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OBJECTIVES
The emergency action plan developed and implemented for Bethlehem Lutheran Church is to achieve the following objectives: (stated in order of priority) 
A. To protect human life by early warning, evacuating or sheltering all persons not needed in disaster operations to places of safety and to assure that hose persons who remain in threatened areas are as well protected as possible. 

B. To prevent of minimize personal injury through training of staff and volunteer personnel to deal with emergency situations. 

C. To reduce the exposure of physical assets and to optimize loss control for assets whose exposure cannot be reduced. 

D. To restore normal operations of the facility as quickly as possible. 

DEFINITIONS

DISASTER – Any occurrence or condition involving serious and widespread threat to life, health and property. Disasters may result from natural or human causes and include large-scale fires, floods, explosion or tornadoes. 

EMERGENCY – a situation, actual or imminent, involving unusual conditions and hazards which require immediate action and, if not corrected or prevented, could lead to disaster. 

EMERGENCY STAFF MEMBER – President of the Congregation, Senior Pastor, Church Administrator, Director of Facility Operations, Security Manager

ALERT AND WARNING SYSTEMS

If an emergency situation exists, a method of warning the people inside the church has been established. The President of the Congregation, Senior Pastor, Church Administrator, Director of Facility Operations, or the Security Manager will order use of any system. 

A. Church Public Address via Fire Alarm Panel ??

B. Two way radio system

C. Email to all staff

D. Personal contact with Guests and Staff

ACCIDENTS AND MEDICAL EMERGENCIES

In the event of an accident or illness involving a church member, employee or guest at the church, the following steps should be taken:

· Note situation or victim’s condition (i.e. conscious, unconscious, breathing, vomiting, possible broken limb, etc.) 

· Tell the dispatcher the nature of the emergency

· Call 911(if using a land line give address of 4100 Lyndale Ave South) for help

· If appropriate, begin CPR

· Do not move the person if injuries seem serious unless person is in greater danger by NOT moving them.

· Arrange to have someone meet emergency responders at the front door at South Main Entry on Circle Drive and direct them to the scene.

· Stay with the victim at Bethlehem Lutheran Church.

· Protect the privacy and dignity of the victim.

· Notify the victim’s family with as many of the details as possible.

· If the victim is a youth, notify the parents.

· After the event, document all details regarding the incident.  Leave the document and victim’s personal effects with the office administrator.  

CHOKING
Check to see if the person can speak.  Ask “are you Choking?”

If the person cannot answer you, 

· Stand behind the victim and wrap your arms around the victim’s waist.  

· Press fist into the abdomen with a quick inward and upward thrust.  

· Continue until obstruction is out.

For pregnant or obese individuals, do chest thrusts by placing your arms under the victim’s armpits to encircle the chest.  Press with a quick backward thrust.

If the person becomes unconscious during your efforts, call 911. If using a land line, give address of 4100 Lyndale Ave. S. for help. 

If appropriate, begin CPR.

· Arrange to have someone meet emergency responders at the front door at South Main Entry on Circle Drive and direct them to the scene.

· Stay with the victim at Bethlehem Lutheran Church.

· Protect the privacy and dignity of the victim.

· Notify the victim’s family with as many of the details as possible.

· If the victim is a youth, notify the parents.

· After the event, document all details regarding the incident.  Leave the document and victim’s personal effects with the church administrator.  
BOMB THREATS

The person receiving the phone threat should remain calm and serious. Try to get someone’s attention for assistance while remaining on the phone:

ASK:  

When will the bomb explode?_______________________________________________

(time and date)
Where is it now?__________________________________________________________

(location, specific area) 

What does it look like?____________________________________________________

(size, packaging, attached to building/equipment, etc.)

Is there more than one bomb? _______________________________________________

What will cause it to explode?_______________________________________________

(nature of bomb)

Why was the bomb put here?________________________________________________

Who are you?____________________________________________________________

NOTE ANY CHARACTERISTICS OF THE CALLER:


Voice/ Accent


Age and Gender


Background noises

DO NOT HANG UP


You or someone else should call the police on another line.


They will set up a trace if possible

IN THE EVENT AN ACTUAL BOMB IS DISCOVERED IN THE BUILIDNG OR ON THE IMMEDIATE GROUNDS, THE FOLLOWING SHOULD BE FOLLOWED:

· Notify the police and fire using 911

· Clear the area immediately to at least 500 feet away from the building.

· Do not move, touch or handle the bomb

· Do not transmit on portable radios or cell phones in the area.

· Notify the church administrator or other employee.

Ushers will treat evacuation as if it were a fire evacuation. Primary responsibility is to assist people in moving carefully and directly to the outer exits. 
BOMB THREAT RESPONSE FORM

TO BE COMPLETED IMMEDIATELY BY THE PERSON WHO TOOK THE CALL

Questions to ask the caller:

When will the bomb explode?_______________________________________________

Where is it now?__________________________________________________________

What does it look like?____________________________________________________

What will cause it to explode?_______________________________________________

Why was the bomb put here?________________________________________________

Who are you?____________________________________________________________ 

Exact Wording of the Threat________________________________________________

________________________________________________________________________

______________________________________________________________________

Description of Caller:   Male ________      Female____________

Young _________   Old____________   Middle Age_______________

Voice:   Deep ___________  Soft ____________  Raspy__________________

Accent _______  Nervous___________ Familiar______________

Who does it sound like__________________

Background Noise:   None____________  Traffic_____________ Noise____________

Music ___________ Office machines_____________  PA System_____________

Factory noises_____________  Animal noises_________________

Static_________________  Other sounds________________________

Threat language:  Well spoken____________  Foul________________

Irrational_____________  Message read by caller________________

Taped______________  Incoherent__________________

THREATENING DISTURBANCES

(PERSONS BECOMING ANGRY, EXHIBITING THREATENING ACTIONS OR VIOLENCE, OVERLY NOISY, ETC)

The following procedures should be considered only when the situation becomes so serious as to be assessed as a threat to the safety and well-being of church members, employees and or guests to the church facility.

· Assure that two or more people remain with irate person.

· Contain, do not attempt to restrain.
· Notify the police by calling 911 (if cell phone, give address of 4100 Lyndale Ave South, Minneapolis)

· Notify the church administrator or other church employees.

· Responsible authority should contact remaining church employees.

· Normal church operations should be maintained if possible.

· Consider asking other community/organizational leaders to help quell the disturbance.
· Keep employees and church members informed as much as possible of events.

· Anyone who has witnessed disorderly events should record the facts as soon as possible and give to church administrator. 

· Good judgment and common sense will minimize the disturbance.  Phone lines should be kept clear for normal business and emergency calls.

	Phone Locations at Bethlehem Lutheran Church


	Main Level


Usher stand in Narthex

Langemo Kitchen

Office Reception Area

PROCEDURES, EVACUATION 
FIRE/ SMOKE/ EXPLOSION/ GAS EMERGENCIES PROCEDURES

· Notify employees, church members and guests in the area of emergency, and evacuate if necessary

· Call 911 and activate the nearest alarm

· Employees, church members and guests are to walk to the designated assembly area which is the southeast corner of the church parking lot

	FIRE ALARM  PULL LOCATIONS


	MAIN LEVEL

	South Parking Lot Handicap Entrance

	South Parking Lot East Entrance by Langemo Lounge


	FIRE EXTINGUISHERS


	MAIN LEVEL

	Sacristy

	Hallway by Sacristy

	Hallway by Nursery

	Langemo Kitchen

	Reception area of Offices

	Narthex by User Stand

	Across Galley from Langemo Lounge


	LOWER LEVEL

	Aldrich Ave Elevator

	Main Elevator

	Hallway by Room 21

	West Wall of Kitchen- 2

	Northeast Side of Iverson

	Solberg Kitchen 


	ALDRICH AVE ENTRANCE

	Aldrich Ave Elevator


	2nd FLOOR

	Outside Harrisville

	Hallway by 207-208

	Hallway by 211-213

	Hallway and stairs across from 220


	3RD FLOOR

	Southwest Stairwell (Exit Door)


INSTRUCTIONS FOR PEOPLE IN THE BUILDING

Upon the sounding of the fire alarm Security and Custodians shall report to the closest fire alarm panel to check for the source of the alarm. 

Sunday mornings the service leader will likely be in the pulpit during a service. He/she should immediately read (or paraphrase closely) the following script, which is taped to the pulpit. 

You are hearing the fire alarm. Please remain in your seats for further instructions as we locate the source of the alarm. The Minneapolis Fire Marshall has indicated that under some circumstances it is best not to evacuate the entire building. We will determine whether or not it is necessary for us to leave the Sanctuary and inform you accordingly. 
(Children are being cared for by adult teachers and staff. Please do not try to go to them at this time.) 

If it is determined that the alarm is a false alarm during a church service, the following message shall be read from the pulpit: 

We have discovered that this is a false alarm. The fire department vehicles will still arrive. However, it is not necessary for us to leave the building. Thank you for remaining calm and in your seats. 

If it is discovered that there is a fire emergency in a part of the building, but does not require evacuation of the Sanctuary, the service leader will announce: 
We have discovered that the alarm is genuine. However the problem is contained in a part of the building that does not require us to leave the Sanctuary. The area affected is ___________________. Fire department vehicles will arrive soon and move to that area. Adult teachers, workers and staff have gone to the area to assist in moving children and youth out of the building. They are safely being cared for by staff and volunteers through this emergency time. 
If it is discovered that the situation warrants evacuation of the Sanctuary and other parts of the building, the service leader will announce from the pulpit: 

We have been informed that we need to leave the Sanctuary. Please move to the nearest exit and move away from the building, taking your personal belongings with you. Do not stop to get your coats. Parents, your children are being taken out of the building right now by our children’s workers and staff. Do not go to their rooms to get them. 
Ushers and staff please assist at the steps and doors. Remember there are several exit doors behind the Sanctuary and out to 41st, beyond the office area on to Aldrich, in the back of the church on both Aldrich and Lyndale. Through the Commons to the main parking lot. When departing, move carefully. Do not push others ahead of you. Please move now. 


If an alarm should sound at any other time, it would be expected that all people should leave the building using the closest exits. 

CONSIDERATIONS FOR THOSE OUTSIDE OF THE SANCTUARY
· Close, but do not lock room doors
· Do not use elevators during a building evacuation

· Department leaders are responsible to ensure a complete evacuation of their area and that an all clear is issued

· Consider use of cars in parking lot for a temporary shelter from rain or cold

· DO NOT RE-ENTER the facility until permission from the Police/Fire Department or the church administrator.

· Note:  All employees should familiarize themselves with the location of the nearest fire extinguisher to their desk before an emergency occurs.

To determine that everyone has exited the building, it is recommended that a safe location outside and away from the building is identified to meet for a head count. Receptionist will be responsible for bringing a list of all staff and volunteers in the building. (???) Employees, church members and guests walk to the designated assembly area which is the southeast corner of the main church parking lot.

CHILDREN’S DEPARTMENT WILL FOLLOW ESTABLISHED EMERGENCY EVACUATION PLANS. See section ______. 
SEVERE WEATHER CONDITIONS
Bethlehem Facilities Management has an __________radio for tracking ________. They will notify Staff and guests when severe weather warnings have been issued for this area. 
TORNADO/ Severe Thunderstorm WATCH

· A WATCH means… conditions are present for severe weather such as a tornado, to occur

· Continue normal routine, be alert for changing weather conditions, tune into commercial radio or television for updates.

· The church administrator or designee will notify all department heads when a tornado watch has been established and when it has been lifted.

TORNDAO WARNING—STAY IN CHURCH

· A WARNING means… a funnel cloud has been spotted, a tornado has touched the ground, or winds in excess of 70 mph have been reported.  

· Outdoor warning sirens may sound

· Updated information will be provided by WCCO 830 AM radio, and the public safety communications network.

· If a warning is in affect, go to the lower level of the church, labeled Tornado Shelter Area. 

The status of all shelter areas will be reported by staff to facilities management by radios. 
Sample Grace announcement:

Your attention please, the following is an emergency weather alert message from the National Weather Service. Your attention please, we have been advised by the National Weather Service of a tornado in the area of Grace Church. At this time we ask that everyone move to the Garden Level of the building using stairwells 1 or 2. If you have children in the building, do not go the Children’s building as they have been moved to a place of safety and are being professionally cared for by the Children’s ministry staff. 

Note to Youth Leaders:

Be sure that any youth have a RELIABLE ride home, but do not send youth home during a tornado warning.

Advise parents to remain with children at church in lower level.

SEVERE WEATHER SAFETY
Severe weather safety requires knowing in advance where the safest shelter area is located in the church building, home or other building

· Go to the lowest level, most interior areas such as stairwells, inner hallways or small interior rooms.

· Stay away from windows.

· Avoid upper levels and outside walls.

· For immediate shelter, take cover under a sturdy table or workbench in a protected area away from doors and windows.

· Remember stable building shelters are much safer than being in a car, a mobile home or outside.

TERRORISM
The United States Government has established the following terror threat warning system: 
Green --- Low threat level

Blue ---  Guarded threat level

Yellow --- Elevated threat level

Orange --- High threat level

Red --- Severe threat level

Our response to this plan is as follows: 

Green --- NA

Blue --- NA

Yellow --- This is the minimal level that our facility would operate at. 

General awareness of all individuals in and about the building and property should be taken. Caution should be taken when few people are expected to be in the facility. (See also section ____ regarding Bomb threats and Threatening Disturbances. These may be more frequent and pronounced during these times.)

Orange and Red--- At this time the following procedures would be put into place to protect Bethlehem’s facilities and its congregation. Any suspicious persons or activity will be reported immediately to the Minneapolis police. All City advisories regarding terrorist threats will be incorporated into the daily routines of the building. In addition: 
1. Welcome Centers must be staffed from 8:30 – 5:00 p.m. After 5:00 p.m. ministries that have scheduled activities in the building must have a volunteer at the Welcome Center to provide directions for guests and to monitor activity at the door. 

2. Updated warnings and training shall be provided to Greeters, Welcome Center Hosts, and Ushers as necessary. 

3. All vendors, suppliers and contractors must be directed to the office Reception desk to sign in upon arrival. The Facilities Director will be called to meet the person. No un-escorted individual will be allowed to wander through the building. 
4. New color coded Contractor Badges will be issued by Facilities management and staff will be advised of the color being used.  Security and Facilities manager must be contacted if a contractor is seen with an outdated badge. 

5. Periodic and additional checks of the building to assure all maintenance, HVAC areas, rest rooms and rooms not in use are secured. 

Under some circumstances it may be necessary to cancel some ministries or services at the church. 

NUCLEAR BIOLOGICAL CHEMICAL (NBC) THREATS 
Because Bethlehem is in the center of the metropolitan area, and we do not have major shipping or receiving activities, we’ll remain vigilant and alert to this possibility. We will follow whatever procedures the City polices advise for this neighborhood. 
PANDEMIC

Bethlehem is working with members of the congregation and the Faith Group Collaboration for Community Emergency Response. This group of 26+  congregations in the metro area works together to prevent, prepare, respond and recover during moderate to severe influenza pandemic across the community. Planning materials and resources may be found at www.faithgroupsprepare.org
The Hennepin County Department of Health has requested a signed letter of intent regarding Bethlehem’s activities during this time. Key decisions regarding the ministries, life and business of the congregation will have to be made. (See Crisis Management Plans appended to this document.)   INSERT HENNEPIN COUNTY AGREEMENT 
POWER FAILURES – SHORT DURATION

1. A short duration electrical service interruption is defined as any type of outage which lasts for a split second up to five seconds in length. 

2. Church Power Failures- short duration

Utility companies do not recognize this type of outage. However, this outage may be severe enough to “drop out” Church cooling equipment and computers. 
Action: contact facilities management and ____________ if necessary. 

POWER FAILURES – LONG DURATION

3. A long duration electrical service interruption is defined as nay type of outage which lasts longer than five seconds. 

4. If a major on-site outage occurs a custodial staff member will contact facilities management then: 

a. Contact the ____________,_________________

b. Custodial staff shall follow the written power outage protocol provided in _____________________

c. Contact the Alarm Company and advise them, as they will be receiving trouble alarms from our building. 

d. Elevators should be checked for trapped people. If people are trapped in an elevator, follow the rescue instructions posted _____ next to the main power shut off box.  
e. Special needs guests should be assisted to the Main Level. 

f. If the power to the church will not be restored in a reasonable amount of time the Senior Pastor, Music Director or Congregational President may initiate the cancellation of services by calling one or more of the others. A consensus of at least three, including the Senior Pastor, unless he is out of town, is necessary to make a decision. 

g. If a decision is made to close the church: Facilities and Security personnel will assign other personnel to properly evacuate and secure the building. 

WATER LINE BREAKAGE
The most serious aspect of a water line break is the interruption of the water supply in the line. When this occurs, the church fire sprinkler system or part of it may not be supplied. If the water supply to the fire sprinkler system is shut down, facilities management will be responsible for maintaining an adequate fire watch in the area. 

1. Notify security and facilities director immediately once the water line break has been observed and confirmed. 

2. Secure the area around the line break, stopping the flow of pedestrians and/or vehicular traffic through the area. 

3. The following contacts may also have to be made, depending on the church requirements: 

a. Construction company – to repair the line

b. Local Utility – to shut the valves on the water line

c. The Minneapolis Fire Department

d. Additional utilities (gas & telephone) to check and be sure there are not buried cables or lines in the area that need to be repaired.

ADDITIONAL EMERGENCY RESPONSIBILITIES

Redeemer Nursing Home – Bethlehem has agreed to provide short –term emergency shelter for the residents if for any reason they must be evacuated. Transportation, food, medicines and nursing staff will be provided by them. However, some volunteers and custodial support from Bethlehem will be needed. (This planning will be especially important if such an event happens over a weekend.) 
Barton School – Bethlehem has agreed to provide short-term emergency shelter in the event that Barton school has to be evacuated. Some volunteers and custodial support will be needed. In addition we’re working with the Assistant Superintendent of Minneapolis Public Schools to coordinate plans for pandemic influenza. 

Hennepin County Department of Health – Our letter of intent to serve will be on record. However, we do not know what specific facility needs will be required during pandemic. (i.e. well-baby clinic, educational facilities for children, food stockpiles, checking on people during quarantines, coordinating distribution with food suppliers, aiding the police, health department, etc. …)
MEDIA POLICIES 

(DURING TIMES OF EMERGENCIES OR FOLLOWING INCIDENTS)
Objective: The purpose of this policy is to interact professionally with the media by providing them with accurate information and access, while protecting the privacy of our congregation, our property and Bethlehem’s reputation. 

News crews work in a very fast and competitive industry; hence, they may visit our facility without advance notice. Once here they may begin to take pictures, videotape or interview people on an impromptu basis. To ensure the accuracy of any information that is released, NO MEDIA WILL BE PERMITTED TO take pictures, videotape or interview anyone without the authorization of the Senior Pastor or the congregational President. 

At no time shall any staff member or volunteer offer any information to the news media without prior approval of those congregational leaders. Respond to all questions by saying “all information about Bethlehem is communicated by our congregational leaders.” Any authorized member of the news media working on Bethlehem’s property should be issued and prominently display a Bethlehem Media Badge. 

Any authorized, non-news media working on Bethlehem’s property should also display a Bethlehem Media Badge and should be prepared to get written releases from all individual subjects (including parents/guardians of children and youth). 

EMERGENCY EQUIPMENT MAINTANENCE
EMERGENCY EVACUATION KIT

The purpose of an Emergency Evacuation Kit is to securely store and organize equipment needed in the event of an evacuation. There shall be a minimum of ____ kits located in areas from which people may be evacuating, including offices, Nursery, education floors, Narthex, etc. 

Contents of each kit: 

1 Roll of Caution Tape (for accident areas and also to isolate groups of evacuated children outside of the building)

1 Small First Aid Kit

2 Small blankets

1 Area colored flag

1 Box of latex gloves

2 Flash lights with batteries

3 Pair of safety glasses

10 Incident Reports

1 Box of pens

1 Complete Evacuation Plan in three ring binder

4 Orange Traffic Vests to be worn by Zone Marshals

1 bottle of hand disinfectant

1 Book of games and activities

2 Small trash can liners

1 Bundle of paper wipes

(Infant kit) diapers, and wipes

Location of kits: 

EEK #1 –

EEK #2 –

EEK #3 –

EEK #4 - 
SAMPLE EVACUATION INCIDENT REPORT
Name of Marshal





Date & Time

Name of evacuee(s)

Part of building evacuated from

Incident/experience: 

CHILDREN’S EVACUATION PLAN
DIRECTORY OF EMERGENCY SERVICES FOR ALL EVENTS
ELECTRICAL POWER OUTAGE

· Call Xcel Energy at 612-337-2286 to report the outage

GAS LINE BREAK

· Evacuate the building immediately

· DO NOT USE ELECTRICAL SWITCHES

· Report to 911 immediately

WATER LINE BREAK

· For minor leaks, alert the custodians at 612-232-4482
EMERGENCY PHONE NUMBERS

POLICE/FIRE EMERGENCY 911
FIRST CALL FOR HELP (information and referral 24 hours) 651-291-0211
POISON CONTROL 1-800-764-7661 OR 612-904-4691

SUICIDE PREVENTION 612-347-2222

CRISIS INTERVENTION 612-347-3161 

DIRECTORY OF EMERGENCY CONTACTS AT BETHLEHEM
Senior Pastor (h)



(m)



(email)

Business Leader (h)



(m)



(email)

Facilities Director (h)


(m)



(email)

Congregational President (h)

(m)



(email)

Associate Pastor (h)



(m)



(email)
Associate Pastor (h)



(m)



(email)

Youth Pastor/Director (h)


(m)



(email)

Music Director (h)



(m)



(email) 

Custodians 
Safety Team

