
Emergency Manual

An emergency is any situation that endangers the safety or lives of our church members, 
guests and employees or the security of the church properties.
People are our most valuable asset.

In the event of an emergency, our goal is to protect the health and safety of all.

The manual can minimize the dangers to life and property in the event of an emergency.
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A disaster recovery plan is a comprehensive statement of consistent actions to be taken before, during, and after a disaster. The primary objective of the plan is to protect the organization in the event that all or parts of the operations are rendered unusable. Other objectives include minimizing decision-making during a disaster, reducing delays, minimizing potential economic loss, ensuring the safety of employees and members of the public, reducing disruptions to operations, reducing reliance on certain key individuals, ensuring organizational stability, providing an orderly recovery, legal liability, protecting the assets of the organization, and providing a sense of security.

The continued operations depend on management's awareness of potential disasters, their ability to develop a plan to minimize disruptions of critical functions, and the capability to recover expediently and successfully. Preparedness is the key.

The process to develop a recovery plan needs to include the following steps.

1. MANAGEMENT'S COMMITMENT

Management must support and be involved in the planning process. Adequate time and resources must be committed, and management should be responsible for coordinating the plan.

2. ESTABLISH A PLANNING COMMITTEE

The planning committee should include representatives from all functional areas of the organization. The committee should also define the scope of the plan.

3. PERFORM A RISK ASSESSMENT

The planning committee should prepare a risk analysis and business impact analysis that include a range of possible disasters (from natural, technical, and social/human causes). Each functional area of the organization should be analyzed to determine the potential impact associated with the various scenarios. The plan should provide for the worst case situation — destruction of the main building. The committee also needs to analyze the costs relating to minimizing the potential exposures.

4. ESTABLISH PRIORITIES/EVALUATE CRITICAL NEEDS

The critical needs of each department should be evaluated. Critical needs are defined as the necessary procedures, equipment, and resources required to continue operations. A method to determine the critical needs of a department is to document all functions performed by each department. They then need to be ranked in order of priority: essential, important, and non-essential.

5. DETERMINE RECOVERY STRATEGIES

The most practical alternatives in case of a disaster should be reached and evaluated. It is important to consider all aspects and resources, including external sources.

6. PERFORM INFORMATION COLLECTION

It is recommended to develop pre-formatted forms to facilitate this process. Examples include staff backup position listing, temporary location specifications and identified sites, notification checklist, critical telephone numbers, vendor list, equipment and material inventory, off-site inventory, software/data/records backup/retention information, client list, etc.

7. ORGANIZE AND DOCUMENT A WRITTEN PLAN

An outline of the plan's content should be prepared to guide the development of the detailed procedures. A standard format should be used to help ensure that the plan follows a consistent structure, which will assist in the construction and maintenance of the plan.

The plan should be structured using the team approach. Specific responsibilities should be assigned to the appropriate team for each functional area. The structure for the contingency organization may not be the same as the existing organization chart. Remember to have individuals in backup positions in case the primary person responsible for a functional area is unable to respond.

8. TEST THE PLAN

Where possible, test the plan by conducting a walk-through test. This may provide additional information regarding what additional measures need to be taken or other appropriate adjustments.


An emergency is any situation – actual or imminent – that endangers the safety and lives of employees of the security of the properties.

For assistance in a medical or safety emergency, call 911 or the local emergency numbers listed on the next sheet.

EMERGENCY 911

When you call:

· Identify yourself and the specific location of the emergency. Give the street address – tell what has occurred. Be concise and factual.


· Relate know or suspected personnel injuries or fatalities.


· Identify immediate help needed


If appropriate notify:

· Personnel on your location’s emergency contact list
*First Aid is not a substitute for professional medical care.  It is expected that first aid will be used only in the following circumstances:

1. When there is an extreme circumstance and quick action is required prior to professional care (i.e. severe bleeding or stoppage of breathing)

2. When the injury is minor and the injured person feels that professional care is not immediately necessary.

Local Emergency Numbers
Ambulance
911

Fire (Emergency)
911

Fire Department (Non-Emergency)
972-941-7159


Water Main Break
972-769-4160

Child Protective Services
1-800-252-5400

Gas Leak
972-791-2888 / 800-817-9090
Power Line Down/Electrical
972-791-2888 / 800-817-9090

Poison Information Center
1-800-764-7661

Police (Emergency)
911

Police (Non-Emergency)
972-424-5678

    Joe Hernandez Jr. Neighborhood Unit/Swat Team
972-941-7401 x 6163

    Rick McDonald – K-9 Unit
972-816-8326
CHURCH Emergency Management Team Numbers


    Home #
   Cell#      
Office Ext.
Chairman
___________________

972-000-0000
972-000-0000

Co Chairman
___________________

972-000-0000
972-000-0000
Telephone Chairman
_________________     
972-000-0000
972-000-0000
Senior Minister
​​​

972-000-0000
972-000-0000

Associate Minister
​​​


972-000-0000
972-000-0000

Associate Minister



972-000-0000
972-000-0000

Church Administrator



972-000-0000
972-000-0000

Building Technician



972-000-0000
972-000-0000
*Phone numbers are for emergency use ONLY.  These are not to be distributed to unauthorized persons.

EMERGENCY ACTIONS – in the event of an injury or other medical emergency: Do not move the victim unless they are in immediate danger. Broken bones can be misaligned is moved improperly and can cause further injury.

· Call 911

· Identify your location: street address, building name, office, room or area

· Identify the situation: what happened, type of injury

· Send someone to parking lot to direct EMT


· Request person trained in first aid or CPR as needed

· Notify Minister or EMT chairman 

· Notify family of victim
· Complete medical Emergency Report

Persons at church who are trained and certified to administer First Aid/CPR/Defibrillator


Name / Medical Designation                                First Aid         CPR          DEFIB


1. ____________________________________   _______          ____          _______


2. ____________________________________   _______          ____          _______


3. ____________________________________   _______          ____          _______


4. ____________________________________   _______          ____          _______


5. ____________________________________   _______          ____          _______


6. ____________________________________   _______          ____          _______


7. ____________________________________   _______          ____          _______


8. ____________________________________   _______          ____          _______


9. ____________________________________   _______          ____          _______


Name / Medical Designation                                First Aid         CPR          DEFIB


10. ____________________________________   _______          ____          _______


11. ____________________________________   _______          ____          _______


12. ____________________________________   _______          ____          _______


13. ____________________________________   _______          ____          _______


14. ____________________________________   _______          ____          _______


15. ____________________________________   _______          ____          _______


16. ____________________________________   _______          ____          _______


17. ____________________________________   _______          ____          _______


18. ____________________________________   _______          ____          _______


19. ____________________________________   _______          ____          _______
20. ____________________________________   _______          ____          _______




Victim:   ( Staff      ( Member       ( Visitor
Date:  ____        _______
Name: ________________________________

Address: ______________________________

City: _________________________________ State: _____                      Zip: 

Phone: _____________________ Business: ____________________  Cell: ____
__________

Time of Injury: _______________   Place of Injury: 

Description of Injury: ________________

Witness: _________________________ 
Telephone: ____________________

First Aid Administered by:

By: ____________________________ 
Telephone: _        ______________
Was 911 called?    ( Yes   ( No          

Hospitalized?         ( Yes   ( No          Which Hospital?__________________________________

Were Police here? ( Yes   ( No           Was a report filed?________________________________




EMERGENCY ACTIONS – if you smell smoke:


· Page 

972-555-0000 (on speed dial) and enter the numeric message _________.
· Try to determine if there is a fire and where; do not open any doors that are warm to the touch or have smoke escaping from underneath

if you determine there is a fire or heavy smoke:
· Sound the fire alarm to initiate building evacuation located: 







· Call 911 – give the address, building and area of fire, status of fire, name and telephone number


· Evacuate building according to posted route closing doors


· DO NOT use elevators 


· Assemble outside by 
 according to posted plan – account for all individuals
· Notify the EMT Chairperson

If there is fire:

· Stay low to the floor and exit the building as quickly as possible.

· Cover nose and mouth with a wet cloth if possible.

· When approaching a closed door, use the palm of your hand and forearm to feel the lower, middle and upper parts of the door. If it is not hot, brace yourself against the door and open it slowly. If it is hot to the touch, do not open the door – seek an alternate escape route.
· Heavy smoke and poisonous gases collect first along the ceiling. Stay below the smoke at all times.

Use the proper fire extinguishers to fight the fire if there is no additional danger to you or others located: 

 (See Evacuation Map on Pg.8)

EMERGENCY ACTIONS – Should threatening weather conditions develop:

I.
· Do not handle any electrical equipment or telephones during heavy lightening.

· Tune a battery operated radio to ______________ and monitor the weather reports


· Tornado Watch means weather conditions are favorable to the formation of tornados


· Tornado Warning means a tornado has been sighted in the area.

· Watch for: dark, often greenish sky, large hail, wall cloud, a cloud of debris
· Listen for: loud roar, similar to a freight train


· If a severe weather warning is issued warn all employees and members on site and move to LOCATION and LOCATION- immediately.

· Close all doors; stay to the west wall and toward the back away from windows.

            II.


· If the Early Warning Siren sounds: move to workroom or one of the four 
offices, and/or restrooms. Close all doors to the hall. Unplug phones and internet lines if there is lightning in the immediate area.


· In Sanctuary Building: Pre-school and nursery children move to the LOCATION area of LOCATION –get under the LOCATION, cover heads with sofa cushions, tip sofas forward and hide from flying debris. Close all doors. 

· In Sanctuary: Go to the Office Area using the upper door. People using wheel chairs, walkers, or canes should go directly to the Restrooms in the Narthex.

DO NOT REMAIN IN THE SANCTUARY OR NARTHEX – these areas act as a wind tunnel, and there is no protection from the breaking glass and flying objects. The windows will blow out and the roof will then “go”.

DO NOT GO TO THE BASEMENT – There is only one door and you could be trapped there. If electrical power is lost the pump will stop and the basement will fill with water. 


Threatening or Armed Person

EMERGENCY ACTIONS – if a potentially dangerous person has entered your area:

· Remain calm, cooperate with the person. Make no sudden movements. Try not to act frightened. Do exactly as they instruct. Never argue by the person.  
· If it is safe to do so, quietly leave the area and call 911 from another phone or cell phone. Write down all information down you can remember.


· If you cannot leave, use the intercom or call to someone else in the area using the code phrase, 


“Rick, there is someone who needs to speak with you”, or


      “This man/lady needs to speak with Rick” or

      “Would you go ask Rick to come here?” 


Anyone who hears this should get to a safe place and call 911. 

It refers to Plano Police Dept. Sgt. Rick McDonald of the Canine Squad.

If the threat is by phone, or as soon as you feel it is safe to do so, record all of the information that you can on the Suspect Description Sheet


EMERGENCY ACTIONS – For any situations involving a domestic situation

· Remain calm – if it is safe to do so, notify other staff and members that a danger is present or imminent and have them quietly leave the area. Continue to monitor the situation and call 911 if it becomes necessary.


· In the event that you observe volatile behavior toward another person, politely ask to intercede. 

· If this heightens the anger, back out immediately. Continue to monitor the situation and call 911 




Use this form to record all information if you receive a call from someone claiming to have kidnapped or taken a First Christian Church member or employee hostage.

IMPORTANT – Remain Calm. Continue to speak in a normal tone. Ask the caller to repeat the message.

EXACT WORDING OF THREAT:


QUESTIONS TO ASK:
1. Who has been kidnapped/ taken hostage / their age? _______________________________


2. Who are you? ________________________________________________________________


3. How can we be sure you have the person you say you do and that he/she is safe and unharmed?___________________________________________________________________


4. What are your demands?_______________________________________________________ 


5.  When will he/she be released? __________________________________________________


6.  If we meet your demands, how do we know he/she will be released unharmed? __________


7. Where and how can we reach you? _______________________________________________


DESCRIBE CALLERS VOICE:
Calm   
Nasal
Angry  
Stutter  
Lisp
Excited 
Slow 
Rapid 
Soft  
Loud 
Rapid 
Raspy 
Deep 
Ragged 


Laughing 
Crying
Cracking   
Familiar 
Slurred
Disguised
Deep Breath
Accent___​​​​​​​​​​​​​​​​​​​​​​_______________              


BACKGROUND SOUNDS:   
Street Noise
  Music 
Animal
  Office 
Clear 
Factory
Machinery
Voices 
  Long 
Motor
Static
Other: 




Describe Person: (Race, Gender, Height, Weight, Clothing)









Describe Person’s Car: (Make, Model, Color, License #)




Did the caller indicate knowledge of the facility?    Y___N___ Explain: ____________________

Other: __________________________________________________________________________

Time: ___________


EMERGENCY ACTIONS – When a bomb threat is received by phone

· If the threat of explosion is immediate, evacuate all people from the premises at once. Call 911  - give them all of the information that you received

· If the caller indicates there’s some time before the bomb will go off stay on the line, remain calm, listen very carefully to what the caller says while getting the BOMB THREAT CHECKLIST
· Try to get as much information as possible about the location and description of the bomb and the caller. 

· Stay on the line only as long as the caller continues to provide useful information. Ask questions unless doing so angers the caller.


· Immediately evacuate the premises. Take the checklist with you.


· Call 911  - give them all of the information that you received


· Report the call to EMT




EMERGENCY ACTIONS – when a suspicious item is discovered

· DO NOT TOUCH OR MOVE an item you suspect may be a bomb. Refer to the Suspicious Letter or Parcel Identification Sheet

· TURN OFF cell phones, pagers, blackberries, cordless phones at once

· Call 911


· Evacuate the area
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Use this form to record all information if you receive a call from someone claiming to have placed a bomb in First Christian Church or on the property.

IMPORTANT – Remain Calm. Continue to speak in a normal tone. Ask the caller to repeat the message.

EXACT WORDING OF THREAT:

QUESTIONS TO ASK:
1. When will the bomb explode? ____________________________________________________


2. Where is the bomb right now? ___________________________________________________


3. What does the bomb look like?____________________________________________________


4. What will cause the bomb to explode? _____________________________________________


5.  Did you place the bomb? ________________________________________________________


6. Why? ________________________________________________________________________

7. What is your name? ___________________________________________________________


SEX_____________ AGE ________________ RACE______________ REGION ____________

LANGUAGE:  Well spoken______ Foul_____ Taped_____ Irrational______ Incoherent________

DESCRIBE CALLERS VOICE: Lisp
Calm   
Nasal
Angry  
Stutter  
Crying       Deep Breath     Cracking       Familiar      
Excited 
Slow 
Rapid 
Soft  
Loud 
Disguised


Raspy 
Deep 
Loud 
Ragged 
Laughing 
Slurred Accent___​​​​​​​​​​​​​​​​​​​​​​_______________

BACKGROUND SOUNDS:     
Street Noise
Animal
Music 
  Office 
Clear 
Factory
Machinery
 Long 
  Motor
 Static


Other: __________________________________

Did the caller indicate knowledge of the facility?    Y___N___ Explain:____________________

Other: __________________________________________________________________________

Time: ___________
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(Name of School) takes its responsibility to our community seriously.  As such, we have developed a plan of action that will be instituted should any crisis related to military or terrorist activity occur during the school day.  Responses to such activities depend upon two key variables the nature of the act itself and the amount of warning time involved.  We encourage you to share this information with your children in a way that you find appropriate for their age and development.  In the event of an emergency, we encourage you to check the (Name of School) website at www.(school web address) for continuing updates on any situation that may arise.  If you should have any questions about this plan, please contact (Name of School President).

Summary of Crisis Action Plan:

Scenario 1 - Military action (war) limited to the Middle East

· Maintain business as usual.

· Heighten campus security.

Scenario 2 - Terrorist action here in the United States

· Respond similar to 9/11.

· Heighten campus security.

· Restrict campus access.

· Suspend off campus privileges.

· Allow students to leave with parental permission only.

· Make decisions regarding extracurricular activities.

Scenario 3 - Terrorist action here in (Name of City)

· Respond similar to 9/11.

· Heighten campus security.

· Restrict campus access.

· Suspend off-campus privileges.

· Allow students to leave with parental permission only.

· Make decisions regarding extracurricular activities.

· Be prepared to completely lock down the campus.

· In the event that a campus evacuation is ordered, students will be transported to the

· (Name of School and Address).

Scenario 4 - Terrorist action here in (Name of City) involving biological or chemical weapons

· Lock down campus immediately.

· Suspend classes, seal and lock down classrooms and buildings.

· Shut off all HVAC units immediately.

· Suspend off campus privileges.

· Allow children to leave with parental permission only.

· Suspend all extracurricular activities.

Preparation

The school has on hand, in each classroom, stored amounts of food, water, drinking cups, flashlights, first aid kits, plastic sheeting and duct tape.

Defense Against Various Types of Terrorist Attacks:

According to FEMA, weapons of mass destruction likely to be employed by terrorists fall into four basic categories:  Chemical, Biological, Nuclear and Conventional.  The following explains what will be done to protect students and faculty should such attacks occur while school is in session.

Chemical - Defense against chemical agents is generally limited for civilian populations.  The non-military use of gas masks is impractical because such devices are not easy to use effectively and require training and regular practice.  When time is short, the best immediate defense against a chemical attack is to quickly call all students and adults into buildings and attempt to limit air from being drawn inside.  This is accomplished, albeit imperfectly, by shutting off all HVAC systems (air handlers and window units) and closing all windows and doors.  While buildings do offer filtration against such elements, the possibility of some portion of those inside becoming ill remains a definite reality.  Basements should not be used when seeking protection against chemical agents because they may cause vapors to become trapped.  Spaces at ground level are preferable.  The question of whether to allow parents to pick up their children during a chemical attack is a difficult one.  Opening and closing doors would allow for penetration of airborne substances.  The consulting services of a physician will be maintained to assist decision-making in such a situation.

Evacuation of the school after a chemical attack is another possibility.  Such a move requires a central administrative decision (see Decision Making and Communication in Event of Attack below) and reliable information on the point of release.  It also requires a high degree of confidence that no more attacks are imminent.  Such decisions will certainly have to be made quickly and taken into account wind speed and direction.  If, for example, it is known that a chemical agent was released 3 miles away and the winds are moving in the direction of the school at 3 mph, we will have one hour to successfully escape.  This will have to be accomplished on foot, moving as rapidly as possible in a direction away from the source of the release.

Biological Weapons - Defense against biological attacks (e.g. anthrax, smallpox) is difficult at best.  Awareness that such attacks have been launched is usually not possible for days or weeks.  The first signs may emerge as primary care doctors and emergency room personnel notice a higher than usual incidence of various types of symptoms.  Should such an attack be discovered while it is still in progress, the school will immediately shut down all HVAC systems.  Buildings will be secured by having windows and doors closed as quickly as possible.  In this case,

immediate evacuation offers little or no advantage.  Once pathogens are released, their invisible damage is already occurring. It is most logical to stay inside buildings and allow parents to pick up their children at their own discretion.  Guidance from a previously identified physician or pediatrician will also be essential.

After a biological attack has occurred, school would have to be suspended until health service officials give clearance.  This is due to the fact that some, although not all, biological agents such as smallpox are extremely contagious.  Anthrax cannot be spread from person to person; rather, the danger is from inhalation of airborne spores.  To the extent possible, decisions will be formed by knowledge of the particular agent that is released as obtained by ongoing communication with community emergency management personnel.  Here again, a previously identified medical consultant will be relied upon for advice.

Nuclear Weapons - Defense against nuclear weapons is extremely limited and survival depends largely on distance from the point of detonation.  Even at a distance, radiation exposure poses a threat.  It generally makes sense to move students and faculty to specifically identified lower level rooms.  If this is not possible, the interior hallways of buildings are the best option.  One must ensure, however, that classroom doors opening into the hallways are closed to minimize the danger of flying glass.  In either case, persons should kneel on the ground in the classic "duck and cover" position to limit the amount of body area exposed to flying debris.  All building systems will be shut down to avoid gas explosion.  Flooding from water line breaks pose a less significant threat. If such an attack has occurred far enough away that fallout alone is the issue, students will be kept indoors and parents will be allowed to pick them up at their discretion.

Conventional Weapons - The danger from the blast effect of conventional weapons such as bombs and other forms of explosive devices presents similar challenges although with a higher rate of survivability.  The same procedures outlined for nuclear weapons will be followed. Seeking shelter in predetermined rooms or hallways makes the most sense.  Should the school itself be a target, off campus evacuation is desirable.  Arrangements have been made with institutions away from the school, should these become danger zones.  Use of school athletic playing fields as an evacuation point might also be appropriate under certain circumstances.  Here, too, parents will be allowed to pick up children at school as their own judgment dictates.

Decision Making and Communication in Event of Attack:

Perhaps the first step in prudent decision-making in emergencies involves the securing of reliable information.  It is important to be able to quickly separate rumor from reality.  Contacts within our community's police and fire stations will be regularly maintained to enable school officials to be included in the communication loop when determining the precise nature of the crisis.  Such persons will also be used to summon help in the event of a localized attack.  As mentioned earlier, a specific physician will be identified to confer with the school administration in case of a biological or chemical event.  Upon receiving news of any attack, identified school administrators will immediately contact various sources of information for confirmation and updated information.

Evacuating, Securing and Seeking Shelter in Specific Building:

There are numerous reasons why evacuation under a chemical, biological or nuclear threat seems ill advised.  Even if the release of such agents is far removed, wind speed can increase and move substances rapidly in the direction of evacuees.  Exposure is, of course, always possible for people walking out in the open.  Further, the ability to move hundreds of people in an orderly fashion must also be considered, as should the possibility of subsequent attacks while an evacuation is in progress.

As discussed above, the principal means of securing school buildings consists of immediately closing all doors and windows and shutting off HVAC systems and window units.  As part of the planning process, individuals will be assigned to oversee door and window closings and to assist in moving people along to the prescribed locations.

Should an evacuation be ordered, students will be transported to (Name of Facility and Address).

Bibliography for Further Reading:

There are many good sources of information regarding security procedures in the event of a crisis.  For additional information, we recommend the guidelines for National Security Emergencies entitled Are You Ready? prepared by the Federal Emergency Management Agency, which can be read at: www.fema. ov/pdf/areyouready/security.pdf.  FEMA also produces an excellent publication for children addressing this topic.  This document can be viewed at: www.fema.gov/kids/ncse.  We also suggest an informal alert prepared by the National School Safety and Security Services that can be accessed at www.schoolsecurity_ response.html.


During

In a building explosion, get out of the building as quickly and calmly as possible.

If items are falling off of bookshelves or from the ceiling, get under a sturdy table or desk.

If there is fire:

· Stay low to the floor and exit the building as quickly as possible.

· Cover nose and mouth with a wet cloth if possible.

· When approaching a closed door, use the palm of your hand and forearm to feel the lower, middle and upper parts of the door. If it is not hot, brace yourself against the door and open it slowly. If it is hot to the touch, do not open the door – seek an alternate escape route.
· Heavy smoke and poisonous gases collect first along the ceiling. Stay below the smoke at all times.

After

If you are trapped in debris:

· Use a flashlight

· Stay in your area so that you don’t kick up dust. Cover your mouth with a handkerchief or clothing.

· Tap on a pipe or wall so that rescuers can hear where you are. Use a whistle if one is available. Shout only as a last resort – shouting can cause a person to inhale dangerous amounts of dust.

Assisting Victims

Untrained persons should not attempt to rescue people who are inside a collapsed building. Wait for emergency personnel to arrive.


Hazardous Material Spill / Chemical Attack or Accident

Chemical agents are poisonous gases, liquids or solids that have toxic effects on people, animals or plants. Most chemical agents cause serious injuries or death.

Severity of injuries depends on the type and amount of the chemical agent used, and the duration of exposure.

Were a chemical agent attack to occur, authorities would instruct citizens to either seek shelter where they are and seal the premises or evacuate immediately. Exposure to chemical agents can be fatal. Leaving the shelter to rescue or assist victims can be a deadly decision. There is no assistance that the untrained can offer that would likely be of any value to the victims of chemical agents.


Biological agents are organisms or toxins that have illness-producing effects on people, livestock and crops.

Because biological agents cannot necessarily be detected and may take time to grow and cause a disease, it is almost impossible to know that a biological attack has occurred. If government officials become aware of a biological attack through an informant or warning by terrorists, they would most likely instruct citizens to either seek shelter where they are and seal the premises or evacuate immediately.

A person affected by a biological agent requires the immediate attention of professional medical personnel. Some agents are contagious, and victims may need to be quarantined. Also, some medical facilities may not receiver victims for fear of contaminating the hospital population.




Victim:   ( Staff      ( Member       ( Visitor
Date:  ____        _______
Name: ________________________________

Address: ______________________________

City: _________________________________ State: _____                      Zip: 

Phone: _____________________ Business: ____________________  Cell: ____
__________

Time of Crime: _______________   Place of Crime: 

Description of Crime: ________________

Witness: _________________________ 
Telephone: ____________________

First Aid Administered by:

By: ____________________________ 
Telephone: _        ______________
Was 911 called?    ( Yes   ( No          

Hospitalized?         ( Yes   ( No          Which Hospital?__________________________________

Were Police here? ( Yes   ( No           Was a report filed?________________________________

 SHAPE  \* MERGEFORMAT 




Purpose: To know who in the church has the authority to sign work authorizations on site so work can begin without delay in case of disaster.

1. EMT Chairman: __________________________________ Tele.No. ___________________


2. EMT Co Chairman: _______________________________ Tele.No. ___________________


3. Church Administrator:_____________________________ Tele.No. ____________________




Insurance Provider: 

Agent: McQueary Henry Bowles Troy, LLP

Name: John Liske, CPCU, CIC  

Telephone:  
972-770-1600 
Cell Phone: 972-555-0000

Claims Dept.: 
972-770-1420


Claim Contact:


Other Contacts: ______________________

Title: 

Telephone:  
972-770-1600 
Cell Phone: 972-555-0000

Fax Number: 
972-770-1420

Other Contacts: ______________________

Title: 


Telephone:  
972-770-1600 
Cell Phone: 972-555-0000

Fax Number: 
972-770-1420


Other Contacts: ______________________

Title: 


Telephone:  
972-770-1600 
Cell Phone: 972-555-0000

Fax Number: 
972-770-1420



Berger Engineering

Air/Heat

214-350-2331

BFI 



Solid Waste

972-422-2341

Cavallini Co., Inc.

Stained Glass

1-800-723-8161

Cingular



Cell Phones

972-422-6600

Dallas Morning News

Plano Bureau

214-977-6975

Dell Computer


Computers

1-800-289-3355

Dickey, Ted


Funeral Home
972-424-4511

Donahue Recycle


Paper Recycling
1-817-275-6397

Fed Ex



Overnight Delivery
1-800-Go FEDEX  Acct.# 2487-2977-5

Mustang Glass


Doors and Windows
972-271-4538

National Church Purchasing



1-800-795-6275

NEBS



Preprinted Checks 
1-888-937-1234

Panasonic
Copier





972-488-1844

Plano Drain & Sewer

Plumbing

972-423-2274
Curtis Masters

Plano Star Courier

Newspaper

972-424-6565

Painter, Aaron


Roofing

214-697-6719

ServPro 



Restoration/Cleaning
972-380-1073
Raymond Stone

TRCA



Telephone System
972-481-8780
Amy Satterfield

TXU Electric & Gas

Electricity & Gas
972-881-5438

Southwestern Bell Tel.

Telephone Service 
1-888-289-7921

Version 4
Computer Network
972-670-9951

Kevin Bourque

Qwest



DSL Line

1-888-999-2656


City House




972-424-4626

Collin County Assistance Center 

972-422-1850

Collin County Community College

972-881-5790

Plano City Hall




972-423-5444

Plano Solid Waste – tree limb pick up

972-964-4150

Plano ISD





972-733-7227

Plano Parks & Recreation


972-941-7168

Plano Repertory Theater


972-424-7285

CHURCHES

First Baptist Church 



972-424-8551

Disciples Christian



972-398-2240

First Christian – Allen



972-390-1689

First Christian – McKinney


972-542-4491

Grace Presbyterian



972-596-6233

North Texas Area of the Christian Church
214-631-6991

Church Board of Extension 


317-635-6500 / 1-800-274-1883




Before a disaster strikes
Prepare a plan to respond to a disaster
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	Survey facilities, members, programs to identify special concerns to deal with during and following a disaster.
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	Arrange to use your resources by encouraging an agreement with the Red Cross, other emergency-management agencies and your closest social-ministry organization.

	[image: image6.png]



	Know resources, identify functions.
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	Develop processes for raising funds for disaster response or receiving them from outside sources.


Prepare your facility for a disaster
Use this facility safety checklist:*
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	Post an emergency number by each phone. Include 911 (or area equivalent), the poison control center, law enforcement and the fire department. Make sure a phone is accessible in each area of the building at all hours.
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	Review insurance policies annually. Keep duplicate copies of important church documents off site with photographs and vital records.
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	Identify the nearest storm shelter. (Identify whom to contact to help do this.)
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	Post clear directions on what to do and where to go in case of a severe storm/tornado warning.
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	Practice evacuation/fire drills.
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	Have a working weather radio or battery-operated radio in an accessible location in the church. Ensure that someone is listening during watches while church functions are in progress.
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	Maintain a list of who is assigned to cut off utilities, cover windows and secure loose items inside/outside the building.
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	Collect emergency/disaster-preparedness needs such as emergency lights, flashlights, first-aid kits, blankets.
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	Create a prayer/life phone tree of people who will pray and give blood in case of emergency or disaster.
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	Check exits: make sure they are marked and/or lit, free of obstruction, locked doors have crash bars; establish evacuation routes on upper floors; have a plan to evacuate handicapped persons.
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	Check electrical equipment: mark circuit breakers, cover switches and outlet boxes, ground electrical units; do not overload circuits.
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	Check gas equipment: know where gas main is; know where meter shut-off valve and gas wrench are.
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	Check fire-fighting equipment: extinguishers should be fully charged, inspected and tagged; they should be appropriate type - for electrical, grease and ordinary fires. Maintain smoke detectors.
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	Store chemicals including paint, solvents, cleaning fluids, thinners, toner, propane, toxic or corrosive materials properly.


*Thanks to Lutheran Social Services of the South, Inc. and Christine Iverson of Lutheran Social Services of Kansas and Oklahoma for contributing to this list.

Prepare your staff 
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	Assign the congregation's vice-president the responsibility to serve as the congregation's disaster-response coordinator. 
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	Prepare lay leaders as alternates to lead the worship services and teach church school if pastor/teachers are incapacitated. 
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	Hold first-aid and CPR classes at the church for adults and youth. Encourage youth leaders and teachers to attend. 
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	Train ushers in case of emergency such as fire or heart attack. 
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	Train Sunday school and day-care staff for emergencies/disasters. 


Prepare your members 
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	Prepare members/families for disaster by encouraging family disaster preparation.
Red Cross Family Preparation Check List 
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	A member trained in first aid and CPR should be at each church activity. 
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	Determine the special needs of people in your congregation (i.e., vision, hearing, physical impairments, heart conditions, etc.) to help prepare for special evacuation procedures when disaster strikes. 
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	Develop a plan to check on members to assess needs after a disaster. 
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	Develop a plan to distribute food and other needed items after a disaster. 
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	Organize volunteer work crews to help in times of disaster. 


Prepare with close neighbors
For a disaster affecting other congregations in your community: 
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	Arrange a reciprocal agreement with another church/facility as a place to meet and worship if church sustains major damage or is destroyed. 
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	Develop a plan to coordinate with other churches and religious organizations in time of disaster to reach out to the most vulnerable people in the community- elderly, single parents with children and those with special needs. 
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	Develop a plan to receive, organize and distribute food and other needed items including cleaning supplies, hygiene supplies and baby supplies. (Rarely is clothing needed; usually all clothing needs are easily met locally.) 


Mobilizing a community interfaith response: 
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	Call a meeting of religious leaders in a ministerial association or already established interfaith group to discuss how the organizations can work together in a disaster. 


For a disaster affecting other Lutheran congregations in your community: 
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	Form an agreement with congregations to work together in response to disaster. 
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	Identify the resources (including human resources) of each congregation. Update annually. 


Prepare with distant neighbors
Companion congregation plan: 
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	Establish a partnership between a congregation in a disaster-prone area and one in a relatively safe area. Designate contact persons in each congregation. The companion congregation provides temporary housing during a disaster. It is also a source of volunteers and a link to other congregational ministries. 


During a Disaster
What happens in a disaster?
In the moments, hours and even days surrounding a disaster, there is great concern for safety and preservation of life. Police and civil-defense forces are strained. Those affected by disaster seek temporary relief and assistance - often provided by the American Red Cross and Salvation Army. Respected community leaders, including clergy, can help guide survivors to assistance.

Disasters and human responses to them vary greatly. Generally there is great concern for safety and preservation of life. Most people, even the victims, are cooperative. Police and civil defense forces are strained. Some victims will deny that a disaster is taking place. Respected community leaders and clergy can help them deal with the reality of danger.

What happens after a disaster?
The relief process begins in the days following a disaster. Concerns for safety, life and health remain high priorities. Government and the American Red Cross are active. Other relief activities are organized. The church may offer immediate housing and feeding. Food supplies may be solicited and distributed.

Voluntary organizations begin to participate and to share information and organize a skeletal plan of response for those affected by disaster in cooperation with fellow ecumenical and secular partners.

What happens in the recovery?
Focus changes from the disaster to the future. Homes are being rebuilt and repaired. Community committees for unmet needs are set up and begin to function. Plans are made for clothing, furniture and equipment while relief activities continue. The spirit of cooperation dissipates. A spirit of hope is critical.
What about long-term recovery?
Depending on the scope and scale of the disaster, recovery usually takes three to five years. Rebuilding continues but support diminishes as the event becomes old news. Congregations in the community still play an important role. Often disaster volunteer groups, organized through Disaster Response, are involved in the rebuilding.

Disaster victims experience grief
This may be expressed as denial, anger, depression and finally, acceptance. The church ministers through prayers, ritual and Scripture reading. Worship services should be restored immediately even in temporary or damaged facilities. The sacrament should be available, and the pastors should be identifiable (wearing their collars). Pastoral care should be publicized. The church may have to reach out to those who are in denial or depressed. Care should be extended to the caregivers (including pastors) who may also suffer grief as they deal with human loss. 

Phases of a disaster
1. Rescue or emergency (chaos and confusion are experienced)
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	Needs: food, shelter, energy (electricity, natural gas, etc. for food
preparation and warmth)
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	Items needed: dry ice, generators, chain saws

	[image: image42.png]



	Your church may be needed as temporary shelter (Red Cross inspection needed).
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	Pastoral services may be needed where there are casualties or deaths.
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	Survey staff and members to determine needs.
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	Inspect congregation's facilities; make temporary repairs.
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	Contact your synod.


2. Relief phase begins (abandonment and fear are experienced)
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	Meeting secondary needs: patching roof, removing debris, cooking
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	Contact the social-service agency in your area
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	Provide volunteers at feeding centers, Red Cross shelters, where clean up is needed.
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	Provide a listening ear.
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	Discourage rumors.
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	Encourage all persons affected to apply for assistance.
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	Start planning long-term recovery.
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	Plan to receive special offering. 


3. Recovery (emotions span from anger and depression to hope and acceptance)
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	Stay involved in the disaster-response ministry that begins to evolve.
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	Mobilizing a community interfaith response
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	Work in cooperation with the local social-ministry organizations.
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	Call and/or attend an emergency meeting of religious leaders in a ministerial association or already established interfaith group.
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	Establish human needs - immediate relief and long-term recovery both spiritual and physical.
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	Explore available resources of the religious community including provision of emotional, spiritual and pastoral care.
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	Match resources to needs without duplication and waste.
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