline engine of a power saw to explode.

12. Watch out for washed out roads, broken water lines, etc.

13. Carbon monoxide exhaust kills. Use generators, gas powered machines, and camping stoves outdoors. Cook with charcoal outdoors only.

14. Turn off your electricity when you return to the church. Some appliances, such as TV sets, can shock you even after they have been unplugged. Don’t use appliances or motors that have gotten wet unless they have been taken apart, cleaned and dried by a professional.

15. Be alert for gas leaks. Use a flashlight to inspect for damage. Don’t smoke or use candles, lanterns, or open flames unless you are sure that the gas has been turned off and the area aired out.

16. Clean everything that got wet. Floodwaters have picked up sewage and chemicals from roads, farms, factories, and storage buildings. Spoiled food and flooded cosmetics and medicine are health hazards. When in doubt, throw them out.
Planning for Floods
Floods are among the most potentially dangerous disasters of all. The force behind the water can move trees, buildings, and even roads. Typically, flooding will be a relatively slow process with adequate warning. Progressive situation reports will be available for church leaders to access from the National Weather Service or other government agencies.

Obtaining Official Storm Notification

When conditions are favorable for severe thunderstorm or flood warnings, notification of severe storms, tornado warnings, and watches can be obtained from the news media and the National Oceanic and Atmospheric Administration (NOAA) Radio. Media usually get their reports through NOAA.

Take Action

Step 4.1: Determine if the church facility is susceptible to flooding by examining the church’s location on a Flood Insurance Rate Map. Use Form E4.1 on the next page or in the Phase V Resource Index at the back of this document to record your findings.

Step 4.2: Use the Flood Safety Checklists on the following pages or in the Phase V Resource Index at the back of this document to guide your procedures for flood disasters.

Form E4.1
Church Location and Flood Susceptibility
Using flood insurance rate maps, determine if the church facility is in the floodplain.
1. Locate the church facility on the floodplain map.
2. Note the panel number:

3. What flood zone is the church located in?
The following questions are designed to assist you in assessing the extent to which the church facility is flood proof.
1. If the church property is flooded, which buildings would be the most vulnerable?

2. Are church records and valuable papers stored in an area that would be safe from at least six feet of flood water? Is there watertight storage available for valuables?

Flood Safety Checklist #1 – Flood / flash Flood Watch Issued
Conditions are favorable for flooding or flash flooding. Often flood and flash flood watches are issued during severe thunderstorms. This does not mean flooding will occur; only that it is possible.
· Review the Beyond Routine Maintenance Checklist.
· During a flood watch, stay tuned to local radio or television stations for further information.

· Inform staff, clients, and visitors of severe conditions and the potential to limit activities.

· Ensure flashlights, weather-band radios, and extra batteries are available.

· Ensure all staff with cellular telephones are inside the facility; not outside with their phones.

· Continue any type of indoor activity.

· Check all emergency food supplies and procure more water if necessary.

Flood Safety Checklist #2 – Flood Warning Issued
A forecast of impending floods will include a description of the potential body of water affected, the severity of the expected flooding, and when and where the flooding may begin.

· Report flood warning upgrade to all church staff and program directors.
· Inform all visitors, parishioners, and staff that a flood warning has been issued and prepare for transfer to a safe area (if located in the floodplain).

· If time permits, gather emergency supplies together in a safe area (i.e. bottled water, batteries, flashlights, weather band radios, cellular telephones, and first aid kit), preferably as high off the floor as possible.

· Prepare emergency medical supplies for removal to safe areas.
· Unplug all unnecessary electrical equipment (radios, TV sets, clocks, computers, etc.).

· Cover all computers with plastic sheeting and elevate computer towers off the ground.

· Prepare records for immediate removal.  
· Office personnel should continue to monitor telephones.
· If evacuation is ordered, unplug all electrical office equipment.
· Some state laws do not require mandatory evacuation; therefore, no mandatory evacuation will ever be given. For this reason, church leaders should interpret recommended evacuations as mandatory.
· If the church has an emergency generator make sure it is operable and has an adequate supply of fuel.

· Store all outside moveable objects in designated areas. Items left out can cause additional damage due to the high velocity generated by floodwaters. Propane tanks are a great hazard and have been known to start fires from bumping into buildings.

Flood Safety Checklist #3 – Evacuation Necessary
· If evacuation is necessary, evacuate staff, parishioners, and church visitors as quickly as possible to a pre-determined location.
· Once evacauation has occurred, perform a head count to ensure all staff, parishioners, and church visitors are present.
· Should any person be missing, report person’s name to the Disaster Preparedness & Response Leadership Team Coordinator immediately.
· Do not return to look for missing persons. Special search teams are needed for this purpose.

Flood Safety Checklist #4 – After the Flood
· Call key staff and discuss preliminary needs and damage assessment. Damage and needs assessment should be completed within the first 24 hours.
· Inspect all rooms for damage and/or water leaks. Call 911 if lines are down and if you smell gas or smoke. Use flashlights to inspect church buildings. Do not use an open flame. There could be gas leakage from broken pipes. Do not talk on a telephone in an area where a gas leak is expected. Do not use candles, lanterns, or open flames unless you are sure the gas has been turned off and the area aired out.

· Inspect exterior of buildings for damage. Report broken utility lines or other service interruptions to the proper authorities.
· Check cable TV and antenna TV to determine if operational.

· Disconnect all electrical equipment if there is any power fluctuation. Do not handle live electrical equipment in wet areas; electrical equipment should be dried and checked before using.

· Turn on the utilities only after advised it is safe to do so and turn on one at a time to ensure proper working condition.

· Take detailed documentation (photos, video) for submission to church insurance company.
· Prepare reports outlining needs and damage assessments.
· Prepare list of initial needs, as well as, damage assessment and give to the Senior Pastor, Administrative Director, or his/her designee.

· Insure that all records are safe.

· Remove fallen trees and debris only if work can be done safely. Downed trees and debris can create a potential fire hazard, as well as, serve as a refuge for unwanted rodents and snakes.
· Until local authorities proclaim the public water supply is safe, boil water vigorously for five minutes before using for drinking.
· Monitor the radio and television for recommendations regarding drinking water, utility outage, road conditons, and more.
· Clean everything that got wet. Floodwaters have picked up sewage and chemicals from roads, farms, factories, and storage buildings. Throw out all food, medicine, or cosmetics that have come in contact with flood water.  These are health hazards. When in doubt throw it out.
· Dry rugs and carpet as quickly as possible to prevent further damage.
· Shovel out mud while it is still moist.
· Call church staff if office is to remain closed (if this disaster occurs after-hours).
· If church is to remain closed, activate alternative site for services.
· Begin organizing volunteers to help community after the disaster.

Step 5: Plan for tornadoes.

One of nature’s most violent storms, tornadoes can appear suddenly and without warning. They are invisible until dust and debris are picked up or a funnel cloud appears. Planning and practicing specifically how and where you take shelter is a matter of survival. Be prepared to act quickly. Keep in mind that while tornadoes are more common in the Midwest, Southeast and Southwest, they can occur in any state and at any time of the year, making advance preparation vitally important. 
In an average year, 800 tornados are reported nationwide resulting in 80 deaths and over 1,500 injuries. Tornados can have wind speeds of 250 mph or greater and have the potential to cause damage paths in excess of one mile wide and 50 miles long. Most tornados, however, are only a few dozen yards wide and only touch down briefly. Tornados develop in warm, moist air in advance of eastward-moving cold fronts and often produce large hail and strong winds. They occasionally accompany tropical storms and hurricanes over land.

Key Definitions

Tornado: is defined as a violently rotating column of air extending from a thunderstorm to the ground. They are capable of causing extreme destruction including uprooting trees and well-made structures and turning normally harmless objects in deadly projectiles. Tornados are rated by strength using the Fujita Scale.

Funnel Cloud: is a violently rotating column of air, which is not in contact with the ground. It is usually marked by a funnel-shaped cloud extending downward from the cloud base.
Water Spout: is a weak tornado that develops over warm water. Waterspouts can occasionally move inland and can become a tornado causing damage and injuries. Waterspouts are most common along the Gulf Coast and Southeastern States.
Tornado Watch: issued when conditions are favorable for tornados to develop. Often, tornado watches are issued during severe thunderstorms. This does not mean that a tornado will occur; only that it is possible.
Tornado Warning: means that a tornado has been spotted on the ground.
Tornado Alley: the area of the United States where tornados are most frequent. It consists of the states located within the great lowland areas of the Mississippi, the Ohio and lower Missouri River Valleys, and stretches 460 miles in length to 400 miles in width. The southern and northern borders of Tornado Alley extend from central Texas to Nebraska and Iowa. One third of U.S. tornados annually occur in the Texas, Oklahoma, and Kansas.

Tornado Season: although tornados can occur at any time, peak activity is from March to early July.
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Tornado Disaster Facts & Tips

1. The safest place to be during a tornado is in a small interior room in the middle of the church such as a bathroom, closet, or under a workbench or strong table. Stay away from outside walls and windows, as well as, vaulted ceilings (e.g., sanctuary or gymnasium). Never seek shelter in a car.
2. Opening windows to equalize pressure during a tornado is ineffective in reducing damage and adds to the risk of flying glass. Hail often accompanies severe storms; so move cars inside a shelter such as a garage, if possible. Keep car keys on your person in case of emergency evacuation due to damage from a tornado.
3. What to look and listen for:

a. Dark sky with a greenish tint;

b. Large hail;

c. Load roar similar to a freight train;

d. Visible signs of debris below the funnel (as some funnels extend only partially to the ground);

e. Tornado warnings – DO NOT IGNORE. (NOTE: Some tornados are clearly visible while others are obscured by rain or nearby low-hanging clouds).
4. Origin of tornadoes: Thunderstorms develop in warm, moist air in advance of eastward-moving cold fronts. These thunderstorms often produce large hail, strong winds, and tornadoes. Tornadoes occasionally accompany tropical storms and hurricanes that move over land. Tornadoes are most common to the right and ahead of the path of a storm center. Tornadoes may form during the early stages of rapidly developing thunderstorms. Tornadoes may appear transparent until dust and debris are picked up. Occasionally, two or more tornadoes may occur at the same time.
5. Myths and facts:
a. Myth – Areas near rivers, lakes, and mountains are safe from tornadoes. Fact – No place is safe from tornadoes.

b. Myth – The low pressure with a tornado causes buildings to explode as the tornado passes overhead. Fact – Violent winds and debris slamming into buildings causes most structural damage.
c. Myth – Windows should be opened before a tornado approaches to equalize pressure and to minimize damage. Fact – Opening windows allow damaging winds to enter the structure. Leave windows alone; instead, immediately go to a safe place.
Planning for Tornadoes

This section provides guidelines for the Disaster Preparedness & Response Leadership Team and church staff to guide them in carrying out pre-determined roles and responsibilities for preparing for a tornado. This section outlines the step-by-step approach staff can take to simplify disaster preparedness. This plan takes into consideration that people may be forced to use the church as a shelter during a severe thunderstorm and tornado, and provides advice for planning for tornadoes with very little warning time.

Obtaining Official Storm Notification

When conditions are favorable for tornado formation, notification of severe storms, tornado warnings, and watches can be received through the news media and the National Oceanic and Atmospheric Administration (NOAA) Radio. Media usually get their reports through NOAA. However, it would be best to confirm the threat by going to the National Weather Service Forecast Office website for your area.
Take Action

Step 5.1: Use the Tornado Safety Checklists on the following pages or in the Phase V Resource Index at the back of this document to guide your procedures for tornado disasters.

Tornado Safety Checklist #1 – Tornado Watch Issued
Conditions are favorable for tornados to develop. Often tornado watches are issued during severe thunderstorms. This does not mean that a tornado will occur only that it is possible.
· Review the Beyond Routine Maintenance Checklist.
· During a tornado watch, stay tuned to local radio or television stations for further information.

· Inform staff, clients, and visitors of severe conditions and the potential to limit activities.

· Make sure flashlights, weather-band radios, and extra batteries are available.

· Ensure all staff with cellular telephones are inside the facility; not outside with their phones.

· Continue any type of indoor activity.
· If meals are required plan on a cold plate meal, assuming the possibility of a power failure or interruption.

· Report food inventory to the appropriate staff member (i.e. number of meals and supplies available).

· Double-check outdoors and indoors for any objects that might become projectiles if blown about in a high wind.

· If applicable, make sure dumpsters and storage areas are securely locked.
· Keep staff, parishioners, and visitors away from windows.

· Draw all windows and blind coverings.

· Have first aid kits and disaster kits available.

· Secure and lock up all confidential records.

· Bring all staff inside and ensure they remain in the building until the “All Clear” message is given.

Tornado Safety Checklist #2 – Tornado Warning Issued
A funnel cloud or tornado on the ground has been spotted.

· Report Tornado Warning upgrade to all church staff and program directors.

· Inform all visitors, parishioners, and staff that a tornado warning has been issued and move them to the designated shelter area in the church away from windows.

· If time permits, gather emergency supplies and bring them to the shelter area (i.e. bottled water, batteries, flashlights, weather band radios, cell phones, and first aid kits).

· Provide each person with a blanket or other material to use as a cover against flying objects.
· Close all doors to offices.

· If time permits, be certain electricity and water lines are shut off.
· Office personnel should continue to monitor telephones.
· Ensure all church records are locked and secured.
Tornado Safety Checklist #3 – Tornado Warning Lifted

· If tornado warning has been lifted, but the watch is still in effect, continue with protocol under Tornado Safety Checklist #1 – Tornado Watch Issued.
· If all warnings and watches have been lifted, give “all clear” status to church staff and program directors and resume normal operations.

Tornado Safety Checklist #4 – IF A Tornado HITS / AFTER THE TORNADO

· Remain in the shelter area. An average tornado lasts for only 8 to 10 seconds; but more tornados may have been spawned from the same storm.

· Immediately call 911.
· Conduct a head count, checking staff and other guests on the campus for injuries. Apply first aid if needed.

· Notify Senior Pastor or Administrative Pastor of any injuries sustained by parishioners, visitors, or staff.

· Inform staff, parishioners, and visitors not to panic; they will react as you do so remain calm. Help will be on the way immediately. There will be ambulances, rescue units, law enforcement, firemen, and other emergency professionals arriving within minutes of the disaster.
· If the facility has sustained substantial damage, implement evacution procedures and move to an alternate location (e.g., partner church).
· If evacuating, make sure to take all emergency supplies out of the facility. Also, leave word where evacuating to as people will need to know where to pick up staff, parishioners, or visitors.
· Call key staff and discuss preliminary needs and damage assessment. Damage and needs assessments should be complete within the first 24 hours.
· Inspect all rooms for damage and/or water leaks. Call 911 if lines are down or if you smell gas or smoke.

· Inspect exterior of building for damage.
· Check cable TV and antenna TV to determine if operational.

· Disconnect all electrical equipment if there is any power fluctuation.

· Turn on the utilities only after advised it is safe to do so and turn on one at a time to ensure proper working condition.

· Take detailed documentation (photos, video) for submission to church insurance company.
· Prepare reports outlining needs and damage assessments.
· Prepare list of initial needs, as well as, damage assessment and give to the Senior Pastor, Administrative Pastor, or his/her designee.

· Ensure that all church records are safe.
· Remove fallen trees and debris only if work can be done safely. Downed trees and debris can create a potential fire hazard, as well as, serve as a refuge for unwanted rodents and snakes.
· Call church staff if office is to remain closed. (If this disaster occurs after-hours.)
· If church is to remain closed, activate alternative site for church services.
· Begin organizing volunteers to help community after disaster.
Step 6: Plan for fires.

It is important for the Disaster Preparedness & Response Leadership Team to become familiar with this section prior to a fire breaking out. Due to the rapid spread of a fire, there is no time for review of how to handle fires during the actual emergency.

From 1900-1990 more Americans died in fires than have been killed in all the wars during the same period. Each year, fire kills more Americans than all natural disasters combined. According to the U.S. Fire Administration, more than 4,000 Americans die each year in fires, and more than 25,000 are injured.
Fire spreads quickly; there is no time to grab valuables or make a phone call. In two minutes a room can become life threatening. In five minutes a house or church can become engulfed in flames. Although the only type of “natural disaster” is one where fire is started due to dry conditions or lightning strikes, most fires are caused accidentally. Parishioners are most susceptible to fires that start from open flames (e.g., burning candles) or structural and electrical fires (e.g., faulty wiring); however; the issue of arson will also be addressed.
Key Definitions
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Fire Disaster Facts & Tips
1. Major causes of fire:
a. Careless Smoking: Be careful to observe all NO SMOKING regulations. If parishioners or visitors do smoke, provide ashtrays that will not permit a cigarette to fall out.
b. Combustible Waste: Improper storage of combustible waste is the cause of many fires. Combustible waste should be placed in approved containers with tight fitting covers so any fire occurring will be confined within the container. Materials capable of spontaneous combustion should be kept in separate containers.
c. Electrical Hazards: Circuit breakers are the safety devices in electrical wiring. Except for special equipment, they should not be over 15 amperes in size. Be sure to report any defective electrical equipment promptly. Do not operate light switches or connect or disconnect equipment where any part of your body is in contact with metal fixtures.

2. Toxic smoke:

a. A fire’s heat and smoke are more dangerous than its flames. Smoke encountered in a fire may be charged with toxic gases that can prove fatal upon short exposure. In fact, 97% of fire fatalities are normally caused by smoke inhalation that sears and scorches the lungs.
b. Most combustible materials contain carbon which burns to form Carbon Dioxide when there is sufficient air supply; or poisonous Carbon Monoxide when the air supply is restricted. Because it is odorless, Carbon Monoxide is one of the most toxic of all fire gases.
c. A common example of a fire that causes death by suffocation is the burning of items such as upholstered furniture or mattresses. When on fire, smoke from these products contains Nitrous Oxide, Carbon Monoxide, and other gases which are not only noxious but also highly lethal.
d. Smoke Rises. Quick response of pastoral, administrative, and volunteer staff whenever smoke is present in the building is of vital importance. If rescue of a person is necessary, keep low when you enter the room.
3. Do not permit the obstruction of exits, hallways, doorways, or ramps; or allow them to be used as storage areas. Because fire spreads quickly it is important that sufficient light is provided and hallways are unobstructed to enable persons to evacuate safely and promptly.
4. The proper operation of interior doors is necessary to divide the church into sections thus providing some protection to other areas. Keep all doors closed when not in use to assist in preventing the spread of fire and smoke.
5. Fire produces poisonous gases that can cause you to be disoriented and drowsy. Instead of being awakened by a fire, you may fall into a deeper sleep.

6. Most injuries due to fire come from smoke inhalation rather than burns.

7. Working smoke detectors double your chance of surviving a fire. Experts advise that you clean smoke detectors regularly and replace batteries once a year.

8. Plan two escape routes from every room in the church. Visibility is severely limited during a fire. Ask church leaders to practice escaping from rooms with their eyes closed or blindfolded since, during a fire, the church will be filled with thick, black smoke. Pick a place outside your church staff and parishioners to meet after escape.

9. Windows should be easily opened, not nailed or painted shut. If you have security bars on windows, make sure they can be easily opened from the inside.
10. Residential fires are the leading cause of accidental death for children under the age of five. (Source: “Are You Ready” FEMA publication).
Fire Extinguishers

Church facilities should be equipped with ABC fire extinguishers located throughout the campus. Train all church staff in the proper use of fire extinguishers. The procedure to follow in using a fire extinguisher is as follows:

· Lift the extinguisher from the wall;
· Pull the pin;
· Aim the hose or cone at the base of the fire;
· Squeeze the handle and, with a fanning action, put the fire out;
· Sweep the fire area from side to side with the extinguisher and continue until extinguisher is empty;
· Know where the extinguishers are located and know how to use them. (NOTE: Do not place the extinguisher back on the wall after it has been used. Give it to the Senior Pastor, Administrative Pastor, or his/her designee to be recharged.)
Fire Prevention
Fire prevention procedures presented in this section take into consideration guidelines of the National Fire Protection Association’s (NFPA) Life Safety Code and other relevant documents.

Everyday Fire Safety Rules

· Do not overload, pinch, or crush extension cords;
· Do not leave electrically operated equipment running unnecessarily;
· Periodically check all electrical devices;
· Permit smoking in outside designated areas only.

Educate church staff about potential fire hazards and work on a daily basis to ensure compliance with the church’s fire safety procedures and/or program. Smoking continues to be the primary cause of building fires. Caution should be exercised in all areas where smoking is permitting.

Defective or inappropriately used electrical equipment such as extension cords is another major cause of fire. All electrical appliances used in the church should be UL approved and inspected by the Senior Pastor, Administrative Pastor, or other appropriate designated individual.
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Fire Drills

1. Fire drills should be scheduled monthly under the direction of the Senior Pastor, Administrative Pastor, or his/her designee.

2. Fire drills should be held at unexpected times under varying conditions at least quarterly. Responsibility for planning and conducting the drills should be assigned to competent individuals who are trained and qualified to conduct fire drills.

3. A Church Fire Drill Report on the following page should be completed by the person in charge of the drill; and given to the Senior Pastor, Administrative Pastor, or his/her designee.

Take Action

Step 6.1: Schedule monthly fire drills. Use Form E6.1 on the following page or in the Phase V Resource Index at the back of this document to document all fire drills.

Step 6.2: Use the Fire Safety Checklists on the following pages or in the Phase V Resource Index at the back of this document to guide your response to fire disasters.
FORM E6.1

Church Fire Drill Report

Date: 

Day of Week: 




  
 

Time Started: 
 (AM/PM)

Time Completed: 
 (AM/PM)

Elapsed Time: 

Location of simulated fire: 

Who discovered simulated fire? 

Actual time simulated fire was discovered:  
 ( AM

 ( PM
Fire Alarm Activated by: 

Was CODE RED announced? 
 ( Yes    ( No

Was fire alarm heard? 

 ( Yes    ( No

Points of safety used: 


Were fire extinguishers brought to simulated fire?    ( Yes    ( No  

If yes, by whom: 

Names of staff members who participated: 


What staff, parishioners, or visitors required assistance? List Names: 


If applicable, what staff, parishioners, or visitors refused to participate in the drill?  List Names: 


Comments: 


Person in charge of fire drill: 




Signature of Employee
Date Completed

Fire Safety Checklist #1 – Planning and Preparing for Fire
· Schedule fire drills monthly under the direction of the Senior Pastor or Administrative Pastor.

· Assign fire duties for staff. Each floor of the church building(s) should have a fire marshall.
· Complete a Church Fire Drill Report to give to the Senior Pastor or Administrative Pastor.

Due to the speed of which a fire can occur, it is unnecessary to have an assigned checklist of what to do during the fire since the person who discovers the fire will most likely put it out and those around will help respond.
Fire Safety Checklist #2 – PERSONS DISCOVERING FIRE
· When trying to determine the source of a fire, look for smoke/fire or smoke detectors with solid red lights on. Any of these signs would indicate the source of the alarm.

· When a fire is discovered, immediately call 911 and then notify the pastoral or administrative staff person in charge.

· Evacuate all church personnel to a safe distance away from the fire as soon as possible.

· If the fire can be effectively contained, obtain one of the ABC fire extinguishers from the area nearest you and attempt to put out the fire.

· If the fire is too large to extinguish, try to confine it to one specific area (e.g., closing door behind fire).

· Report to the Disaster Preparedness & Response Coordinator and give him/her complete details of what actions you have taken and then await further instructions.

· If unable to extinguish the fire, prepare to remove records and other items of importance if ordered to do so.

Fire Safety Checklist #3 – WHEN ALARM IS SOUNDING
· Immediately upon hearing the alarm, announce CODE RED over the telephone intercom, and state the location of the fire.

· If fire alarm does not go off, pull the fire alarm nearest to you.
· Dial 911 and confirm that the Fire Department has been notified of the fire.

· Notify the Senior Pastor or Administrative Pastor immediately.

· Attempt to secure extra flashlights so church personnel will have light if needed.
· When the fire department arrives, they are in charge. Upon arrival, get in touch with the Fire Chief in charge and give them a full report on all actions taken.


Fire Safety Checklist #4 – CONTROLLING THE FIRE
· Smother fire with a blanket or sheet.
· Use a fire extinguisher. The two closest fire extinguishers should be brought to the fire location.

· Use appropriate method to extinguish the fire.


Fire Safety Checklist #5 – EVACUATION AND SHELTERING IN PLACE
The principal responsibility of the Senior Pastor, Administrative Pastor, or other supervisor on duty is to ensure all church staff, parishioners, and visitors know the location of the nearest exit to their location. This information should be readily available at all times.
· Ensure that all posted evacuation routes are followed. Prepare evacuation maps in advance based upon church floor plans.
· Priority for evacuation should always be:

1. Those in immediate danger.

2. Ambulatory: A person who is able to leave a building unassisted under emergency conditions.

3. Non-Ambulatory: A person who is not able to leave a building unassisted under emergency conditions.

Assembly Areas
· All church staff will assemble at (location) 
.
· After the building(s) have been evacuated, the staff member in charge will conduct a “head count” to ensure every individual has been accounted for.

Congregation Evacuation
· If a fire occurs in a church building, your first priority is to ensure the safety of staff, parishioners, and visitors in the immediate area. Get them clear of the fire as soon as possible. Instruct available staff to assist everyone in the building to the nearest exit as quickly as possible.
· If enough staff is available, station one staff member in each of the exits to help others exit building.

· If time and staff permit, double-check as many rooms as possible to ensure that no one is remaining. Once they have verified the rooms are empty, instruct them to evacuate the building as quickly as possible.

In-Place Sheltering and Exiting from a Room
If staff and parishioners cannot be evacuated from the building due to smoke and/or fire, move them within the church as far away as possible from the direction of the fire and proceed with the following precautions:

· Instruct staff and parishioners to stay in their locations with the door closed.

· If available, place wet towels around openings in doors to seal the room.

· If available, use a wet towel to cover your face.

· If it is safe to exit using the window, open the window and climb out and proceed to the assembly area. Assistance will likely have to be given to staff and parishioners to accomplish this. Have staff members go outside to assist others climbing out of windows.

· If it is not safe to exit from the window, shut off the furnace and air conditioner.

· Check on staff and parishioners periodically until the Fire Department has advised that it is safe to discontinue the protective actions.

· When the Fire Department has given the “ALL CLEAR” sign, move relocated staff and parishioners back to their respective locations.

Fire Safety Checklist #6 – SILENCING THE ALARM
· Fire alarm should only be silenced when instructed to do so by authorized personnel.
· Wait for the Fire Department.

· Contact the Senior Pastor, Administrative Pastor, or Disaster Preparedness & Response Coordinator.

· If there is no fire, the alarm should only be silenced after all buildings have been thoroughly searched to confirm no fire exists and you are advised to do so by authorized personnel.

Fire Safety Checklist #7 – AFTER THE ALARM
· Call key staff and discuss preliminary needs and damage assessment.
· Do not enter and inspect the church after a fire. Leave the inspection to your local Fire Chief, building inspectors, as well as, church insurance representatives.
Step 7: Plan for explosions and bomb threats.

The threat of explosion may come from the familiar or the unique. Any tanker truck loaded with fuel is as deadly a threat as a manmade bomb. No church should consider itself immune from explosion—whether from utility malfunctions (e.g., gas leak), vehicular or aircraft accident, or from manmade devices. Explosions may be limited in physical scope or impact an entire building. Explosions are always dramatic, often deadly and, because of the suddenness and accompanying noise and devastation, may create significant panic.
Accidental Explosions

In its raw form, natural gas is odorless but is treated with an agent to create detectable odor. Anytime a gas smell is detected follow these procedures:

· Immediately contact your local utility at: 

· Evacuate the affected area and turn off the main gas valve to the church. Any damaged meter or damage to a gas line should be reported to your utility company immediately.
· Gas stoves require conscientious maintenance and should be kept free of grease buildup. Special attention should be paid to the location of gas pipes so they remain a safe distance from open flame.

· Be sure pilot lights on gas stoves or heaters are lit. To prevent gas buildup, use extreme caution in lighting pilot lights. If needed, ventilate area before attempting to ignite the pilot light.
· In the event of a vehicular accident, flammable fuel spills may contribute to the threat of fire or further explosion. Nobody other than the fire department should attempt to extinguish an explosive vehicle fire because the threat of secondary explosions is very high.

· Follow the fire procedures outlined in the Fires section of this document.

Intentional Explosions

A manmade bomb is any type of explosive or incendiary device that is capable of causing property destruction and/or loss of life. A bomb can be disguised in many ways and could be placed almost anywhere in the church facility or arrive via postal or delivery services.  

Vulnerable Areas
No area of the church property—no matter how sacred—should be considered immune from the threat of a hostile act. Never overlook this possibility; particularly, if a direct threat is received. However, the following areas are the most likely for bomb placement:
· Church Office

· Sanctuary

· Bathrooms

· Grounds

· Fellowship Hall

· Kitchen

· Daycare Center, Schools

· Classrooms

· Meeting and Conference Rooms

· Stadiums, Gymnasiums, Auditoriums

· Prayer Rooms

· Other

Bomb Threats and Recommended Procedures
Bomb threats are always serious and are typically received in one or more of the following ways:
Telephone
Any person receiving a telephone bomb threat should remain calm and complete FORM ##.1 – Documenting a Bomb Threat in this section or the Phase V Resource Index at the back of this document. Using this form, obtain as much information as possible from the caller. 

Pastoral, administrative, and volunteer church staff should be trained to remain calm and observe the following protocols when receiving a bomb threat by phone:
· Try and prolong the conversation as much as possible. Never terminate the conversation; let the caller hang up first.

· Be alert and listen for any distinguishing background noises such as music, voices, aircraft, or machinery.

· Take note of any voice characteristics: high, low, young or old, accent, grammar, etc.

· Ask where and when the bomb is to explode (i.e. time and place).

· Take note if the caller indicates a knowledge or familiarity with the church facility by the description of locations or areas.
· Immediately notify the Senior Pastor or Administrative Pastor who will alert remaining staff.
· Immediately call 911.
· Setup an emergency command center in the church office.
· Evacuate the building immediately.
· After evacuation is complete, move emergency command center away from the building to a safe location.
Written
Suspicious mail or packages should not be handled by anyone other than law enforcement officials. Every possible effort should be made to retain evidence including fingerprints, handwriting, typewriting, paper, postal markers, or any other means to trace the threat and identify the writer.
· Write down a description of the person if a written threat was handdelivered.
· Note information about anyone accompanying the person including their mode of transportation, as well as, the direction of travel.
Threat in Person

If a bomb threat is received verbally in person, find out as much information as possible (i.e. when, where, why, what, and who) and observe the person carefully.
Prevention
To help prevent a bomb from being placed on the church campus follow these recommendations:
· Keep all areas of the church property clean and orderly.

· Keep closets locked when possible.

· Know your work area so you will notice if anything is out of place.

· Tag personal items, like briefcases, with your name and telephone number.
· Train pastoral, administrative, and volunteer staff in situational awareness to increase overall levels of observation until it becomes second nature.
Evacuation Procedures

Same as described for fire.
Take Action

Step 7.1: Determine procedures for handling suspicious mail. Use FORM E7.1 on the following page or in the Phase V Resource Index at the back of this document to complete this step.

Step 7.2: Train all pastoral, administrative, and volunteer staff how to document a bomb threat. Use FORM E7.2 to document bomb threats.

FORM E7.1

Handling Procedures for Suspicious Mail
As a guide to completing this section, answer the following questions:
1. What procedures are in place for screening mail?

2. Where is the church’s mail facility located? Is it in an open area? What can the church do differently to prevent the spread of anthrax from the mailroom?
3. What experience does the church have at our current facility with telephone, mail, or personal threats?
Ending of Threat

A bomb threat is considered “over” if and when:

· A thorough search reveals nothing suspicious; or
· Local authorities have concluded the investigation, search or removal efforts and determined that the church is not in danger.
Once a bomb threat is over the Senior Pastor or Administrative Pastor should:

· Inform staff that threat is over;
· Direct staff and parishioners back into the building; and,
· Instruct all staff to return to their duties.

FORM E7.2

Documenting a Bomb Threat

(This form also may be used for obscene phone calls)

1. When is the bomb going to explode?

2. Where is it right now?

3. What does it look like?

4. What kind of bomb is it?

5. What will cause it to explode?

6. Did you place the bomb?  Yes / No
If yes, why?

7. What is your address?

8. What is your name?

9. Exact wording of the threat.
10. General caller characteristics.
Sex:
( Male

( Female

Age Group:
( Adult

( Youth / Teenager

Origin of Call:
( Cell

( Local


( Long Distance

( Phone Booth

Voice Characteristics:
( Deep

( Drunk

( High Pitch

( Loud

( Pleasant

( Raspy

( Soft

( Other: 

Speech:
( Fast

( Slow

( Distinct

( Distorted

( Stutter

( Nasal

( Slurred

( Lisp

Accent:

( Not Local

( Region: 

Language:
( Excellent

( Fair

( Foul

( Good

( Poor


( Other: 

Manner:
( Angry 

( Calm

( Coherent


( Deliberate

( Emotional


( Incoherent

( Irrational


( Laughing


( Rational

( Righteous
Background Noises:
( Airplanes


( Animals

( Chaos

( Factory Machinery

( Mixed

( Music


( Office Machines


( Party Atmosphere

( Quiet

( Street Traffic

( Trains

( Voices

( Other
Person receiving call:



Call length: 



Number where call received: 


Time call began: 


Time call ended: 


Date: 



· Immediately report threat to Senior Pastor or Administrative Pastor.
· Call 911 and notify local law enforcement.
Step 8: Plan for other disturbances.

Due to the quick response needed for onsite disturbances, please read and understand this section so response times can be quick; which is necessary to reduce the chance of personal injury or death. Recent incidents in our nation’s schools, churches, and workplaces demonstrate the increasing need for church leaders to plan for potential disturbances in the church.
Church violence can come from many sources: intruder, disgruntled employee, or an unhappy parishioner. It can also result from a hostage situation or kidnapping. This section will provide basic precautions for dealing with such incidents.
Handling Aggressive Persons

The most likely situation a church may encounter is an aggressive person who exhibits combative and hostile behavior. Below are some basic steps for handling an aggressive situation. Keep in mind, these steps can be applied in community outreach situations on and off the church campus.
Safety and Protection of Persons

· Upon hearing or witnessing a disturbance, immediately notify the Senior Pastor, Administrative Pastor, or supervising staff member of the situation.

· The appropriate leader will need to decide how to proceed.
· If necessary, call 911 for assistance.

· Be sure to put protection of individuals before the protection of property. Property can be replaced.

· Escort the aggressor out of the building or away from the outreach site as soon as possible.

· If a medical situation arises, treat accordingly.

Steps for Protecting Yourself

· Have a plan. That is flight not fight. Find the nearest escape route. Position yourself away from the person. Your goal is to get yourself and others out of the area.

· Take note of the aggressor’s characteristics (i.e. height, build, what he/she is wearing, hair color, accessories, distinguishing features such as scars or facial hair).
· Fill out the Suspect Identification Sheet as soon as it is safe to do so.
· Listen for verbal clues and search for a meaning behind the words.
· Active listening may de-escalate the situation. Remember, Proverbs 15:1 says, “A soft answer turns away wrath.” Speak with a calm, firm voice; being careful not to challenge the aggressor.

· Make additional notations about the intruder’s mental condition (i.e. intoxication, psychotic, under the influence of drugs, etc.).

Last Resort Protection

· If your life is in imminent danger and there is absolutely no other choice but to fight and defend yourself, try to obtain anything that could serve as a weapon (i.e. knife, scissors, letter opener, etc.) and use this weapon on vital areas of the attackers body (i.e. eyes, neck, and groin area).

· Continue your attack until the intruder is subdued or runs away.

· Notify the police immediately.

Damage Assessment and Recovery

· Contact a pastoral staff member and the Disaster Preparedness & Response Coordinator immediately.

· Notify a family member if someone is injured.

· Cooperate fully with local law enforcement.

· Report furniture or property damage to pastoral and/or senior administrative staff immediately.

· Complete an incident report and deliver to the Senior Pastor or Administrative Pastor within 24 hours.

Unauthorized Intrusion

The first line of defense against an unauthorized individual in the church is an inquiring employee. Being more aware and knowledgeable of the people in the church can prevent an intrusion from progressing into a more dangerous situation.

· Anyone who discovers an intruder and determines they may have criminal intentions should immediately call 911, then the Senior Pastor, Administrative Pastor or, if applicable, a facility administrator.

· Never admit any person into the church without first identifying their reason for entry. If in doubt about their reason, immediately dial 911 to notify the local authorities.

· If confronted by the intruder ask what he/she want and try to get them to leave. If the intruder threatens you or others with violence, do as they say and resist only if you or others are faced with an imminent act of violence.

· Try to make mental notations of the intruder’s physical appearance, as well as, his/her mental condition and examine the suspect identification chart.

· Remember – DO NOT try to be a hero. Only resist if your life, or the life of others, is in mortal danger.

Kidnapping Situations

Procedures to Follow
As in any intruder situation, the first line of defense against a potential kidnapping is a curious employee. Follow the above procedures for an Unauthorized Intrusion unless the situation has progressed past that point.

Notification
Suspicious Person(s): Whenever a suspicious person is noticed, notify a senior staff member immediately. Be sure to provide a complete physical description of the intruder. A quick census may be conducted to determine if anyone has been abducted. If a senior staff member feels the situation warrants, contact local law enforcement.

Threats: If any threats or discussion about a specific abduction or kidnapping are overheard, notify the Senior Pastor, Administrative Pastor, or other member of the pastoral staff immediately and provide as much information as possible.

Abduction/Suspected Abduction

· When a staff member becomes aware of an abduction or suspected abduction, the pastoral or administrative staff member in charge should be notified immediately and informed of the situation.
· The staff member in charge should notify the Senior Pastor or Administrative Pastor.

· Determine if a physical description of anyone unusual in the area can be obtained.

· Collect statements made by the person(s) last seen with the staff member, parishioner, or visitor before the abduction.

· Once the preliminary investigation is complete and it has been determined (by the Senior Pastor, Administrative Pastor, or his/her designee) that an abduction has occurred, notify the following:

· All staff that will help in the search and with securing the building.

· Local law enforcement by calling 911.

· The missing person’s family.

Criteria for Amber Alerts

Contact your local law enforcement to determine what criteria must be met to issue an Amber Alert. The Disaster Preparedness & Response Leadership Team should incorporate specific criteria into the Continuity of Ministry & Operations Plan (COMOP) within this section.
Staff Duties for a Kidnapping Alert

· The Senior Pastor or Administrative Pastor should direct all activities in conjunction with law enforcement.

· If a parishioner is abducted from the church campus:

· Lock down all buildings and seal the church campus.
· Do not allow anything to be touched.

· Isolate the family to avoid panic.

· Maintain strict access control with special attention to the church’s current policy concerning media.

· Conduct a thorough search of all buildings and surrounding areas including playgrounds and any nearby wooded areas.

· Check all parking and pick-up areas, grounds, and unlocked storage areas.

· Secure all exit doors from the outside to:

· Keep out the media.
· Screen incoming visitors.
· Screen all parties leaving the building.

· Ask those exiting the building to provide identification.
· Inform those exiting the building that the church is doing a “routine security procedure” and to inform pastoral and administrative staff if they see, or have seen, anything or anyone suspicious on or around the church campus.
· Ask each pastoral, administrative, and volunteer leader to search his/her own ministry area and report findings back to the Senior Pastor, Administrative Pastor, or his/her designee.
· Collect the following information about the abducted staff member or parishioner:
· Name
· Race
· Age
· Gender
· Approximate height and weight
· Hair color and style
· Type and color of clothing (if known)
At the End of the Crisis

· Once an abducted person has been located, or the buildings and grounds have been searched with no result, the Senior Pastor, Administrative Pastor, or his/her designee in conjunction with local law enforcement should terminate all involvement as instructed.
· Document the incident as follows:
· Administrative Incident Report
· School records (if applicable)
· Teacher notes
· Other staff notes
· Family notification
· An evaluation about how the event was handled should be written by all staff and sent to the Senior Pastor or Administrative Pastor.
Hostage Situations

Hostage takings are public acts of control. Any violent confrontation in order to obtain some goal jeopardizes the lives of everyone involved. Your intention should be to do everything possible to reduce the risk of injury to pastoral staff, parishioners, and visitors.
A hostage taker may be a parent, spouse, or other individual who is known to the pastoral staff. However, familiarity should never blind us to the real risks. There are four basic types of hostage takers:

1. The criminal who may pretend to be a member in need.

2. The aggrieved person who perceives a legitimate grievance.

3. The estranged person who uses force to maintain a relationship.

4. The acutely mentally ill many of whom have no prior diagnosis.

Local law enforcement maintains a trained team to handle hostage negotiations. They do their best to resolve the situation in a peaceful manner but are trained to neutralize the situation if necessary. Upon arrival of law enforcement negotiators, pastoral staff should fully comply with their directions.

Notification of a Hostage Situation

· Pastoral, administrative, or volunteer leaders who become aware of a hostage incident need to immediately call the Senior Pastor or Administrative Pastor and notify him/her of the situation.

· The Senior Pastor or Administrative Pastor need to ensure the following entities are notified:

· Local law enforcement by calling 911.
· All on-duty church staff.
· Family of the hostage or hostages.
Staff Duties during an Active Hostage Situation
· Remove all non-involved staff, parishioners, and visitors from the immediate area.

· Permit no movement into the area.

· The Senior Pastor, Administrative Pastor, or his/her designee should be the only individuals to move parishioners to a safer location (if applicable).

· Activate the disaster teams.

· Establish an emergency command center to facilitate information exchange.

· Provide law enforcement with floor plans showing the following:

· Ventilation ducts.
· Electrical panel boxes.
· Water supply shut-off valves.
· Telephone numbers and extensions within the buildings.
· Maintain strict access control by keeping the area secure. Pay close attention to the media and their whereabouts once they arrive onsite.
· Staff members have no decision-making authority should demands be made. Demands are to be handled by local law enforcement negotiators only. Be sure the hostage taker knows you are not authorized to make final decisions or accept deadlines.

· No orders should be accepted from the hostage taker unless life is in immediate danger prior to the arrival of authorities.

· Attempt to build rapport with the hostage taker by expressing feelings of understanding and empathy.  Displaying calmness implies the hostage taker will have less control.

· Encourage the hostage taker to talk unless a violent or suicidal theme starts to develop.

· Do not lie to the hostage taker. Answer questions truthfully but do not volunteer unnecessary information.

If You Are in a Hostage Situation
Review with pastoral, administrative, and volunteer leadership.

· Do not argue. Do as you are told and do not make suggestions.

· Be observant. You may be released and be an information source to law enforcement.

· Rest but keep facing the hostage taker.

· Do not speak unless spoken to during the initial phase of an incident.

· Remain calm. If you become agitated the hostage taker’s emotions and actions may escalate.

· Stay out of negotiations.

· Obey the orders of the hostage taker.

· If a rescue attempt is made expect a loud noise and bright flashes of light. If an attempt is made fall on the floor and do not move.

· In a robbery attempt give the assailant what he/she demands.

Ending the Crisis

· The crisis will be over only at the direction of the on-scene law enforcement agency.

· A medical assessment (visit to a hospital emergency room) should be performed on all who sustained an injury or who were taken hostage.

· Once the crisis is terminated, the Senior Pastor or Administrative Pastor will notify all staff. The Senior Pastor or Administrative Pastor should complete an Event Report.
· A written critique by those involved in the incident should be provided to the Senior Pastor or Administrative Pastor within three working days of the incident.
· The Senior Pastor or Administrative Pastor should arrange for Critical Incident Stress Debriefing (CISD) sessions for all those involved.
Take Action

Step 8.1: Train pastoral, administrative, and volunteer leaders how to identify suspects in any onsite disturbance situation. Use the Suspect Identification Chart on the following page for this step.
Step 8.2: Following any onsite disturbance, complete a Suspect Identification Description Sheet. Use FORM E8.2 in this section or in the Phase V Resource Index at the back of this document.
Step 8.3: Train for hostage situations by reviewing and completing the Hostage Checklist. Use FORM E8.3 in this section or in the Phase V Resource Index at the back of this document.
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FORM E8.2
Suspect Identification Description Sheet

Sex:
(   Male
(   Female
Nationality: 


Complexion: 




Height: 


Weight: 




Age: 


Hair color: 



Type of haircut: 




Type of facial hair and distinguishing facial marks:

Wearing a hat?  Yes / No

Description of clothing and shoes:

Visible scars, tattoos, or birthmarks on body:

Type of weapons:
Voice characteristics:
(  Deep
(  Drunk    (  High Pitch    
(  Loud    (  Pleasant    (  Raspy

(  Soft
(  Other: 

Speech:
(  Fast 
(  Slow    (  Distinct    (  Distorted    (  Stutter    (  Nasal

(  Slurred
(  Lisp

Comments:

FORM E8.3
Hostage Checklist
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· Dial 911 to notify law enforcement.

· Meet law enforcement officials outside.

· Obtain the following available information:

1. Time hostage situation began:
2. Description of hostage circumstances and events:
3. Number of hostage takers:

4. Weapons involved:

5. Who they have taken hostage:
6. Demands made:
· Notify Senior Pastor or Administrative Pastor of the situation.

· Notify all areas of the church by telephone.
· Assign staff to remove parishioners and visitors from the hostage areas, if possible.
· Arrange for transportation of anyone requiring relocation.
· Maintain a written account of events including time, location, identification of staff involved in the situation.

Step 9: Plan for hazardous materials exposure.

Communities with an abundance of refineries, chemical plants, and other manufacturing facilities are more vulnerable to hazardous materials accidents including hazardous chemical exposures from leaks, spills, and fires. These communities also face a greater threat from potential terrorist attacks due to the inherent nature of chemical plants and refineries. Because responses to both a hazardous materials spill and terrorist attack (i.e. chemical or dirty bomb) would most likely require the same community response (i.e. evacuation of the area or mandatory shelter-in-place), this section will address both of these topics.
Key Acronyms
Provided below is a list of common acronyms that are used by emergency responders when referencing a hazardous materials incident. Review of the terms may be helpful when communicating with responders during a chemical incident.

ACS
American Chemical Society

ASTM
American Society for Testing and Materials

CHEMTREC
Chemical Transportation Emergency Center

DEM
Division of Emergency Management

DPS
Division of Public Safety

EHS
Extremely Hazardous Substances

EMC
Emergency Management Coordinator 

EPA
Environmental Protection Agency

EPCRA
Emergency Planning and Community Right-to-Know Act

EOC
Emergency Operations Center

HC
Hazardous Chemicals

HMIS
Hazardous Materials Identification System

LEPC
Local Emergency Planning Committees

MSDS
Material Safety Data Sheet

NRC
National Response Center

OSHA
Occupational Safety and Health Administration

RRC
Railroad Commission

SARA
Superfund Amendments and Reauthorization Act

SERC
State Emergency Response Commission

Key Definitions

Accident Site: the location of an unexpected occurrence, failure, or loss; either at a regulated facility or along a transport route that results in a release of EPA regulated chemicals.

Acute Exposure: an exposure of short duration to a chemical substance that will result in adverse physical symptoms.

Acutely Toxic Chemicals: can cause both severe short-term and long-term health effects after a single, brief exposure of short duration. These chemicals can cause damage to living tissue, impairment of the central nervous system, and severe illness. In extreme cases, death can occur when ingested, inhaled, or absorbed through the skin.

Aerosol: this substance involves a fine suspension in air or other gas of liquid (i.e. mist, fog) or solid (i.e. dust, fume, smoke) particles small enough to stay suspended.

CHEM-TEL: a private company that provides emergency response organizations with a 24-hour phone response for chemical emergencies.

The Chemical Transportation Emergency Center (CHEMTREC): a centralized toll-free telephone service that provides advice on the nature of chemicals and necessary steps that need to be taken during the early stages of a HAZMAT spill. Upon request, CHEMTREC will contact the shipper, NRC, and the manufacturer of the hazardous materials involved in the incident. They will gain detailed information and provide appropriate follow-up action, as well as, provide on-the-scene assistance when feasible.

Chronic Exposure: continuous or intermittent exposure extending over a long period of time, usually to relatively low material amounts or concentrations.

Corrosive: these chemicals cause visible destruction of, or irreversible alterations in, living tissue by chemical action at the site of contact.

Cold Zone: area outside the Warm Zone (contamination reduction area) that is free from contaminants.
Embryotoxin: a material that is harmful to a developing embryo at a concentration that has no adverse effect on a pregnant female.

Emetic: an agent that induces vomiting.

Exposure Limit: the maximum acceptable concentration in workplace air of a chemical.

Extremely Hazardous Substances (EHS): substances that several HAZMAT laws (EPCRA, CERCLA, SARA, TCRA) require to inventory and submit to the EPA, the SERC, LEPCs, and local fire departments. EHS releases that exceed certain quantities must be reported to the above-listed agencies, as well as, to the NRC. There are roughly 360 EHS’s that are regulated by the EPA.

Hazard: the chance that injury or harm will occur to persons, plants, animals, or property.

Hazard Analysis: the use of a model or methodology to estimate the movement of hazardous materials at a concentration level of concern from an accident site at a fixed facility, or on a transportation route to the surrounding area, in order to determine which portions of a community may be affected by a release of such materials.

Hazardous Chemicals (HC): chemicals, chemical mixtures, and other chemical products determined by U.S. Occupational Health and Safety Administration (OSHA) regulations to pose a physical or health hazard. No specific list of chemicals exists, but the existence of a Material Safety Data Sheet (MSDS) for a product indicates it is a hazardous chemical.
Hazardous Material (HAZMAT): a general term for a substance in a quantity or form that poses an unreasonable risk to health, safety and/or property when manufactured, stored, or transported in commerce. A substance which, by its nature, containment, and reactivity has the capability for inflicting harm during an accidental occurrence, characterized as being toxic, corrosive, flammable, reactive, an irritant, or a strong sensitizer and thereby posing a threat to health and the environment when improperly managed. HAZMATS include EHS’s, HS’s, HC’s, toxic substances, certain infectious agents, radiological materials, and other related materials such as oil, used oil, petroleum products, and industrial solid waste substances.
Hazardous Substances (HS): substances that several HAZMAT laws (EPCRA, CERCLA, SARA, TCRA) require the EPA to regulate if facilities have more than 10,000 pounds of it at a time. Inventories are submitted to the SERC, LEPC, and local law enforcement. Additionally, HS releases above certain levels must be reported to the National Response Center, as well as, the other above-listed agencies. There are roughly 720 HS’s that are regulated by the EPA.
Hot Zone: the area surrounding a particular incident site where contamination does or may occur. All unauthorized personnel may be prohibited from entering this zone.

Lacrimination: the secretion and discharge of tears.

National Response Center (NRC): an interagency organization operated by the U.S. Coast Guard that receives reports when reportable quantities of dangerous goods and hazardous substances are spilled. After receiving notification of an incident, the NRC will immediately notify appropriate federal response agencies which may activate the Regional Response Team or the National Response Team.

Plume: a vapor cloud formation that has shape and buoyancy. The cloud may be colorless, tasteless, odorless, and may not be visible to the human eye.

Regulated Facility: is a plant site where handling, transfer, processing, and/or storage of chemicals are performed. Regulated facilities must report their inventories to the EPA, SERC, LEPC’s, and local law enforcement agencies if the following exists:
· Facility produces, uses, or stores EHS’s in quantities which exceed threshold planning quantities;
· Facility holds one or more HC’s in a quantity greater than 10,000 pounds at any time.
Reportable Quantity: is the minimum quantity of hazardous material released, discharged, or spilled that must be reported to federal, state, and/or local authorities pursuant to the statutes and regulations.

Response: the effort to minimize the hazards created by an emergency by protecting the people, environment, and property and returning the scene to normal pre-emergency conditions.

Toxic Substances: believed to produce long-term adverse health effects. Facilities that manufacture or process more than 25,000 pounds of any designated toxic substance or use more than 10,000 pounds of such substance during a year are required to report amounts released into the environment annually to the SERC and the EPA.
Vulnerable Facilities: are institutions and populations that may be of particular concern during a HAZMAT incident and include the following:

· Institutions with special populations that are particularly vulnerable, or could require substantial assistance during an evacuation (e.g., schools, hospitals, nursing homes, daycare centers, jails).

· Facilities that fulfill essential population support functions (e.g., power plants, water plants, fire and police stations, EMS, etc.).
Hazardous Material Facilities and Spills
Step 7 “Profiling the Community” presented in Phase II identified hazardous materials facilities that are found in the vicinity of the local church. If this has not been done, complete this step before planning for HAZMAT spills.
This step is very important for two reasons: First, it may surprise the church to find out how many hazardous materials facilities are located around it. Second, it may encourage the church to find out more about these facilities to determine what type of threat they could pose if a HAZMAT release occurred.  The church may also realize there are very few facilities near it and that it does not need to place the same level of emphasis on planning for this type of disaster as it does, for example, with flooding.
Before responding to a chemical spill, the church will want to determine what types of hazardous materials facilities surround the church campus. The best place to determine this is by visiting the EPA’s website www.epa.gov. There are two links on this page that will allow you to determine what facilities are near the church. Click on the “Where you Live” link and use the “Search Your Community” links to type in the church’s zip code to find all the hazardous materials facilities located within the footprint of the church.
Phase V Resource Index

The following forms are presented in this resource index:

Checklist E1.1 - Routine Maintenance

Checklist E1.2 - Beyond Routine Maintenance

Form E1.3 - Church Record Storage and Protection Policy

Form E1.4 - Record Retention and Destruction Policy

Table E1.4a - Church Record Retention Schedule

Form E1.5 - IT Asset Inventory

Form E1.5a - Computer Functions and Manual Operations

Form E1.5b - Hardware Configuration List

Form E1.5c - Software Applications List

Form E1.5d - Hardware and Software Recovery Priority List

Form E1.5e - Backup Schedule Chart

Form E1.5f - Vendor Contact List

Checklist E2.1 - Church Facility – Emergency Supplies Kit

Level of Activation Checklist – Level I

Level of Activation Checklist – Level II

Level of Activation Checklist – Level III

Level of Activation Checklist – Level IV

Level of Activation Checklist – Level V

Form E4.1 - Church Location and Flood Susceptibility

Flood Safety Checklist #1 – Flood / Flash Flood Watch Issued

Flood Safety Checklist #2 – Flood Warning Issued

Flood Safety Checklist #3 – Evacuation Necessary

Flood Safety Checklist #4 – After the Flood

Tornado Safety Checklist #1 – Tornado Watch Issued

Tornado Safety Checklist #2 – Tornado Warning Issued

Tornado Safety Checklist #3 – Tornado Warning Lifted

Tornado Safety Checklist #4 – If a Tornado Hits / After the Tornado
Form E6.1 - Church Fire Drill Report

Fire Safety Checklist #1 – Planning and Preparing for Fire

Fire Safety Checklist #2 – Persons Discovering Fire
Fire Safety Checklist #3 – When Alarm Is Sounding
Fire Safety Checklist #4 – Controlling the Fire
Fire Safety Checklist #5 – Evacuation and Sheltering in Place
Fire Safety Checklist #6 – Silencing the Alarm
Fire Safety Checklist #7 – After the Alarm
Form E7.1 - Handling Procedures for Suspicious Mail

Form E7.2 - Documenting a Bomb Threat

Suspect Identification Chart
Form E8.2 - Suspect Identification Description Sheet

Form E8.3 - Hostage Checklist
Checklist E1.1 – Routine Maintenance
Routine preventative maintenance can help minimize greater damage to a church facility during a disaster. Often, insurance claims can be denied if routine maintenance issues are allowed to go unresolved; which creates a “pre-existing condition.” It is imperative the church property (i.e. buildings and grounds) have routine maintenance checks and resolve problems as soon as they appear.
· Check roofs and foundations annually. If roof is leaking, or foundation has problems, schedule for repair.

· Monitor use of candles and open flames. Assign someone to be in charge of knowing when these will be used.

· Test smoke detectors annually. If the alarms are battery operated, replace batteries annually.

· Inspect HVAC equipment annually. If HVAC needs maintenance, schedule for repair.

· Have an electrician inspect the wiring, power connection, and circuit boxes annually.

· Inspect water heaters annually.

· Provide backups and surge protection for all power sources.

· Clean out gutters and drains annually.

· Maintain grounds and fences.

· Trim all trees away from church rooflines annually.

· Check the security of canopies and covered walks on a regular basis.

· Check Emergency Supplies. Exchange food and water supplies every 6 months.

· Insure vehicles have updated preventative maintenance.

· Insure jumper cables are on hand.

Checklist E1.2 – Beyond Routine Maintenance
If severe weather is forecasted (i.e. thunderstorms, hurricanes, etc.), use the following checklist as a guide to reduce risk of unnecessary damage.
· Close blinds and curtains to minimize damage from broken windows.

· If possible, position computers and other electronic equipment away from windows.

· File and secure all papers, books, and archival materials.

· Cover computers and furniture with heavy plastic to prevent wind and rain damage from broken windows.  Elevate computer towers off floor if computers are located on ground floor.

· If high winds are anticipated, board vulnerable windows.

· If high winds are anticipated, remove outside furniture and store inside.

· If high winds are anticipated, remove rooftop satellite dishes.

· Check the integrity of storage sheds; close and lock the doors.

· Check the security of all doors.

· Check attic spaces and windows for leaking after every storm.

Form E1.3 – Church Record Storage and Protection Policy
Create a Church Record Storage and Protection Policy by answering the following questions:

1. How will inactive records be stored?

2. Where will inactive records be stored?

3. Does the storage location contain a fire extinguisher and/or fire suppression system?  Yes / No
If no, make arrangements to have one or both installed.
4. What will the policy be concerning smoking, eating, and drinking in the storage area?

5. How will you control access to the storage area?

6. Who will have access to the storage area?

7. How will you store important records, books, and marriage licenses/packets?

8. Who will have access to view important records, books, and marriage licenses/packets?

9. Other points the leadership team wishes to include in the Church Record Storage and Protection policy?

Form E1.4 – Record Retention and Destruction Policy
Create a Record Retention and Destruction Policy using Table #.4.1. NOTE: Consult your tax attorney and/or lawyer to verify how long church records must be retained in your state. Enter each record type below and indicate how long it needs to be retained, as well as, how it will be destroyed (if applicable).
Record Type
How Long to Retain
How to Destroy (if applicable)

Table E1.4a – Church Record Retention Schedule

[image: image18.emf]Type of Record Length of Retention

Audit Reports Permanent

Bank Statements, Cancelled Checks Current Fiscal Year and 5 Previous Fiscal Years*

Collection Envelopes Current Calendar Year and 2 Previous Calendar Years*

Church Bulletins Permanent

Church Census Permanent

Construction Records (contracts, correspondence, 

specifications, drawings, etc.)

Permanent

Contribution Records Current Calendar Year and 5 Previous Calendar Years*

Correspondence Files (letters and memos) Permanent

Deeds, Blueprints Permanent

General Ledger Permanent

Marriage Licenses /  Packets 80 Years from the Date of Marriage*

Meeting Minutes (i.e. board, annual meeting, etc.) Permanent

Paid Bills and Receipts Current Fiscal Year and 5 Previous Years[1]*

Personnel Files 10 Years after Termination of Employee*

Receptionist Logs / Visitor Sign-in Sheets Current Calendar Year and 3 Previous Calendar Years*

Registers (marriage, burials) Permanent

State and Federal Tax-Related Documents Current Calendar Year and 5 Previous Calendar Years*

Tax Exemption Records (certificates and 

correspondence)

Permanent

Telephone Message Books / Pads Current Calendar Year*

Timecards / Sheets Current Calendar Year and 3 Previous Calendar Years*

*Verify length of retention periods with your church lawyer and/or tax attorney

[1] Bill and Receipts for Capital expenditures should be kept for the life of the equipment.


This table can be downloaded at www.hopebeginshere.org under “Church Preparedness” and “Templates & Resources.”

Form E1.5 – IT Asset Inventory
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This form can be downloaded at www.hopebeginshere.org under “Church Preparedness” and “Templates & Resources.”

Form E1.5a – Computer Functions and Manual Operations
Create and maintain a Computer Functions and Manual Operations Plan. Identify functions performed by your computer systems and develop processes and procedures to accomplish those tasks manually (e.g., using manual accounting methods and record keeping).

Critical Computer Function
Manual Option (define associated processes and procedures)

Form E1.5b – Hardware Configuration List
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Hard Drive 

Speed

Operating 

System

Critical for 

Recovery


This form can be downloaded at www.hopebeginshere.org under “Church Preparedness” and “Templates & Resources.”
Form E1.5c – Software Applications List
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This form can be downloaded at www.hopebeginshere.org under “Church Preparedness” and “Templates & Resources.”

Form E1.5d – Hardware and Software Recovery Priority List
Prioritize the recovery order of all critical hardware and software.
Recovery Order

Computer Hardware or Software
Form E1.5e – Backup Schedule Chart
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This form can be downloaded at www.hopebeginshere.org under “Church Preparedness” and “Templates & Resources.”
Form E1.5f – Vendor Contact List

[image: image23.emf]Business Contact Phone Ext. Fax Email Street Address City State Zip


NOTE: Include alternate vendors for essential supplies, equipment, and service you need.
This form can be downloaded at www.hopebeginshere.org under “Church Preparedness” and “Templates & Resources.”
Checklist E2.1 – Church Facility – Emergency Supplies Kit
Prepare an emergency supply kit to keep on-hand in your church. Periodically rotate product with new supplies.

· Food: Ensure enough food is onsite to feed each staff member, student, and church visitor in the event a disaster strands occupants in the church. Canned foods are the easiest to stock due to their extended shelf life and easy storage. Rotate canned goods annually. All other food supplies should be rotated every 6 months. Food rotated out of the emergency supplies can be donated to parishioners in need or to a food shelter. For more information on the types of food to include in your emergency supplies, reference Convoy of Hope’s HOPE Begins Here Family Preparedness Kit Checklist at www.hopebeginshere.org. 

Be sure to include a manual can opener, cooking and eating utensils, and basic seasons (salt, pepper, sugar, etc.) in your supplies.
· Water: Plan to store enough water to supply each staff member, student, or visitor for 3 days. The standard recommendation is one gallon per person per day; this will provide adequate supplies for drinking, cooking, and personal hygiene. Date the water containers and replace them every 6 months.

If there is not an adequate water supply, water may be purified by boiling
 for 5 – 10 minutes or by adding drops of unscented household bleach containing 5.25% hypochlorite. The Federal Emergency Management Agency recommends 16 drops of bleach per one gallon of water. Purification tablets or a filter system designed for backpackers also works well.

Level of Activation Checklist – Level I

Consists of non-threat period in which normal disaster planning takes place. Be sure to keep informed of developing tropical systems.

· Review the Routine Maintenance Checklist.
· Conduct meeting to review Hurricane Plan with key staff members. Schedule drill of plan prior to Hurricane Season.

· Make sure that videotape or photographs of interior/exterior of facility are up to date in order to verify insurance claims and store in safe location.
· Verify all emergency service contact phone numbers are up-to-date.
· Review all vendor/supplier agreements and make sure they are still current (e.g., water).

· Review all agreements for sheltering and transportation (if applicable).

· Review Church Facility – Emergency Supply Kit to ensure all necessary supplies are on hand.

· Review staff rosters, call-down procedure and phone trees to ensure accuracy.

· Make sure the church office is equipped with a Weather Band AM radio for weather reports.
Level of Activation Checklist – Level II
A Tropical Storm/Hurricane Watch has been issued for the area. Normally a strike is predicted within 36 to 48 hours.
· Initiate call-down procedures to inform staff and volunteers that an evacuation is possible.

· If the church functions as a Red Cross Emergency Shelter, please review agreements in preparation of opening the shelter.

· Track and monitor location of the storm. Contact your local National Weather Service office for storm coordinates.

· Conduct briefing of staff and volunteers to review hurricane procedures and provide update on the storm.  

· Advise staff to implement personal and family preparedness plans.
· Test the cellular communications system.

· Make sure that emergency supplies are up to date. Procure additional supplies if necessary.

· Collect and set up all battery chargers for cell phones.

· Insure all staff members top off fuel tanks and check fluid levels in their vehicles.

· Obtain boxes/cartons to pack food and supplies should evacuation be necessary.

· Review Staff List/ Assign 24 hour staffing if necessary.

· Establish a storage area for food and water brought in by staff and volunteers.

· Ensure that all office/service locations have prepared a pre-recorded message on answering machines and voicemail that can be activated if offices close in the future.

· If congregation has a Day Care or Pre-K program, inform parents and caregivers that they will be contacted by telephone if a decision is made to close the facility.
· If church has a food pantry or provides client assistance, case managers should work with each client to make sure that they are prepared for the disaster. Encourage them to evacuate to a designated shelter or to stay with family or friends if they live in a vulnerable area. Also provide clients with a Family Preparedness Kit (e.g., Convoy of Hope’s HOPE Begins Here Family Preparedness Kit) and review the emergency supply checklist with them.

· Have volunteers call vulnerable parishioners in the church. Make a list of parishioners who need transportation to a shelter.

· Review Hurricane Level III Checklist.

Level of Activation Checklist – Level III
A Tropical Storm/Hurricane Warning has been issued for the area. A strike is predicted within 24 to 36 hours.
· Set up and move to a central location for disaster planning. This will be the “Emergency Operations Center” for the church.

· Follow Beyond Routine Maintenance Checklist.

· Obtain sufficient travelers checks and cash for 7 days of operations.
· Call the County Emergency Operations Center and seek advice on whether or not your evacuation plan should be activated.
· Track and monitor location of the storm. Contact your local National Weather Service office for storm coordinates.

· Call key staff together to discuss whether or not your evacuation plan should be implemented.

· Decide if church offices are closing.

· If church office is closing during non-working hours, initiate call-down procedure. Call-in those staff who will be needed to help secure the building.

· If decision is made to close church during working hours, send all non-essential staff home.
· Notify callers of plans to close office.

· Review evacuation procedures.

· Contact your County Emergency Operations Center every 4 hours to receive updates. Brief staff on updates.

· Review emergency and disaster supplies, making sure they are all accessible.

· Make sure bleach is readily accessible.

· Make sure ice chests are accessible.

· Install plywood over doors and windows.

· Disconnect all electrical appliances and equipment.
· Establish damage assessment teams from staff willing to volunteer.

· Secure, brace, or remove antennas and loose objects.

· Bring in all signs, lawn furniture, or other loose objects that are normally left outside.

· Secure all items that cannot be brought inside.

· Fill all available storage containers with water.

· Secure at least six, 3-5 gallon buckets, which can be filled with water and used to flush toilets.

· Borrow or rent a gasoline-powered chain saw.

· Start recruiting drivers who can transport special needs parishioners to shelters.

· Change message on answering machine.

· Review Level IV Checklist.

Level of Activation Checklist – Level IV
Landfall is imminent with impact to the surrounding area within 12 to 24 hours.

· Clean and store all cooking and eating utensils.  

· Limit eating to perishable food; reserving non-perishable foods for later as needed.

· Fill ice chests with ice.
· Fill gallon buckets with water that can later be used for flushing toilets.
· If staff, volunteers, and family are using church as a shelter, make sure all stay indoors until winds have diminished below Tropical Storm Force Level.
· Monitor TV stations for the latest storm updates.

· Drive special needs parishioners to emergency shelters.

· Start using disposable serving and eating containers and utensils.

· Box all dry and canned goods.

· Box all needed cooking utensils, disposable plates, silverware, and cups in case of evacuation.

· Contact your local National Weather Service office or the County Emergency Operations Center to determine when you are to anticipate the first hurricane force winds, top winds expected, the duration of the hurricane force winds, and the expected amount of rainfall.

· Move everyone possible into the interior of the facillity at least 30 minutes prior to the expected arrival of tropical storm force winds.
· Turn off circuit breaker for all electricity except lights in the rooms where people are housed and for refrigeration.

· If power goes off, turn off main breaker.
· Review Level V Checklist.
Level of Activation Checklist – Level V
Recovery Period after storm passes and winds have diminished. If flooding has occurred, please refer to the “After the Flood” Checklist in the Flooding Section.

· Call key staff and discuss preliminary needs and damage assessment. Damage and needs assessment to be complete within first 24 hours.

· If the facility has sustained substantial damage, implement evacution procedures and move to an alternate location (partner congregation?).
· Contact the County Emergency Operations Center and obtain information on road closures and flooding. This will enable the leadership team to inform staff wishing to survey their homes what roads are dangerous.
· Remove plywood from all windows and doors.
· Inspect all rooms for damage and/or water leaks. Call 911 if power lines are down or if you smell gas or smoke.

· Inspect exterior of building for damage.
· Check cable TV and antennae TV to determine if operational.

· Disconnect all electrical equipment if there is power fluctuation.

· Assign family member and/or volunteers to monitor portable radios to determine which stations are operational.

· Take detailed documentation (photos, video) for submission of claims to church’s insurance company.
· Prepare reports outlining needs and damage assessment.
· Prepare list of initial needs, as well as, damage assessment and give to the Senior Pastor, Administrative Pastor, or his/her designee.

· Work with staff to determine if there are any injuries or personnel requiring medical attention.

· Conduct a head count to ensure that all residents, staff, and family members are accounted for.
· Ensure that all records are safe.

· Inspect supplies for damage.
· Remove fallen trees and debris only if work can be done safely. Downed trees and debris can create a potential fire hazard, as well as, serve as a refuge for unwanted rodents and snakes.
· Call church staff if office is to remain closed.
· If church is to remain closed, activate alternative site for services and operations.
· If facility is designated as a disaster relief site, activate plans for operation.
· Begin organizing volunteers to help the community after the disaster.
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Form E4.1 – Church Location and Flood Susceptibility
Using flood insurance rate maps, determine if the church facility is in the floodplain.
1. Locate the church facility on the floodplain map.
2. Note the panel number:

3. What flood zone is the church located in?
The following questions are designed to assist you in assessing the extent to which the church facility is flood proof.
1. If the church property is flooded, which buildings would be the most vulnerable?

2. Are church records and valuable papers stored in an area that would be safe from at least six feet of flood water? Is there watertight storage available for valuables?

Flood Safety Checklist #1 – Flood / flash Flood Watch Issued
Conditions are favorable for flooding or flash flooding. Often flood and flash flood watches are issued during severe thunderstorms. This does not mean flooding will occur; only that it is possible.
· Review the Beyond Routine Maintenance Checklist.
· During a flood watch, stay tuned to local radio or television stations for further information.

· Inform staff, clients, and visitors of severe conditions and the potential to limit activities.

· Ensure flashlights, weather-band radios, and extra batteries are available.

· Ensure all staff with cellular telephones are inside the facility; not outside with their phones.

· Continue any type of indoor activity.

· Check all emergency food supplies and procure more water if necessary.

Flood Safety Checklist #2 – Flood Warning Issued
A forecast of impending floods will include a description of the potential body of water affected, the severity of the expected flooding, and when and where the flooding may begin.

· Report flood warning upgrade to all church staff and program directors.
· Inform all visitors, parishioners, and staff that a flood warning has been issued and prepare for transfer to a safe area (if located in the floodplain).

· If time permits, gather emergency supplies together in a safe area (i.e. bottled water, batteries, flashlights, weather band radios, cellular telephones, and first aid kit), preferably as high off the floor as possible.

· Prepare emergency medical supplies for removal to safe areas.
· Unplug all unnecessary electrical equipment (radios, TV sets, clocks, computers, etc.).

· Cover all computers with plastic sheeting and elevate computer towers off the ground.

· Prepare records for immediate removal.  
· Office personnel should continue to monitor telephones.
· If evacuation is ordered, unplug all electrical office equipment.
· Some state laws do not require mandatory evacuation; therefore, no mandatory evacuation will ever be given. For this reason, church leaders should interpret recommended evacuations as mandatory.
· If the church has an emergency generator make sure it is operable and has an adequate supply of fuel.

· Store all outside moveable objects in designated areas. Items left out can cause additional damage due to the high velocity generated by floodwaters. Propane tanks are a great hazard and have been known to start fires from bumping into buildings.

Flood Safety Checklist #3 – Evacuation Necessary
· If evacuation is necessary, evacuate staff, parishioners, and church visitors as quickly as possible to a pre-determined location.
· Once evacauation has occurred, perform a head count to ensure all staff, parishioners, and church visitors are present.
· Should any person be missing, report person’s name to the Disaster Preparedness & Response Leadership Team Coordinator immediately.
· Do not return to look for missing persons. Special search teams are needed for this purpose.

Flood Safety Checklist #4 – After the Flood
· Call key staff and discuss preliminary needs and damage assessment. Damage and needs assessment should be completed within the first 24 hours.
· Inspect all rooms for damage and/or water leaks. Call 911 if lines are down and if you smell gas or smoke. Use flashlights to inspect church buildings. Do not use an open flame. There could be gas leakage from broken pipes. Do not talk on a telephone in an area where a gas leak is expected. Do not use candles, lanterns, or open flames unless you are sure the gas has been turned off and the area aired out.

· Inspect exterior of buildings for damage. Report broken utility lines or other service interruptions to the proper authorities.
· Check cable TV and antenna TV to determine if operational.

· Disconnect all electrical equipment if there is any power fluctuation. Do not handle live electrical equipment in wet areas; electrical equipment should be dried and checked before using.

· Turn on the utilities only after advised it is safe to do so and turn on one at a time to ensure proper working condition.

· Take detailed documentation (photos, video) for submission to church insurance company.
· Prepare reports outlining needs and damage assessments.
· Prepare list of initial needs, as well as, damage assessment and give to the Senior Pastor, Administrative Director, or his/her designee.

· Insure that all records are safe.

· Remove fallen trees and debris only if work can be done safely. Downed trees and debris can create a potential fire hazard, as well as, serve as a refuge for unwanted rodents and snakes.
· Until local authorities proclaim the public water supply is safe, boil water vigorously for five minutes before using for drinking.
· Monitor the radio and television for recommendations regarding drinking water, utility outage, road conditons, and more.
· Clean everything that got wet. Floodwaters have picked up sewage and chemicals from roads, farms, factories, and storage buildings. Throw out all food, medicine, or cosmetics that have come in contact with flood water.  These are health hazards. When in doubt throw it out.
· Dry rugs and carpet as quickly as possible to prevent further damage.
· Shovel out mud while it is still moist.
· Call church staff if office is to remain closed (if this disaster occurs after-hours).
· If church is to remain closed, activate alternative site for services.
· Begin organizing volunteers to help community after the disaster

Tornado Safety Checklist #1 – Tornado Watch Issued
Conditions are favorable for tornados to develop. Often tornado watches are issued during severe thunderstorms. This does not mean that a tornado will occur only that it is possible.
· Review the Beyond Routine Maintenance Checklist.
· During a tornado watch, stay tuned to local radio or television stations for further information.

· Inform staff, clients, and visitors of severe conditions and the potential to limit activities.

· Make sure flashlights, weather-band radios, and extra batteries are available.

· Ensure all staff with cellular telephones are inside the facility; not outside with their phones.

· Continue any type of indoor activity.
· If meals are required plan on a cold plate meal, assuming the possibility of a power failure or interruption.

· Report food inventory to the appropriate staff member (i.e. number of meals and supplies available).

· Double-check outdoors and indoors for any objects that might become projectiles if blown about in a high wind.

· If applicable, make sure dumpsters and storage areas are securely locked.
· Keep staff, parishioners, and visitors away from windows.

· Draw all windows and blind coverings.

· Have first aid kits and disaster kits available.

· Secure and lock up all confidential records.

· Bring all staff inside and ensure they remain in the building until the “All Clear” message is given.

Tornado Safety Checklist #2 – Tornado Warning Issued
A funnel cloud or tornado on the ground has been spotted.

· Report Tornado Warning upgrade to all church staff and program directors.

· Inform all visitors, parishioners, and staff that a tornado warning has been issued and move them to the designated shelter area in the church away from windows.

· If time permits, gather emergency supplies and bring them to the shelter area (i.e. bottled water, batteries, flashlights, weather band radios, cell phones, and first aid kits).

· Provide each person with a blanket or other material to use as a cover against flying objects.
· Close all doors to offices.

· If time permits, be certain electricity and water lines are shut off.
· Office personnel should continue to monitor telephones.
· Ensure all church records are locked and secured.
Tornado Safety Checklist #3 – Tornado Warning Lifted

· If tornado warning has been lifted, but the watch is still in effect, continue with protocol under Tornado Safety Checklist #1 – Tornado Watch Issued.
· If all warnings and watches have been lifted, give “all clear” status to church staff and program directors and resume normal operations.

Tornado Safety Checklist #4 – IF A Tornado HITS / AFTER THE TORNADO

· Remain in the shelter area. An average tornado lasts for only 8 to 10 seconds; but more tornados may have been spawned from the same storm.

· Immediately call 911.
· Conduct a head count, checking staff and other guests on the campus for injuries. Apply first aid if needed.

· Notify Senior Pastor or Administrative Pastor of any injuries sustained by parishioners, visitors, or staff.

· Inform staff, parishioners, and visitors not to panic; they will react as you do so remain calm. Help will be on the way immediately. There will be ambulances, rescue units, law enforcement, firemen, and other emergency professionals arriving within minutes of the disaster.
· If the facility has sustained substantial damage, implement evacution procedures and move to an alternate location (e.g., partner church).
· If evacuating, make sure to take all emergency supplies out of the facility. Also, leave word where evacuating to as people will need to know where to pick up staff, parishioners, or visitors.
· Call key staff and discuss preliminary needs and damage assessment. Damage and needs assessments should be complete within the first 24 hours.
· Inspect all rooms for damage and/or water leaks. Call 911 if lines are down or if you smell gas or smoke.

· Inspect exterior of building for damage.
· Check cable TV and antenna TV to determine if operational.

· Disconnect all electrical equipment if there is any power fluctuation.

· Turn on the utilities only after advised it is safe to do so and turn on one at a time to ensure proper working condition.

· Take detailed documentation (photos, video) for submission to church insurance company.
· Prepare reports outlining needs and damage assessments.
· Prepare list of initial needs, as well as, damage assessment and give to the Senior Pastor, Administrative Pastor, or his/her designee.

· Ensure that all church records are safe.
· Remove fallen trees and debris only if work can be done safely. Downed trees and debris can create a potential fire hazard, as well as, serve as a refuge for unwanted rodents and snakes.
· Call church staff if office is to remain closed. (If this disaster occurs after-hours.)
· If church is to remain closed, activate alternative site for church services.
· Begin organizing volunteers to help community after disaster.
FORM E6.1 – Church Fire Drill Report
Date: 

Day of Week: 




  
 

Time Started: 
 (AM/PM)

Time Completed: 
 (AM/PM)

Elapsed Time: 

Location of simulated fire: 

Who discovered simulated fire? 

Actual time simulated fire was discovered:  
 ( AM

 ( PM
Fire Alarm Activated by: 

Was CODE RED announced? 
 ( Yes    ( No

Was fire alarm heard? 

 ( Yes    ( No

Points of safety used: 


Were fire extinguishers brought to simulated fire?    ( Yes    ( No  

If yes, by whom: 

Names of staff members who participated: 


What staff, parishioners, or visitors required assistance? List Names: 


If applicable, what staff, parishioners, or visitors refused to participate in the drill?  List Names: 


Comments: 


Person in charge of fire drill: 




Signature of Employee
Date Completed

Fire Safety Checklist #1 – Planning and Preparing for Fire

· Schedule fire drills monthly under the direction of the Senior Pastor or Administrative Pastor.

· Assign fire duties for staff. Each floor of the church building(s) should have a fire marshall.
· Complete a Church Fire Drill Report to give to the Senior Pastor or Administrative Pastor.

Due to the speed of which a fire can occur, it is unnecessary to have an assigned checklist of what to do during the fire since the person who discovers the fire will most likely put it out and those around will help respond.
Fire Safety Checklist #2 – PERSONS DISCOVERING FIRE

· When trying to determine the source of a fire, look for smoke/fire or smoke detectors with solid red lights on. Any of these signs would indicate the source of the alarm.

· When a fire is discovered, immediately call 911 and then notify the pastoral or administrative staff person in charge.

· Evacuate all church personnel to a safe distance away from the fire as soon as possible.

· If the fire can be effectively contained, obtain one of the ABC fire extinguishers from the area nearest you and attempt to put out the fire.

· If the fire is too large to extinguish, try to confine it to one specific area (e.g., closing door behind fire).

· Report to the Disaster Preparedness & Response Coordinator and give him/her complete details of what actions you have taken and then await further instructions.

· If unable to extinguish the fire, prepare to remove records and other items of importance if ordered to do so.

Fire Safety Checklist #3 – WHEN ALARM IS SOUNDING

· Immediately upon hearing the alarm, announce CODE RED over the telephone intercom, and state the location of the fire.

· If fire alarm does not go off, pull the fire alarm nearest to you.
· Dial 911 and confirm that the Fire Department has been notified of the fire.

· Notify the Senior Pastor or Administrative Pastor immediately.

· Attempt to secure extra flashlights so church personnel will have light if needed.
· When the fire department arrives, they are in charge. Upon arrival, get in touch with the Fire Chief in charge and give them a full report on all actions taken.


Fire Safety Checklist #4 – CONTROLLING THE FIRE

· Smother fire with a blanket or sheet.

· Use a fire extinguisher. The two closest fire extinguishers should be brought to the fire location.

· Use appropriate method to extinguish the fire.


Fire Safety Checklist #5 – EVACUATION AND SHELTERING IN PLACE

The principal responsibility of the Senior Pastor, Administrative Pastor, or other supervisor on duty is to ensure all church staff, parishioners, and visitors know the location of the nearest exit to their location. This information should be readily available at all times.
· Ensure that all posted evacuation routes are followed. Prepare evacuation maps in advance based upon church floor plans.
· Priority for evacuation should always be:

4. Those in immediate danger.

5. Ambulatory: A person who is able to leave a building unassisted under emergency conditions.

6. Non-Ambulatory: A person who is not able to leave a building unassisted under emergency conditions.

Assembly Areas
· All church staff will assemble at (location) 
.
· After the building(s) have been evacuated, the staff member in charge will conduct a “head count” to ensure every individual has been accounted for.

Congregation Evacuation
· If a fire occurs in a church building, your first priority is to ensure the safety of staff, parishioners, and visitors in the immediate area. Get them clear of the fire as soon as possible. Instruct available staff to assist everyone in the building to the nearest exit as quickly as possible.
· If enough staff is available, station one staff member in each of the exits to help others exit building.

· If time and staff permit, double-check as many rooms as possible to ensure that no one is remaining. Once they have verified the rooms are empty, instruct them to evacuate the building as quickly as possible.

In-Place Sheltering and Exiting from a Room
If staff and parishioners cannot be evacuated from the building due to smoke and/or fire, move them within the church as far away as possible from the direction of the fire and proceed with the following precautions:

· Instruct staff and parishioners to stay in their locations with the door closed.

· If available, place wet towels around openings in doors to seal the room.

· If available, use a wet towel to cover your face.

· If it is safe to exit using the window, open the window and climb out and proceed to the assembly area. Assistance will likely have to be given to staff and parishioners to accomplish this. Have staff members go outside to assist others climbing out of windows.

· If it is not safe to exit from the window, shut off the furnace and air conditioner.

· Check on staff and parishioners periodically until the Fire Department has advised that it is safe to discontinue the protective actions.

· When the Fire Department has given the “ALL CLEAR” sign, move relocated staff and parishioners back to their respective locations.

Fire Safety Checklist #6 – SILENCING THE ALARM

· Fire alarm should only be silenced when instructed to do so by authorized personnel.
· Wait for the Fire Department.

· Contact the Senior Pastor, Administrative Pastor, or Disaster Preparedness & Response Coordinator.

· If there is no fire, the alarm should only be silenced after all buildings have been thoroughly searched to confirm no fire exists and you are advised to do so by authorized personnel.

Fire Safety Checklist #7 – AFTER THE ALARM

· Call key staff and discuss preliminary needs and damage assessment.
· Do not enter and inspect the church after a fire. Leave the inspection to your local Fire Chief, building inspectors, as well as, church insurance representatives.
FORM E7.1 – Handling Procedures for Suspicious Mail
As a guide to completing this section, answer the following questions:
1. What procedures are in place for screening mail?

2. Where is the church’s mail facility located? Is it in an open area? What can the church do differently to prevent the spread of anthrax from the mailroom?
3. What experience does the church have at our current facility with telephone, mail, or personal threats?
Ending of Threat

A bomb threat is considered “over” if and when:

· A thorough search reveals nothing suspicious; or
· Local authorities have concluded the investigation, search or removal efforts and determined that the church is not in danger.
Once a bomb threat is over the Senior Pastor or Administrative Pastor should:

· Inform staff that threat is over;
· Direct staff and parishioners back into the building; and,
· Instruct all staff to return to their duties.

FORM E7.2 – Documenting a Bomb Threat
(This form also may be used for obscene phone calls)

1. When is the bomb going to explode?

2. Where is it right now?

3. What does it look like?

4. What kind of bomb is it?

5. What will cause it to explode?

6. Did you place the bomb?  Yes / No
If yes, why?

7. What is your address?

8. What is your name?

9. Exact wording of the threat.
10. General caller characteristics.

Sex:
( Male

( Female

Age Group:
( Adult

( Youth / Teenager

Origin of Call:
( Cell

( Local


( Long Distance

( Phone Booth

Voice Characteristics:
( Deep

( Drunk

( High Pitch

( Loud

( Pleasant

( Raspy

( Soft

( Other: 

Speech:
( Fast

( Slow

( Distinct

( Distorted

( Stutter

( Nasal

( Slurred

( Lisp

Accent:

( Not Local

( Region: 

Language:
( Excellent

( Fair

( Foul

( Good

( Poor


( Other: 

Manner:
( Angry 

( Calm

( Coherent


( Deliberate

( Emotional


( Incoherent

( Irrational


( Laughing


( Rational

( Righteous
Background Noises:
( Airplanes


( Animals

( Chaos

( Factory Machinery

( Mixed

( Music


( Office Machines


( Party Atmosphere

( Quiet

( Street Traffic

( Trains

( Voices

( Other

Person receiving call:

Call length: 



Number where call received: 


Time call began: 


Time call ended: 


Date: 



· Immediately report threat to Senior Pastor or Administrative Pastor.
· Call 911 and notify local law enforcement.
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FORM E8.2 – Suspect Identification Description Sheet
Sex:
(   Male
(   Female
Nationality: 


Complexion: 




Height: 


Weight: 




Age: 


Hair color: 



Type of haircut: 




Type of facial hair and distinguishing facial marks:

Wearing a hat?  Yes / No

Description of clothing and shoes:

Visible scars, tattoos, or birthmarks on body:

Type of weapons:
Voice characteristics:
(  Deep
(  Drunk    (  High Pitch    
(  Loud    (  Pleasant    (  Raspy

(  Soft
(  Other: 

Speech:
(  Fast 
(  Slow    (  Distinct    (  Distorted    (  Stutter    (  Nasal

(  Slurred
(  Lisp

Comments:

FORM E8.3 – Hostage Checklist

[image: image26]
· Dial 911 to notify law enforcement.

· Meet law enforcement officials outside.

· Obtain the following available information:

1. Time hostage situation began:
2. Description of hostage circumstances and events:
3. Number of hostage takers:

4. Weapons involved:

5. Who they have taken hostage:
6. Demands made:
· Notify Senior Pastor or Administrative Pastor of the situation.

· Notify all areas of the church by telephone.
· Assign staff to remove parishioners and visitors from the hostage areas, if possible.
· Arrange for transportation of anyone requiring relocation.
· Maintain a written account of events including time, location, identification of staff involved in the situation.
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Rating Hurricanes





Hurricanes vary in power and speed. The Saffir-Simpson scale breaks them into the following categories according to wind speeds:





Category 1:	74-95 mph


Category 2:	96-110 mph


Category 3:	111-130 mph


Category 4:	131-155 mph


Category 5:	156+ mph





Categories 1 & 2: Minor damage to stable structures, major damage to mobile homes, vegetation and piers; some coastal flooding.





Category 3: Structural damage to small residences and utility buildings. Mobile homes are destroyed. Terrain continuously lower than 5 feet above sea level may be flooded inland 8 miles or more.





Categories 4 & 5: Most deadly and destructive. Can create result in roof failure and building collapse. Massive beach erosion is caused by the storm surge. Flooding occurs in areas 15 feet above sea level and along the coastline, requiring evacuation of residential areas for up to 10 miles inland.








Levels of Activation





Level I: Consists of non-threat period in which normal disaster planning takes place. Make sure to stay informed of developing tropical systems.





Level II: A Tropical Storm/Hurricane Watch has been issued for the area. Normally a strike is predicted within 36 to 48 hours. Use volunteers to call vulnerable parishioners to see if they need assistance in evacuating.





Level III: A Tropical Storm/Hurricane Warning has been issued for the area. A strike is predicted within 24 to 36 hours.





Level IV: Landfall is imminent with impact to the surrounding area within 12 to 24 hours.





Level V: Recovery period after storm passes and winds have diminished.





After the Storm





Important Hurricane Related Warnings and Cautions:





Vertical Evacuation (moving to a second or third floor) during strong hurricanes is not safe. Storm surges can wipe out foundations and/or first floors destroying the upper floors in the process.


Tornadoes can be spawned by hurricanes causing additional high winds and damage.


Do not touch dangling or loose wires.


If area is flooded, do not turn on lights or appliances until an electrician checks them out.


When flooding accompanies a hurricane, snakes and rodents can become a hazard.


Disruption of garbage and trash pickup can pose a problem. Food that cannot be used or saved after a storm should be buried rather than left out to attract animals.


Looting can also be a problem after a storm. Work with local authorities and remember at all times personal safety is of utmost importance.


Check with local civil defense or emergency management agencies before using any water after a flood. Water sources may be contaminated. If your facility is serviced by a well, water must be tested before use.





Tropical Storm Allison – The Record Breaker





Most costly and deadly tropical storm that did not reach hurricane strength in U.S. history.


Most costly urban flood in U.S. history.


Seventh most costly tropical cyclone since 1900.


Seventh most costly natural disaster in U.S. history.


Sixth most costly insured loss disaster in U.S. history.


Third largest federally declared disaster since 1996.


Most costly natural disaster in Houston region.


Most costly tropical cyclone in American Red Cross history.


Most costly flood in the history of the National Flood Insurance Program.
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Figure 2:  Example of a Floodplain Map www.efloodmap.com





Rating Tornados





Tornados are rated by wind speeds and damage in the Fujita Pearson Scale:





F-0:	40-72 mph	Chimney damage, tree branches broken.


F-1: 	73-112 mph	Mobile homes pushed off foundation or overturned.


F-2:	113-157 mph	Considerable damage, mobile homes demolished, trees uprooted.


F-3:	158-205 mph	Roof and walls torn down, trains overturned, cars thrown.


F-4:	207-260 mph	Well-constructed walls leveled.


F-5:	261-318 mph	Homes lifted off foundations and carried considerable distances; automobiles thrown as far as 100 meters.	
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A Class A fire involves ordinary combustibles such as paper, wood, cloth, etc.; and is normally extinguished by cooling. Extinguishing agents include dry chemical foam, water, and carbon dioxide.





A Class B fire involves flammable liquids such as gasoline, oil, grease, alcohol, etc.; and is normally extinguished by smothering. Extinguishing agents include dry chemicals, foams, carbon dioxide, and water fog.
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A Class C fire involves electrical equipment such as appliances or wiring and is usually extinguished by smothering.  A nonconductive extinguishing agent such as dry chemicals or carbon dioxide must be used to prevent injury.
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A Class D fire involves metal filings such as Magnesium, Potassium, Sodium, Titanium, and Zirconium. Special dry powder agents and application techniques are required to extinguish these fires. Normal extinguishing agents should not be used, as there is a danger of a chemical reaction.





Preventing Arson





Churches are often an easy target for arsonists because many are located in isolated areas, remain empty much of the time, and are constructed of wood and furnished with wooden pews.





The U.S. Fire Administration provides these simple safety tips to prevent arson:





Illuminate the exterior and all entrances.


Keep shrubs and trees trimmed so building can be observed by passing patrols.


Use adequate locks and security devices on doors and windows.


Communicate with law enforcement and fire officials about concerns regarding arson and other crimes.


Keep boxes, trash, wood, and other combustibles away from building.


Install smoke detectors on every level of building and test batteries once a month. Replace smoke detector batteries at least once a year.





Summary of Required Actions





Use the following R.A.C.E. acronym to remember �simple fire procedures:





R	“Rescue”	Move personnel from area of immediate danger.





A	“Alarm”		Announce: “Code Red”





C	“Contain”	Close all doors and windows; shut off fans, air conditioners, and other ventilating equipment.





E 	“Extinguish”	Know the location of the nearest fire extinguishers and use them to extinguish the fire.





Person Aflame





Technique for suppressing (i.e. smothering) a clothing fire:





Move victim to a couch or chair if immediately available.


Drape blanket or other material over the burning area of the victim’s body.


Tuck blanket or material tightly between both sides of victim’s body and the chair or couch.


Brush fire towards the feet.


Keep arm tightly against upper chest area. Lift blanket or material from far corner, checking carefully to make sure the fire is out. If it is not, more oxygen will cause it to increase. If fire is out remove barrier.


Remove the person from the couch or chair and quickly transfer to a place of safety.


If someone has not already done so, call 911.


If a person is severely burned, it may be prudent to leave the person where they are to prevent further tissue damage.


Remove the couch or chair from the room.





10 Crucial Minutes





The first ten minutes of any hostage incident is critical to the final outcome. As it is unlikely that police officers will be present at the start of an incident, staff will be required to handle a situation until trained negotiators arrive. Lack of planning and preparation for hostage situations leads to elevated confusion and higher risk for loss of life.





Critical Hostage Information





Number of hostages.


Physical descriptions; especially of the hostage taker.


Behavior patterns.


Weapons both apparent and implied.


Any specific demand statements.


Time incident occurred.


Who is the hostage or hostages.











What is done within the first 30 minutes or less can make the difference in a life or death situation.





























After the Storm





Important Hurricane Related Warnings and Cautions:





Vertical Evacuation (moving to a second or third floor) during strong hurricanes is not safe. Storm surges can wipe out foundations and/or first floors destroying the upper floors in the process.


Tornadoes can be spawned by hurricanes causing additional high winds and damage.


Do not touch dangling or loose wires.


If area is flooded, do not turn on lights or appliances until an electrician checks them out.


When flooding accompanies a hurricane, snakes and rodents can become a hazard.


Disruption of garbage and trash pickup can pose a problem. Food that cannot be used or saved after a storm should be buried rather than left out to attract animals.


Looting can also be a problem after a storm. Work with local authorities and remember at all times personal safety is of utmost importance.


Check with local civil defense or emergency management agencies before using any water after a flood. Water sources may be contaminated. If your facility is serviced by a well, water must be tested before use.






































Summary of Required Actions





Use the following R.A.C.E. acronym to remember �simple fire procedures:





R	“Rescue”	Move personnel from area of immediate danger.





A	“Alarm”		Announce: “Code Red”





C	“Contain”	Close all doors and windows; shut off fans, air conditioners, and other ventilating equipment.





E 	“Extinguish”	Know the location of the nearest fire extinguishers and use them to extinguish the fire.





Person Aflame





Technique for suppressing (i.e. smothering) a clothing fire:





Move victim to a couch or chair if immediately available.


Drape blanket or other material over the burning area of the victim’s body.


Tuck blanket or material tightly between both sides of victim’s body and the chair or couch.


Brush fire towards the feet.


Keep arm tightly against upper chest area. Lift blanket or material from far corner, checking carefully to make sure the fire is out. If it is not, more oxygen will cause it to increase. If fire is out remove barrier.


Remove the person from the couch or chair and quickly transfer to a place of safety.


If someone has not already done so, call 911.


If a person is severely burned, it may be prudent to leave the person where they are to prevent further tissue damage.


Remove the couch or chair from the room.











What is done within the first 30 minutes or less can make the difference in a life or death situation.











� A camper’s stove or other portable stove is a good purchase for cooking and boiling water.


� A camper’s stove or other portable stove is a good purchase for cooking and boiling water.
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				Switch Type		Color Code		Conditions Requiring Utility Shutoff

				WATER		BLUE		Severe flooding

								Severe freezing

				ELECTRICAL		RED		Brownout

								Equipment failure

								Fire

								Flickering

								Severe flooding

								Shorting connections

				GAS		GREEN		Fire

								Severe flooding
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				Type of Record		Length of Retention

				Audit Reports		Permanent

				Bank Statements, Cancelled Checks		Current Fiscal Year and 5 Previous Fiscal Years*

				Collection Envelopes		Current Calendar Year and 2 Previous Calendar Years*

				Church Bulletins		Permanent

				Church Census		Permanent

				Construction Records (contracts, correspondence, specifications, drawings, etc.)		Permanent

				Contribution Records		Current Calendar Year and 5 Previous Calendar Years*

				Correspondence Files (letters and memos)		Permanent

				Deeds, Blueprints		Permanent

				General Ledger		Permanent

				Marriage Licenses /  Packets		80 Years from the Date of Marriage*

				Meeting Minutes (i.e. board, annual meeting, etc.)		Permanent

				Paid Bills and Receipts		Current Fiscal Year and 5 Previous Years[1]*

				Personnel Files		10 Years after Termination of Employee*

				Receptionist Logs / Visitor Sign-in Sheets		Current Calendar Year and 3 Previous Calendar Years*

				Registers (marriage, burials)		Permanent

				State and Federal Tax-Related Documents		Current Calendar Year and 5 Previous Calendar Years*

				Tax Exemption Records (certificates and correspondence)		Permanent

				Telephone Message Books / Pads		Current Calendar Year*

				Timecards / Sheets		Current Calendar Year and 3 Previous Calendar Years*

				*Verify length of retention periods with your church lawyer and/or tax attorney

				[1] Bill and Receipts for Capital expenditures should be kept for the life of the equipment.



Current Fiscal Year and 5 Previous Years[1]*

[1] Bill and Receipts for Capital expenditures should be kept for the life of the equipment.
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