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The following is a list of policies and procedures for consideration by the church.  

Alarm codes, keys, cards –

The alarm codes to set and disarm any of the security systems, your access card or key fob and any keys are assigned to you and only you. Do not tell anyone your code or let anyone use your access card, key fob or keys. You will be held directly responsible for any problems or incidents that relate to your alarm code or keys.

Report any loss of access cards, key fobs, keys or compromise of alarm codes immediately to Security. They will reissue you new codes or cards.

Mechanical keys will only be issued should electronic access control not be available.

Background Checks Policy: 

All employees, both full and part time, should have background checks. Have the background check process built into the employment hiring process so, by default, everyone that it is a staff member will have a background checks.

Volunteers:

· Anyone that has anything to do with minor children

· Anyone who has the dealings with money - ushers, offertory sort or money count team. 

· Anyone working in accounting or finance department

· Anyone on the security team

· Anyone who has access to confidential information 

Any of the major services that offer background checks basically use the same method to attain the information.  So it's usually a matter of volume as to what company can do the same services for the least about money.

We suggest maintaining those background checks electronically on a secured drive on your network.  These background checks will have information that could make identity theft possible and convenient.

Who does them? – Human Resources

Backpack Policy: 

· Are bags of this type allowed in the sanctuary?

Church “Backpack” Policy

The following items are not to be allowed in the main sanctuary during worship service hours:

Back Packs of any size (unless it is a primary purse of a female attendee) 

Shopping bags (other than those from the church bookstore/café)

Fanny Packs

Brief Cases

Shoulder Book bags

Luggage of any type
Boxes of any kind
Food or Drinks
Cameras or video equipment (suspended during baby dedication services, baptisms or special children’s programs).
Attendees should be told that they will not be allowed in the worship service with those items.
Preemptive advice before policy enforcement:

Parkers should advise attendees of the policy.

Greeters at the church doors should advise attendees of the policy.

Ushers should mingle with the waiting crowd before sanctuary doors open for service advising waiting attendees of the policy.

Policy enforcement:

Usher are to enforce the policy at the door when handing out programs. 
They are to tell the attendees that they can not allow the item in the worship service and need to take it back to their vehicle.
Usher Captains are to support the door ushers in the enforcement of policy.

Any person not willing to comply should be asked to leave by the Head Usher, supported by a Security team member.
Under no circumstances is anyone to offer to search bags and then the bags to be let into the service.

Under no circumstances is anyone to offer to hold the bags in another location inside the church.

Exceptions: Baptisms – Some churches have their people who are going to be baptized to bring an extra change of clothes. On those occasions there should be a separate area to store their bags away from the most populated areas. 
All Ushers and Security team members are to be on constant alert for items that were missed at the door.

Benevolence Policy: 

How/When is benevolence handled 

Training for staff in the policy/procedure

Benevolence Program Procedures

All Benevolent needs should be handled by the Ministerial Care Department (extension XXXX). All Church Staff that may come in contact with someone requesting assistance should be made aware of this policy (Receptionist, Pastors, Security, Maintenance. . .)  Usually the person in need will call the church first, but occasionally, there are people who will stop by the church requesting some type of assistance, i.e. money, food, shelter. Often times, those that just ‘walk in’ are not associated with the church in any way, and it is possible that individuals in this situation may have other behavioral, emotional, and physical issues that must be addressed as well. Churches should partner with local organizations who can conduct proper interviews to ascertain the person’s needs and provide a course of action to help this person and provide a long-term answer to their needs.     

Procedure for Assisting a Walk-In Benevolent Request:

1. Contact the Ministerial Care office and Security.  

2. Next course of action is determined by church membership. If the person is a member or a regular attendee, then proceed to #4 of the next section for procedures on church assistance.  

3. If a person is not a member or regular attendee, give them information of local agencies that may be able to assist them.  Best number to remember is 2-1-1.  This is based on the 4-1-1 concept.  Calling 2-1-1 is their next best step – this is a resource of a huge variety of agencies that can assist with food, rent, counseling, transitional housing and more. 

4. For those that ‘walk in’, for safety and to avoid a scene, it is best to ask the individual to walk outside or away from any areas where there may be people gathered. (Stay in an open place, do not go into a hallway or room alone with this person).  

5. If the person seems to be questionable (inappropriate language, aggressive, loitering, too inquisitive, scammer, etc.) or does not accept your direction, then contact security immediately. Security should escort this person away from a public location and ask the person to leave and/or see to it that they have information needed to contact a local agency.

6. Never deal with an individual alone.  Ask someone to accompany you.  Male staff members should always help female staff members who may be approached first.  

7. NEVER give cash. Doing this may start a string of ‘walk-in’s that could become unmanageable and any cash given may be misused. If you have access to water and/or food, you may assist in this way if you feel it is appropriate.

Procedure for assisting Callers with financial Needs:

1.   All calls regarding financial assistance should be directed to the Ministerial Care department 

2.  First assess whether or not the person is member or attendee at the church.

3.  Generally, if the person is not active within the church, give them information to local agencies that may be able to help. 

4.  If the person is active within the church, get all of their current contact information and ask detailed questions about their situation: how they got in their situation, what they have done to resolve the situation, what their specific needs are currently – amount, who is owed, why they are owed, and what have they done to ensure they do not fall into this same situation next month? Promise no funds during this first contact. Always Call them back after evaluating the situation further and going over the options with the Ministerial Care Pastor. 

5.   Due to the volume of calls we receive, guidelines we use are as follows:

a. Generally, assistance is given on a one-time basis only, regardless of amount.

b. The amount that we may assist with financially does vary depending on each case. However, we do not generally assist with more than $500 per situation. 

c. Items we most frequently assist with are (not limited to):

1. Rent / Mortgage 

2. Utility Bills

3. Occasional Car Payment if it is the only vehicle for the family and is needed to get to and from their jobs

4. Occasional Prescriptions that might be needed 

d.   We do not assist with (not limited to) the following:

     1.    Medical Bills

2. Credit Card Payments

3. Payments for bills just so person will not get ‘bad credit’

4. School Loans or Tuition Payments

       6.   For those who qualify for assistance, follow procedures from the Finance Department on issuing a check. When possible, the check will need to be made out to the place where the payment will go (i.e. the utility company, rent or mortgage company, car finance company). 

7.  Make sure good records are kept of each person obtaining help from the church so that  quick reference can be made as to whether not the person has been through the process before. 

Use a Benevolence form for tax purposes that requires the person’s social security number, and keep the finance record of the Benevolence account handy which lists out each transaction by name.  

Bookstores

Security Needs – hold up button

Video surveillance – Need relocation of existing camera

Communication to Security

Via radio on channel #2, Security 123-793-6367

Criminal Convictions

Conviction of any felony or serious misdemeanor is grounds for immediate dismissal from employment.

Disaster Recovery 

Alternate sites & Data Recovery

The church should formalize a site relocation plan in the case of building damage that would cancel services. Suggest a local Hotel ballroom. 

Door Locking Policy

All doors are to remain locked when the rooms are not in use. If you are issued keys to various areas of the campus you are to assure that the doors are locked after your use of any room 

Emergency Procedures:

Separate procedures for:

· Prime Time

· School

· Weekday – Staff/Admin

Emergency Action Plan

The following establishes   Church’s emergency response program. It is designed to identify, evaluate, and control safety and health for all emergency response hazards.

Introduction

XXXXX has been designated as the company person responsible for this emergency response plan. He will be our Emergency Response Coordinator, will have the authority to make decisions and implement changes when necessary, will identify all individuals and teams who will participate in emergency response and define their roles. A written notice thereof shall be posted and made readily available.

Team Structure –

Emergency Response Coordinator – XXXXX

Emergency Response Coordinator – XXXXX

Team Leaders –

Maintenance - X

Facilities/ Setup - X

Landscape –X 

Operations/Administration - X

Hospitality - X

Finance - X

Singles - X

Home Teams - X

Preschool - X

Children’s -X

Nursery - X

Jr. High - X

Sr. High - X

Sports - X

Technology - X

Media - X

Music  - X

Bookstore - X

Café - X

Pastoral Care - X

Assimilation - X

Spiritual Development -X

Sr. Pastor’s Office - X

Volunteers - X

Human Resources - X

Management Team

Emergency Procedures

For emergency care, XXXXXXX is the responsible person (as alternate Security personnel) and the following procedure will be utilized:

Call (911) for outside emergency care service requiring immediate treatment and transport to the Hospital Emergency Room.

Prepare to meet the emergency care team at the entrance to the campus site and direct them to the injured person. Continue with the established safety team assignments and duties as listed below:

Emergency Phone Numbers:

Ambulance 9-1-1

Fire 9-1-1

Police 9-1-1

Emergency Procedures

Each employee on our premises will know an emergency when it happens as a result of prior experience, knowledge, training and common sense, the matters covered in this Program, and our implementation of established work rules, hazard communication, right-to-know, and similar programs. As soon as an emergency occurs, the alarm will sound. Our alarm gives the same familiar signal that is used in schools, hospitals, movie theaters and other public places a combination of bell, gong, whistle, horn and siren. It can be heard everywhere in this facility.

When the alarm sounds, you must leave the premises at once by the safest, shortest route, unless you have emergency response duties that require otherwise. Do not try to complete what you are doing, perform any operations or try to save anything. Things can be replaced. People can't. After leaving the premises, you must move away from the exit doors and avoid congregating in any area where it may hamper emergency operations. As soon as you have successfully escaped harm, make sure that your team leader knows. That will aid in accountability and avoid unnecessary rescue operations.

Everyone on the premises must be familiar with our emergency escape routes, and must use them when an emergency occurs. They are well marked in full compliance with applicable regulations. Everyone who works here now or in the future will be instructed in the location and use of the emergency escape routes before beginning work. There are no less than two emergency escape routes from every workstation. If fire or any other hazard prevents the use of one such route, use one of the others. Please refer to the emergency evacuation route maps for your building.

Accountability Procedures

Once the evacuation is complete, all employees must be accounted for. That is the only way missing persons that may need to be rescued can be identified. 

Each team leader is responsible for the following:

Making or obtaining a head count of all employees in his/her unit as soon as an evacuation occurs, and

Making a report on the results to the next higher level of authority. If there is any possibility that an employee who is missing or unaccounted for may still be in a danger area, the on-site rescue people must be notified at once.

Training for Emergencies

Because immediate, informed response is essential in an emergency, all personnel must have some level of emergency training. We have put into effect a training program that will:

Be brief and repeated often.

Be realistic and practical.

Feature drills frequently (e.g., site-specific mock rescue operations).

Ensure that training records are maintained.

Personnel without defined emergency response roles will receive a level of training that includes at a minimum the following:

Hazard recognition.

Standard Operating Procedures.

Signaling an emergency the alarm used, how to summon help, what information to give and who to give it too. Evacuation routes and refuges.

The person or station to report to when an alarm sounds.

Onsite emergency personnel, who have emergency roles in addition to their ordinary duties, must have a thorough understanding of emergency response. Their training will be directly related to their specific roles and include subjects such as:

Emergency chain-of-command.

Communication methods and signals.

Emergency equipment and its use.

Removing injured personnel from enclosed spaces.

Onsite emergency personnel should also obtain certification in first aid and CPR, and practice treatment techniques regularly.

Medical Treatment/First Aid:

In emergencies, toxic exposures and hazardous situations that cause injuries and illnesses will vary from one emergency situation to another. Medical treatment may range from bandaging of minor cuts and abrasions to life-saving techniques. In many cases, essential medical help may not be immediately available. For this reason, our onsite emergency personnel will be trained in on-the-spot treatment techniques, how to establish and maintain telephone contact with medical experts and how to establish liaisons with local hospitals and ambulance services. That training includes:

Training of personnel in emergency treatment such as first aid and CPR. That training will be thorough, frequently repeated, and geared to site-specific hazards.

Establishment of liaison with local medical personnel, medical specialists, local hospitals, ambulance service, and poison control center. We have developed procedures for contacting them; and have familiarized all onsite emergency personnel with those procedures.

Establishing on-site emergency first-aid stations and making sure that they are well supplied and restocked immediately after each emergency.

It is equally important that a telephone or two-way radio be available, along with the necessary phone numbers for medical and other emergency services (for example, local rescue squad, fire and police departments). Emergency first aid equipment and medical personnel, or someone who knows how to provide emergency first aid, must always be present and readily available.

Rescue and Response Actions

Based on the information available, the type of rescue/response action required should be decided and the necessary steps implemented. Some actions may have to be done concurrently. No one should attempt emergency response or rescue until backup personnel and evacuation routes have been identified. The following are our rescue and response rules:

1. Enforce the buddy system

Allow no one to enter a hazardous area without a partner. At all times, personnel in the hazardous area should be in line-of-sight or communication contact with stand -by personnel.

2. Survey casualties

Locate all victims and assess their condition. Determine resources needed for stabilization and transport.

3. Assess existing and potential hazards to site personnel and to the offsite population.

You need to Determine whether and how to respond, The need for evacuation of site personnel and offsite population, and the resources needed for evacuation and response.

4. Decontaminate

Use established procedures to decontaminate uninjured personnel in the Contamination Reduction Zone. If the emergency makes this area unsafe, establish a new decontamination area at an appropriate distance. Decontaminate victims before or after stabilization as their medical condition indicates.

5. Stabilize

Administer any medical procedures that are necessary before the victims can be moved. Stabilize or permanently fix the hazardous condition. Attend to what caused the emergency and anything damaged or endangered in the emergency.

6. Transport

Take measures to minimize chemical contamination of the transport vehicle and ambulance and hospital personnel. Adequately protected rescuers should decontaminate the victims before transport. If that is not possible, cover the victims with adequate sheeting. Before transportation, determine the level of protection necessary for transport personnel. Provide them with disposable coveralls, disposable gloves, and supplied air, as necessary, for their protection. If appropriate, have response personnel accompany victims to the medical facility to advise on decontamination.

7. Evacuate

Get out of harm's way as quickly and as safely as possible. Move personnel to a safe distance upwind of the incident. Monitor the incident for significant changes. The hazards may diminish, permitting personnel to reenter the buildings, or increase and require evacuation. Be alert to such changes and react accordingly.

Inform public safety personnel when there is a potential or actual need to evacuate the offsite population. Do not attempt large-scale public evacuation. That is the responsibility of government authorities.

The following measures shall be taken as appropriate in order to maintain security during working hours:

Maintain security in all buildings.

Establish an identification system to identify authorized persons and limitations to their approved activities. 

Post signs to indicate restricted areas.

Guards must be fully apprised of the hazards involved and trained in emergency procedures.

The following measures shall be taken as appropriate in order to maintain security during off-duty hours:

Use security guards to patrol the Campus.

Implement the area video surveillance.

8. Documentation

Whenever an emergency response activity has occurred, our Emergency Response Coordinator will initiate an investigation and documentation of the incident. That is important in all cases, but especially so when the incident has resulted in personal injury, onsite property damage, or damage to the surrounding environment. Documentation will be used to learn from experience, to help avert recurrences, as evidence in future legal actions, for assessment of liability by insurance companies, and for review by government agencies when appropriate. Methods of documenting will include photographs, tape recordings (video and audio), witness statements, a written transcript taken from tape recordings made during the emergency, and notes.

The documentation must be:

A chain-of-custody procedure should be used. Each person making an entry must date and sign the document. The number of documenters shall be kept to a minimum (to avoid confusion and because they may have to give testimony at hearings or in court). Nothing should be erased. If details change or revisions are needed, the person making the notation should mark a horizontal line through the old material and initial the change.

• Chronological history of the incident

• Facts about the incident and when they became available.

• Title and names of personnel.

• Actions: decisions made by whom; orders given: to whom, by whom, and when; and actions taken: who did what, when, where and how.

• Types of samples and test results; air monitoring.

• Possible exposures of site personnel.

• History of all injuries or illnesses during or result of the emergency.

Medical Emergencies:

If you have a medical emergency please make these calls in this order:

Call Security via channel 2 on a radio or @ 123-793-6367

Report the emergency and the building and room the emergency is in. 

If you get no reply immediately, it is imperative that you call 911 to get help started on its way. However you also need to call our onsite emergency response personnel if at all possible.

If possible, have one person stay with the person and send someone else out of the building to flag down the emergency response vehicle. With a campus the size of ours it is sometime hard for them to locate the building where the emergency is.

Medical Ministry Policy

POLICIES AND PROCEDURES FOR FIRST-AID PROGRAM

Need for Policy:



a.
Recurring need

(your church name here) Church (“the Church”) has been blessed to have experienced dramatic growth in attendance over the past several years. As a result, many thousands of people come onto the Church’s property each week, and as can be expected, a certain number of those people experience medical problems which require some form of response from the Church. This Policies and Procedures Memorandum (“the Policy”) will describe those anticipated risks and create a structure to make sure the Church has adequate volunteers, both paid-professional volunteers (like doctors or nurses), as well as non-professional volunteers, and to make sure there are standards to insure the volunteers are competent to provide assistance and follow certain guidelines.

b.
Nature of problem










During services and other special events, literally thousands of people come onto the Church property for several hours or even for a whole day. These people are from all walks of life, the full spectrum of ages, and in various states of health. Some people have persistent health problems, of which they are aware, who are being treated by a physician and may be on one or more medications. Other unexpected problems can occur while on Church property such as stroke, heart attack, embolus, or seizure. Aside from health issues, there could also be people who trip and fall or slip and fall while on the Church property, who cut themselves, hit their head, or are injured in any number of other ways.      





c.
 Current solution










Presently, the problem of dealing with medical problems and first aid situations is handled through the Church’s Security Department. Several doctors who attend Church services have left their pager number at the information desk in the main foyer. When someone appears to be in need of medical help, they are taken to a room next to the Security Department’s headquarters and one of the doctor volunteers is summoned. As the Church grows, it needs to establish a consistent, planned response to these medical problems so as to be of the best, efficient service to those in need and for liability purposes. 

2.
Statement of Policy


Based upon the obvious need for a responsive medical and first-aid capability at the Church and in light of the Church’s available resources and volunteer base, it is the policy of (your church name here) Church to have a First Aid Assistance Program (the “Program”) whereby the Church will structure and implement policies and procedures consistent with providing first aid and emergency care to the people who may need such help while on Church property.

3.
Security Department to run program
The First Aid Assistance Program shall be administered and supervised by the Church’s Security Department.  The Program shall be run in conformity with the Policy set out herein and shall not be deviated from unless a written change is made to this Policy by the Director. 

4. Organization of Staff and Volunteers 

The Director of the Security Department shall act as Supervisor of the First Aid Program. He shall make use of certain people, at his discretion, to operate the Program, including: 

a. Paid Staff:  The Director shall assign such paid staff as who are under his supervision as Director of Security to assist in operating the Program as he deems necessary and appropriate depending upon the nature of the event on Church property, the number of paid personnel available, and other factors that he/she considers relevant.

b.  Professional Volunteers: The Program will create a system to let members of the congregation who are employed as paid medical, nursing, or other health care providers know that the Church needs their help on a volunteer-basis.



c.
Non-Professional Volunteers: The Program will also create a system to let members who are not employed as medical care providers volunteer their services. 

5.
Registration and Qualifications

No person shall participate in the Program without being registered and qualified. That process shall include the following: 


a.
Registration: 
All persons participating in the Program, whether paid staff, professional volunteer or non-professional volunteer shall be registered with the Director by filling out either the Release for Professional or Release for Non-Professional. Said forms shall be kept in a book by the Director and reviewed at least once a year to determine if there is any need for updated information. Paid staff shall fill out the Non-Professional form unless they are medical professionals.

Qualifications:








All persons in the Program shall have a criminal background check. Any person who has evidence of a criminal history shall be subject to being disqualified from the Program depending upon the nature of the criminal activity, as determined by the Director.

All Professional Volunteers shall have the existence and continuing validity of their license checked or any other investigation that tends to prove their qualifications to provide first aid or medical treatment.

All Non-Professional Volunteers shall be trained in First Aid and Cardio Pulmonary Resuscitation (CPR) through the American Red Cross or other legitimate organization. Certain Non-Professional Volunteers shall also be trained in Automated External Defibrillation (AED) and Infant and Child CPR. The Director shall designate which persons should receive the extra training and shall attempt to create a system where these extra-trained people are at every major service or activity. Proof that each non-professional volunteer has taken and completed this training shall be maintained by the Director. Each volunteer may be asked to take a refresher course or additional training from time-to-time.

All Non-Professional Volunteers will become familiar with the specific layout of the Church, with all rooms by name and number, with all hallways and non-public spaces so as to be able to get to a designated location quickly and to be able to lead other volunteers or ambulance or emergency personnel to the location. The Director will implement training or other learning aids to assist the volunteers in gaining this knowledge.

5. General Protocols:  









a. During all services and activities on Church property, the Director shall have sufficient volunteers on the property to adequately deal with reasonably anticipated first aid and emergency issues. Depending upon the length of activity and projected number of people, one or two volunteers may be sufficient in some instances whereas numerous volunteers may be called for in other instances.

b. The Director, or his designee, shall make telephone calls in advance of events and otherwise make reasonable efforts to insure there will be an adequate number of volunteers at each service or activity. A written schedule will be maintained.

c. Volunteers will be encouraged to present themselves to a designated location at the Church at least ten minutes before each service or event and be signed in and assigned a task or be advised to be available, if summoned. The Program shall always have at least one volunteer stationed at all times at the designated location thirty minutes before, during, and thirty minutes after each planned service or event. There shall also be at least one other volunteer who stays at the designated station, but who can come and go to investigate calls for help or to obtain information. These volunteers should not be stationed at the central information kiosk or any other location where they might be asked non-first-aid questions that would tend to divert them from their purpose. These volunteers shall keep a detailed drawing of the Church and especially the sanctuary. Other volunteers who are going to attend the service or activity shall give the stationed volunteers a specific idea of where they will be in the sanctuary or room so it can be noted and provide any pager information. As it relates to Professional Volunteers, an effort should be made to have a stationed volunteer actually go with them into the sanctuary before the service and observe where the Professional Volunteer sits. The Director will also investigate getting the Program integrated into the Church’s internal pager system currently used for the children’s programs and revise this section to have pagers issued to the volunteers.




d. The Director shall implement an awareness campaign so that prospective volunteers are encouraged to join the Program, people with health problems will make themselves known to the Program, and the congregation at large will have some understanding of the Program. This information should be conveyed to all new members as part of the welcoming materials and conveyed to all congregants from time-to time as a reminder. Also, other staff and non-involved volunteers will be advised to bring any situations requiring first aid or emergency assistance to the attention of one of the volunteers.








e.
The volunteers shall only assist people who need first aid and people who are having a medical emergency. First aid means assisting people who have suffered an injury such as a cut, fall, burn or choking that requires some level of help to prevent the problem from becoming more serious. A medical emergency shall mean a condition effecting the health or safety of the person involved that arises suddenly and unexpectedly and which calls for immediate action without time for deliberation. 


f.
The Director shall make sure the place designated to receive the people in need of help is stocked with appropriate supplies and equipment as he determines to be needed and with consultation with the Professional Volunteers.

g.
When one or more volunteers are present at a first aid or emergency scene, if one of the volunteers is a Professional, then that person shall be in charge of the scene and in determining what to do, even if the Professional was not the first to arrive at the scene. If all volunteers are non-professional, then the first volunteer to arrive on the scene shall be in charge. If one or more of the volunteers are Professional, then they shall decide between themselves who shall be in charge.  

6. Procedure for Handling First Aid and Emergency Medical Incidents 

a. As soon as someone either displays the need for assistance or asks for help, one of the volunteers will go to the person to determine the nature of the problem.

b. 
The volunteer will determine the nature of the problem and also decide if the problem is one that requires first aid or emergency care. If it does not, the volunteer will advise the person to consult with a doctor or medical provider of their own choosing and will fill out an incident notice.

c.
If the volunteer determines that the person needs first aid or emergency care, he/she will next determine if the person can or should be moved to the location designated for first aid and emergency care. If it appears to be acceptable, then the person should be moved to the designated area. Otherwise, the volunteer should administer first aid or emergency care at the scene. The volunteer shall not leave the person until either (1) first aid has been given and the person is no longer in distress, or (2) the person has been removed from the premises by ambulance, or (3) a more qualified volunteer, such as a Professional, assumes responsibility and needs the volunteer to go get help or perform a task.

d.
If there is more than one volunteer at the scene, the volunteer in charge shall stay with the person and the other volunteer shall go and advise the volunteer at the designated location of the situation so that a decision can be made whether to call an ambulance, summon other volunteers, get supplies and equipment ready, or any other appropriate action.












e.
If there are other volunteers who are on call, they may be summoned by pager or, if there are enough volunteers, one may go to look for them, as long as there is always a volunteer with the person and another volunteer in the designated location. 






f.
If there are three or more volunteers present and ambulance service is required, one of the volunteers will go outside to await the ambulance and direct the emergency workers to where the person is being kept.

g.
If it is determined that ambulance service is required, that fact will be communicated to the volunteer assigned to the designated area who will make the call.

h.
Once the identity of the person in distress is determined, the volunteer assigned to the designated location will check with the Church’s Information Directory to see if the person filled one out. The volunteer will review the sheet and advise any treating volunteer or emergency worker of any relevant information.

i.
The volunteer who is in charge of the person in distress shall ask that person to complete a Consent for Treatment and Waiver form. The volunteer shall ask for this even if the person has previously filled out the information sheet.

j.
Once the person in distress has either been treated or removed from the property, the volunteer in charge shall fill out an Incident Report.

k. The Director shall be promptly notified of all incidents.    

Weather Related

As survey of the safest places to shelter-in-place should be taken and documented.

Security should be task with monitoring severe weather during prime time.

Notification up the chain of command to decide to stop the services and take shelter.

Power outages – Evacuation

Emergency light testing

Flashlights for ushers and all security teams. 

Evacuation Plan during Prime Time 

There may be a case where an evacuation of the church is necessary.  We will need everyone on staff and key volunteers to be familiar with the plan contained in the Emergency Action Plan which is part of our Safety Plan (see separate document).
 

General Evacuation Procedure:

At the time an evacuation is deemed necessary the word will go out via radio from the Security department to all the departments on their respective radio channels.

In the worship center a prepared note will be read from on stage and slides shown on the screens as to the evacuation paths.  People will be instructed to NOT go and get their children. Staff and volunteers will take all children to the (designated location). 
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Evacuation Announcement

Emergency Evacuation Announcement

(READ)

It has come to our attention that we need to exit the Worship Center.  All of the Nursery, Children and Youth are being moved to secure locations on the campus.  It is important for your safety and the safety of everyone in the building that you follow my specific instructions.  

Please look at the side screens to see how you are to exit the building.  It is imperative that you exit in an orderly fashion and do not attempt to pick up your children before leaving the building.  The ushers are ready to direct you to the nearest exit.

(Say with reassuring tone after initial announcement.)

We need everyone to remain calm and quiet as we exit the building.

All children are being moved to                                       .
We are in contact with the Nursery, Preschool, Children's Church and Youth and your children are being evacuated.

We need you to move quickly and quietly and follow the Ushers' directions.

We have planned for just this kind of situation.  You will actually be causing more harm if you do not follow the evacuation plan.

Thank you for remaining calm as we handle this situation.

All children are being moved to                                   .

Bomb Threats

WHAT ABOUT THE DANGER OF BOMBS PLACED AT OUR OFFICE?

Since the majority of explosive devices are placed, not mailed, it is imperative that your security plan includes sound controls over those that can physically gain access and move about your facility and the immediate surroundings. Such steps can reduce much of your risk.

Physical Security

Consider the following suggestions:

· Have security guards greet all visitors and examine personal belongings being brought into the building or office area. 

· Restrict access to the facility or office through locked or guarded entryways. 

· Keep storage rooms, boiler rooms, telephone & utility closets, and similar hiding places locked or "off-limits" to visitors. 

· Use easily distinguishable identification badges for staff personnel and for visitors. 

· Require visitors to be accompanied by staff employees to and from the office or facility entrance. 

· Request visitors to display identification to security personnel when they sign in (keep detailed logs on all visitors' times of arrival and departure). 

· Consider using the services of a Certified Protection Professional to evaluate your firm's personnel and physical security safeguards in detail. 


WHAT ABOUT BOMB THREATS?

Your church's bomb threat response plan must address the possibility of receiving bomb threats in writing or by telephone. While all threats should be taken seriously, your firm's response may depend on the circumstances present at any given time.

Each bomb threat presents three basic options:

1. Evacuate everyone immediately and search; 

2. Evacuate some employees while a search is undertaken; or 

3. Evacuate no one and search. 


A fourth option, to ignore the threat, is not generally considered viable. If the church policy is to evacuate all employees and shut down operations when any threat is received, this will probably result in false alarms placed by employees anxious to exploit the policy. It is better to judge the credibility of each threat individually. The decision to evacuate all or part of the facility should be made by the command center-working group. Whatever the policy, it should not be publicized.

Written threats provide physical evidence which must be protected from contamination. Written threats, and any envelopes, in which they are received, should be placed under clear plastic or glassine covers. All the circumstances of their receipt should be recorded. Telephone threats offer an opportunity to obtain more detailed information, perhaps even the caller's identity. For that reason, telephone receptionist or others who take calls from the public should be trained to remain calm and to solicit as much information as possible. They should keep the caller on the line, asking him to repeat the message several times, and attempt to gather additional information, such as caller ID information, etc.

Telephone receptionists should be trained to remain calm and ask the following questions:

· What kind of bomb is it? 

· What does it look like? Please describe it. 

· Where is it located? Can you give us the office and floor number and building location? 

· What will cause it to detonate? 

· Many innocent people may be hurt. Why are you doing this? 

· What is your name and address? 


The bomber's intentions may be to damage property, not injure or kill anyone. If so, the person receiving the call may be able to obtain useful information before the caller ends the conversation. Under no circumstances should the person taking the call hang up if the caller is still on the line.

The person taking the call should write down the threat verbatim, in the caller's own words, and record any additional information as indicated on Pub. 54. Once the threat has been received, corporate security and management must decide on the proper response such as evacuation procedures. Police and fire departments should be notified immediately.

Searches may be conducted by individuals from within the firm who have volunteered for such duty, but they must be trained for this purpose. Remember, police agencies often will not conduct searches of private facilities. You and your employees know your facility and are more likely to observe unusual items that police and fire personnel could overlook.

Search Team Deployment

If your local police and fire departments will not assist in the search for an explosive device, company search teams will have to be deployed. Teams may consist of managers only or teams of managers and employees.

For best results, the individuals conducting the search should be very familiar with all the sights, sounds and smells of the area to be searched.

The ideal search team usually consists of two volunteer employees and a supervisor. The employees conduct the search under the direction of the supervisor, who communicates the progress of the search to the command center. Volunteers should be trained in basic search and building clearance techniques by private security professionals.

Search techniques should be kept confidential and training should be limited to employees with a "need to know."

Search teams should be outfitted beforehand with a few elementary tools, such as screw- drivers, crescent wrenches, pry bars, and flashlights. Remember to have the necessary keys or a custodian available to open storage rooms, boiler rooms, telephone, and utility closets.

A complete building search should begin with the areas most accessible to the public. Typically, this means beginning with the building's exterior and moving indoors through the main entrance or lobby to waiting rooms, rest rooms, stairwells, and elevators.

Once inside, a two-employee team should begin its search at the same point and work in opposite directions around the room or office back to the center of the room.

They should begin at floor level and work their way up in four-foot increments. The search patterns should overlap somewhat. This process should be repeated in a methodical manner from office to office and from floor to floor throughout the facility. If a suspicious item is found, the area should be cordoned off and the police called. Once cleared, the search should continue throughout the facility until the entire area is declared safe for re-entry. This precaution is necessary because a bomber may plant more than one device.

Under no circumstances should volunteers attempt to handle or remove suspicious devices.

WHAT IF A SUSPICIOUS PARCEL OR DEVICE IS FOUND ON OUR PROPERTY?

We recommend incorporating procedures into your bomb threat response plan for dealing with suspicious placed devices. These devices have been handled in the delivery system and are not likely to explode merely by moving them to a safer location.

Therefore, some of these actions differ from recommended tactics concerning mailed devices or those delivered by courier.

For suspicious items found placed on your property:

· Do not touch the suspicious device. It may "trigger" a detonation. 

· Report the situation to your security office immediately. 

· Evacuate and cordon off the immediate area to prevent inadvertent exposure to the danger. Vibration from movement near the suspect item may cause an explosion or a timing mechanism may be set to activate the device within minutes of placement. 

If possible, open windows to minimize the effect of any concussion caused by detonation.

Bomb Threat Check List

See separate document

Fire Drills 

Adopt school policy and procedures for during school days.

Lock Down

Adopt school policy and procedures for during school days.

Employee Identification policy: 

All staff members and volunteers must wear their name badges at all times while in the church buildings. 

Fire Lanes

Fire lanes – No parking in any Fire Lane at any time.

Front Desk/Receptionist policies/procedures:

Emotionally distraught visitors/callers

Emotionally Distraught

The information below is to be followed for people who are emotionally distraught only, needing immediate assistance. For normal prayer requests that are called in, those can go to _________ at XXXX. 

In the event that someone calls, stating they are in an emotionally desperate situation and thinking of suicide, simply say: ‘I need to transfer you to the crisis line’ then transfer them to 972-123-4567 immediately before they have a chance to respond. 

If someone walks in stating that they are thinking of suicide, let them know they need to be at a medical facility, and they can be given directions or we can call the Police to make sure they get there safely. If they choose to wait, call security to wait with them (away from the reception area) until the police arrive. 

The reason for this is that we do not have professional counselors on site to be able to assist with the above mentioned emotional crisis.

If someone calls in and are simply needing someone to pray with them and have not mentioned suicide, let them know that they are being transferred to a Pastor, and if he doesn’t answer, they can leave a message, and their call will be returned shortly. If they are emotionally distraught, you may also mention that if the pastor does not answer, they can call the church back to reach another pastor. 

If they are distraught and do happen to call back because the pastor is out making hospital visits, then use the list below.  (For normal requests, send to X.)

The list below is who to contact for walk-ins or callers who are emotionally upset (not claiming suicidal thoughts), needing to talk to a pastor immediately. If the person does not seem emotionally distraught, then they will need to call and set an appointment with the pastor’s assistant they wish to talk with. 

Please make the following contacts in the order listed:

XXXXXXXXXXXXX

Security Procedures for the Front Desk

Zero Tolerance will be granted for the following:

· ALL visitors must check in at the front desk

· ALL deliveries must be made in the Shipping and receiving department- including couriers

· NO one is to be let in any other door than the front door

· NO one is to use the restroom until they have signed in at the front, including appointments.

· NO guest will be allowed to “roam” the hallways- all appointments must be escorted to the appropriate office.

Angry or Upset Visitors:  

· Try to calm the person down as best as possible and determine what you can do to help them

· In the event that you can not calm the person down OR need backup help, please alert the following people in this order:

1) Security (214) 123-4567 or Channel 2 on radio

2) Security Director (214) 345-4567 or Channel 3 on radio

3) Police (using panic button under desk)

Please use your digression in each situation

Angry or Upset Caller:

· Try to calm the person down as best as possible. 

· Locate the party they need to speak to- NOT voicemail.  

· If the person becomes violent or calls multiple times alert security

· If the person has been asked not to call the church, transfer them to the Security Director and alert the Security Director of the problem.

In the event that you feel threatened in any situation or there is a guest in the lobby that is making other guests feel uncomfortable please alert security by calling the security cell phone and using the following “code name”:  XXXXXXX
Example:  

Security Officer:  “Church Security this is ________.”

You:  “Hi, XXXXXXX, This is (Your Name) at reception, Could you please come to the front.”  

Security Officer:  “I’m on my way”…

Remember that if you use the security code this means you need assistance immediately and it is a threat situation.

Our Security officers will be instructed that if they hear the word XXXXXXX they will immediately respond to reception.  

ALWAYS remember to use common sense in each situation, if at any point you see any suspicious activity please report it to security immediately.

It is of utmost importance that all security situations remain strictly confidential.  

Personal information - Please be mindful of any information that is given to callers.  We don’t give out any personal information on anyone, staff or members.

All calls should go through the main switch board for initial screening, therefore direct numbers to the Senior Pastor's office should not be given out unless you are instructed to do so.

Mail Screening: 

How are packages handled?

Mail collection

You should avoid opening the following letters and packages.

· Items that are unexpected and unfamiliar.

· Letters and packages that have no return address or the address cannot be verified as legitimate.

· Letters or packages that have an unusual weight.  The letter may be too light or the package lopsided.

· Letters or packages that have restrictive markings or endorsements on them.  They could contain messages such as “for your eyes only,” “confidential,” “personal.”

· Letters and packages on which the postmark city and state do not match the return address.

You should be concerned if letters contain a chemical odor or stain.  Suspicious mail should be put in a plastic bag.  The mail opener should thoroughly wash his or her hands with soap and water and then contact the Security department.

In addition, all correspondence to the Senior Pastor must be labeled with a return name.  There have been incidences, and more recently, where the only name on the envelope the pastor’s name and sometimes a brief note.  If the item is simply put in his mailbox, we have no way of identifying who sent it. Any mail received without the sender's name should be turned over to Security, including interoffice mail since there is no way of knowing if it is from a staff member or not.  Please label to and from. If anyone gives you any correspondence to give to the Pastor, please make certain they write their name on the outside of the envelope to identify who it is from and give it directly to Security first.  

Media Policy: 

Who talks to them?

New Employee Process:

Step by step process for new employees

Make sure that security is alerted to any background check info that came back with a record.

New Employee Process

Hiring and Job Offer process:

1. Job position requirements and justification form filled out – Employee Requisition Form (ERF)

2. ERF approved by Ministry area manager and forwarded to CFO for financial approval.

3. Job posted for acceptance of applications (church program, internet site, word of mouth, etc.)

4. Interested applicant fills out application online.

5. Applications reviewed by hiring managers.

6. Suggested applicants forwarded to department managers for approval.

7. Approved applicants forwarded to Human Resources for background check.

8. Applicants cleared by Human Resources returned to hiring managers for offer letter. Any reflection of criminal history is to be reported to the Security director for official suitability opinion.

9. Offer letter written by hiring manager and send to applicant.

10. Acceptance letter by applicant.

11. Hire date confirmed by hiring manager and forwarded to HR representative.

12. Before hire date applicant make appointment for orientation and paperwork completion one week prior to start date.

Start day:

Start day scheduled with department manager and security. Best days are Tuesday AM for group tour and orientation.

Orientation agenda:

Church Employee Policy Orientation – 

Tour of Campus and Facilities

Review of Employee manual

Review of Sexual Harassment videos

Review of Safety program and videos

Review of Security Policies

Issuance of Keys fob and keys

Review of Computer policies

Issuance of Computer accounts and passwords

Signing of policy adherence document

Office/Restricted access Doors

Do not let anyone that is not a staff member into any office area or building doors. Do not prop any normally locked doors open at any time.

Do not let anyone who is not staff into any door that is typically locked and that you had to use your access card to enter the door. This means all exterior doors to the Preschool, Main building or other buildings and interior locked doors into other areas. Do not prop any doors open at any time.

If there is a church function happening, security will unlock the appropriate doors to let them in. If you find that this is not happening, please call Security @ 214-123-4567 or on channel 3 on the radios.

If you see any non-staff wondering around, call security or ask them to come to the proper area to sign in.

Visitors are to be escorted at all times when not at a church function. 

Offering Security and Procedures

Purpose:

The purpose of this document is to provide the procedures to be followed in the handling and transport of the church offertory.

Primary directive  – The safety of the persons handling and transporting the offertory is of primary importance. 

If confronted, OFFER NO RESISTANCE, GIVE THEM THE MONEY! 

No one need be harmed in the defense of these, mostly non-negotiable, funds. 

Primary directive to armed guards and police officers – The primary focus of the armed guard is to protect the well being of any persons they are accompanying and innocent bystanders.

At no time are you to apply deadly force unless the safety of the members of the detail is threatened.

Current Procedure:

A. During the collection –

Member of the security team will check the sorting room for any unauthorized persons, then standby outside the sorting room to monitor any suspicious persons observing the gathering of collection bags or the sorting room.

B. Collection of the bags – 

Each team of Ushers will gather the plates – 

Ushers will meet in the atrium and place the bags in a bin and proceed via the open stairways on the X side of the atrium to the sorting room. A member of the security team will escort the usher team to the sort room.

Ushers should be in plan sight at all times and in a team of at least two persons.

C. Let the sort begin –  

The entire sorting team should be in the room at the time the last bin/bag enters the suite. 

The door will not be opened once closed until the sort is done and is ready to exit.

No one is to exit until the sort is done.

General Policies:

Everyone who touches the money of collections bags should have a Criminal Background check run on them. This includes the Ushers, sort/count team and security personnel.

No one under 21 years of age in the sort room.

Security team NEVER touches the money.

Every effort must be taken to make sure that there is no room for collusion between two or more parties in the handling of cash.

Use tamper-proof bank money bags for any transport, leaving the tear off serial numbered tag with member of accounting staff or other staff to establish a separation of powers/responsibilities. 

Parking

Park only in marked parking places. Ask for assistance if it is dark outside or you see suspicious activity

Personal Property Searches: 

This allows for the church to search the personal property of the employees if needed.

Work Place Searches

The Company reserves the right to conduct searches of employees and any person, vehicle or object that enters or leaves Company premises.  Pursuant to this provision, the Company is authorized to search lockers, desks, briefcases, baggage, toolboxes, lunch sacks, clothing, vehicles parked on Company property, and any other item in which a weapon, illegal drug, or other property may be hidden.  

It should be noted that all offices, desks, files, lockers, etc., are the property of the Company and are issued for the use of employees only during their employment.  Inspections may be conducted at any time at the discretion of the Company.  

Additionally the Company may search a vehicle owned by it and used by the employee, and a vehicle owned by the employee that is being used to conduct business on behalf of the Company, regardless of whether the vehicle is located on Company property at the time.

Searches may be conducted by the Company management or local authorities.  To the extent, the search is requested by Company management and the employee is present, the employee may refuse the search; provided, however, that such refusal can result in termination of employment for refusal to cooperate.  

The Company reserves the right to conduct searches on its property or authorize searches by law enforcement on its property without the employee being present.  The Company may also use video surveillance equipment and other security devices to monitor various areas of its facilities.  

Security 
The Company maintains security for its property, employees, and authorized visitors.  However, security is the responsibility of all employees.

The Executive Committee may release sensitive security information and develop programs to protect trade secrets, proprietary information, general corporate records and computer information.

The Manager of Human Resources is charged with the responsibility for safety and security of all property in the area.  All Managers are charged with the responsibility for safety and security in their assigned areas.

Employees providing false information or otherwise falsifying applications may be subject to discipline up to and including termination.

Employees taking packages off the premises are required to obtain authorization from their manager.  Employees are responsible for the proper care of all Company property assigned to their possession.  All packages being taken from the premises are subject to search.

All employees are subject to search, surveillance, and questioning to maintain a safe and secure work place.  These activities will be conducted when deemed necessary by management and will be handled as discreetly as possible to avoid personal embarrassment.  

Employees are expected to exercise reasonable care for their own protection and for that of their personal property while on the Company premises and while away from the premises on business.  The Company assumes no responsibility for employee losses resulting from robbery or theft while away from the premises on business.

Photo/Video Policy: 

What can/can not be photographed/put on video

Visitors will not be allowed to use photography equipment on campus without written approval. Certain services (baptism, child dedication, etc.) will have permission to photograph and video in advance by Security.

Strangers on Campus

Report any strangers or suspicious persons on campus to Security immediately during non-event times.

Privacy of Packages/Deliveries

NO PRIVACY INTEREST IN PERSONAL MAIL AND DELIVERIES

Church employees have no privacy interest in personal deliveries or mail sent to or from the Church campus.

As a part of the Church’s efforts to protect its employees, members and visitors against security threats and as an additional measure to ensure compliance with other internal policies, including its safety and drug free workplace policies, the Church has implemented the following policies:

Church employees shall have no expectation of privacy when using the Church’s mail systems or the Church’s address when sending or receiving mail and deliveries of a personal nature. When the Church accepts personal packages and deliveries for an employee, it does so as a matter of convenience, not an obligation. Therefore, the Church reserves the right to refuse delivery of any mail or package, and all mail or packages that are sent to or from the Church campus are subject to being opened and inspected by the Church, whether the packages are mailed or delivered by US postal service, UPS, Fed Ex, courier, messenger or any other means. Inspections of personal mail, deliveries and packages may be conducted at any time at the discretion of the Church.

The Church has implemented reasonable screening procedures for incoming deliveries designed to identify possible dangerous devices or materials, including materials that the possession of which is contrary to or in violation of any of our internal policies. Also, couriers and messengers have restricted access to the Church buildings during normal business hours. Couriers, messengers and all other persons delivering or picking up items for Church employees must first report to the___________. Couriers, messengers, and other delivery persons must present a picture ID and sign a visitor log. All items are subject to search at the _________desk. 

Public Protest/Demonstration

Public Protest Demonstrations

HFBC properties including church parking lots are private property.

Any legal protest would have to be held on public right of way but without illegally hindering traffic of vehicles or pedestrians. This would commonly be the area from the street cub to the sidewalk.  There is also the right to legally park on the public roadway as long as it does not violate laws.  Protestors on church property are subject to be considered trespassing.

Church leadership will discourage the gathering of a crowd in response to the protestors.

Any interaction with the protesting group during the protest will be discouraged. 

Security  will :

· Maintain a presence at the protest location.

· Provide church leadership with information on purpose of protest

· Collect information, photograph, recording that might be used for future legal or informational needs.

· Determine if the protesting group has any required city permits.

· Ie: pa system use, parade, etc

· Alert proper authorities to the protest and advise of any known violations. 

· Advise protesting group of church position on trespassing.

Facilities will provide convenient trash receptacles to encourage proper disposable of any material handed out by the protest.

Procedure on Handling Protesters or Picketing

revised 05-05-93

The Church does not condone the infringement on the rights of protesters who operate within the laws setup to protect both them and the Church.

The streets around the church are public property and may be used by anyone in a lawfully manner.  This is also true of easement right-of-way, normally the area from the street curb to the non-street edge of adjacent sidewalk.  

Typical the area legal allowed for protesters is the easement right-of-way.  By Houston ordinances protesters are not normally allow in the street or allowed the block pedestrian path.  This is enforceable by Houston laws and ordinances and not church policy.

Enforcement of city ordinances by Houston Police concerning permits, signs, sign poles, sound systems, etc.  may be useful attempts to control protesting. 

When every possible Houston Police in the employment of the church will be stationed where there is protesting to be sure that order is maintained and that the rights of both church and protesters are guarded.  A representative of the church should also be there whenever possible, this is typical someone connected to the Systems Dept. (security).

The preferred public response at the protest site is to ignore them and continue programs as normal.  Attempts at 'discussion' at the site will normally gain nothing for the church and are likely to encourage the protesters. 

If legal action is taken against protesters it is preferred that it be for violations of city ordinances and not church incited action such as trespassing all though that can be used when protester come on to church owned property.

Security Teams:

· What do/can they do?

· Can they be volunteers?

· Requirements

· Equipment

· Radio communications

· Pastoral Protection 

· Response procedures 

· Disruptive/Problem/Exceptional Persons

Security Team Manual

What do Security personnel do and where are they located?

Security:

Security responsibilities include:

1. Handling distractions/emergencies during the services.  These are both medical and security in nature.  Distractions come in different categories:  Distractions involving the stage (someone rushing the stage), distractions during worship (banners, instruments, etc.) and distractions during the sermon (crying babies, cell phones constantly ringing, people speaking out [such as someone speaking out in tongues]).

· Scenario 1:  Someone rushes the stage during praise and worship or during the sermon.
· Response:  The first security person to see the person should call it out on the radio and the closest security person should respond to stop the person.  Be as polite as you can but firm in asking them what their need is.  Try to escort them out of the sanctuary, if the Pastor says it is OK to let them come up then go with them.  
· Scenario 2:  Someone is dancing with a banner or musical instrument during praise and worship.
· Response:  It is our policy that we don’t allow banners or musical instruments during normal praise and worship (there may be special events where they are encouraged).  Ask the person to put the banner/instrument away.  If they resist, politely ask them to step out of the sanctuary.  Call for your overseer or captain.  Explain to the person that it is distracting to others for them to continue but they are free to go back into the worship service without their banner/instrument.  It can be picked up after the service.
· Scenario 3:  Crying Babies, Ringing Cell Phones, Someone answering their cell phone.
· Response:  The Deacons will assist Security in this scenario.  Approach the person as close as you can and politely ask them to take their baby, conversation out of the service.  If it is a mother with a baby, please direct them to the nursing mother’s room if you have one.
· Scenario 4:  Someone stands up during the sermon and speaks out in tongues.
· Response:  If the Pastor does not directly address the situation, please approach the person and ask if they will go out with you into the lobby.  This is a very sensitive area.  If someone interprets the tongue then it is biblical, if not the person has disrupted the service and should be treated as any other disruption.  (your policy should go along with your church’s beliefs in this area)
2. Being responsible for protecting the speakers on the platform.  Security escorts the speaker to and from the platform to the car and stays close during times they are in the other areas of the church.  
· Scenario:  Someone rushes the stage or rushes up to the speaker after service on the way to the car.  

· Response: The Security person should stop the person and inquire as to their need.  The other security person should continue with the Pastor to the Green room or to the car.  If the pastor allows the person to continue, be open to that but stay close enough to hear what is said and watch the person’s mannerisms.  

3. Monitoring the services, hallways, children’s ministry, youth, café and parking lot.  Security has assignments such as roaming positions which include the areas listed above.  

· Scenario:  During your rounds you notice someone roaming the halls looking in the children’s rooms and/or taking pictures. 
·  Response:  Introduce yourself and ask if you can help that person.  If they are taking pictures please advise them that we do not allow pictures of the children’s rooms while there are children present.  If they resist, call for security.

4. Responding to Panic Alarms from the Children’s ministry.  

· Procedure:  the Security person monitoring the alarm will not respond to the alarm, they will assume command of the radio traffic, notify the Director of Security, the roaming Security personnel, medical personnel, and all available to respond to the location of the panic alarm.  

The positions for Security personnel are as follows:

· Hot seats-located in the sanctuary for protection of the platform area and the speaker.

· Medical positions-these are hot seats occupied by medical personnel.  The treatment area for any medical emergency in the sanctuary (if the patient can be moved) will be the prayer room. The other areas will be on a need by need basis.

· Roamers-monitor the hallways, café and assist in the parking lot

· Blue Light position-this position is filled by one Security person in the lobby.  We have an emergency notification system in each room.  The system activates blue light and keypad beeping in the lobby.  The keypad gives the location of the emergency.

· Parking Lot-the Parking Ministry will facilitate the delivery of our guests by the use of the carts and direct guests to open parking areas in the lot.  They will also monitor the parking lot for any suspicious activity.

Requirements:

· You are asked to serve both services on the day you serve 

· Please arrive one hour prior to service starting 

· Please remember to wear a sport coat of some type and casual/dress slacks preferably no blue jeans, etc. unless in the Parking Ministry

· Check in and collect your equipment in the Security Office which is on the second floor beside the blue room 

Equipment:

Security/Deacons use ICOM radios and two wire microphone (surveillance) kits for communication.  Each Gatekeeper will have his/her own earpiece.  They are stored in a file in the Security office.  We have 5 channels currently in operation.  The channel list and their use are as follows:

Channel 1:  Security, Deacons

Channel 2:  Facilities

Channel 3:  Unassigned

Channel 4:  Unassigned

Channel 5:  Parking Lot Ministry

Director – 

Position Responsibilities - 

Security Related - 

Church facilities security – Manage all aspects of security for church facilities. Including fire and theft alarm systems, premises security, security vendor relations and contract administration, security systems administration, insurance vendor relations, etc.

Pastorial staff protection- coordinates the movement and safety of the senior pastor and others as needed.

Deal with local law enforcement or private security firms for protective services for various church sponsored events both on and off church premises.

Work with various church ministries to develop and implement security procedures to minimize inherent risk in ministries. Example: Children’s ministries have unique concerns.

Documentation of security policies and procedures.

Church staff security training – Hold training seminars for church staff on various safety aspects of travel and personal safety.

Electronic security – Responsible for design, implementation and on-going administration of all electronic security systems. 

Access control systems – Responsible for design, implementation and administration of electronic access control and all physical locking mechanisms. 

Physical security – Engineer and supervise construction of overall physical security measures. 

Risk and Threat assessment – Conduct documented risk assessments of premises for burglary, robberies and fire. 

Conduct threat assessments of any threatening telephone calls, email or ground mail threats. Including bomb threats and personal threats on church staff.

Video surveillance systems – Design, implementation and administration of video surveillance systems

Staff resident security – Work with security vendors to assess security of staff residences and implement emergency procedures for staff and family. 

Employee and volunteer background investigations – Run criminal background checks and conduct investigations.

Incident investigations – Work with law enforcement to investigate theft, bomb threat and other criminal incidents.

Bomb and Bio threat detection – Implement program to identify possible threats and put procedures in place to minimize possible exposure. Daily premise sweeps, equipment inventory and identification, etc. Put measures in place to secure premises (air handling equipment, etc.).

Mail screening procedures - Implement processes and procedures to minimize threat of mail bomb, etc.

Computer/Information security – Work with Technology department to maintain computer virus control, asset security, systems access control policies, etc. Develop and implement programs to secure the church’s information assesses.

Fraud detection – Work with administration to deter and detect fraud in merchandise shipments, telephone use, credit abuse, inventory shrinkage, etc.

Counter Terrorism – Develop and implement specific programs to monitor and circumvent terrorist activities directed against the church.

Armed and unarmed defense – Act as first respondent to emergency situations within directive established by church management. Work with management to document those directives.

Service and offering security – Develop and implement protocol and procedures for maintaining security during worship services, collection, and protection of offerings.

Minimum Job Related Requirements:

· At least two years of professional experience in a security management position for a church of over 10,000 members.

· At least two years of active service as a Texas Department of Public Safety Certified Level IV – Personal Protection Office or US Secret Service.

· At least 2 years experience in the Design, Installation and Administration of Enterprise level Security and Access Control systems.

· At least 2 years experience in the Design, Installation and Administration of Enterprise level Video Surveillance systems.

· At least 2 years professional experience with Computer systems and software installation.

· At least 2 years professional experience in anti-terrorist tactics and explosive detection.

· At least two years professional experience in Disaster Recovery / Emergency Preparedness planning for Fortune 500 companies.

· At least 2 years of professional experience in maintaining an ongoing Safety/Risk Management program.

· At lease 2 years of professional experience in a supervisor role of campus security guard staff.

Safety Related –

Develop, document and implement an Emergency Action Plan to deal with emergency situation including emergency evacuation, robbery and bomb threat procedures as well as emergency weather plans. Conduct drills on periodic basis.

Disaster Recovery Planning – Work with church departments to plan and document Disaster Recovery Plans to carry on vital church functions in the event of disaster that prohibits the use of any part of the church campus of vital assets including information technology as well and physical location. 

Monitor news and weather for potential safety threats from natural disasters.

Develop, document and implement an ongoing Safety Program 

Review and interpret safety regulations and work with the safety and operations professionals in the field.

Coordinate and provide ongoing on-site safety training and education sessions for new and existing employees and managers in all functional areas.

Conduct safety and accident investigations.  Investigate, control, report and follow up on all accidents. 

Promote employee Safety awareness through training sessions, seminars, publication, and posters.

Supervise enforcement agencies regarding health, safety, fire, and environmental codes.

Oversee the fire safety program; conducting annual fire safety inspections.  

Correct areas of concern and coordinate fire extinguisher maintenance and fire inspection programs. 

Develop building exit plans for fire evacuation and disaster response. 

Serves as Facility Emergency Response Director.

Manage Medical Ministry, including all volunteer agreements, scheduling, and waiver release forms.

Manage the Employee CPR and Standard First Aide Program.  Develop strategies to protect our employees, visitors, contractors, and properties.

Medical emergency preparedness – Develop medical emergency preparedness program. Including CPR training, first aid, emergency oxygen, etc. Act as first respondent to medical emergencies.

Deacon Safety Patrol

The Deacon safety patrol consist of 2-4 Deacons equipped with radios who assist in monitoring the CCTV systems and act as roving eyes and ears throughout the church complex. 

They need radios and training in DLRs and Communications (Radio protocol).

Pastor’s Aides

Function of Pastor Aid Team on Sunday

With the provision of a Personal Protection Officer (PPO) for the pastor on Sundays this allows the Pastor Aid Team to take its focus on a different role that does not have the expectations as that of the PPO.

There are positions for two aid team volunteers on a typical Sunday morning.  The “A” role aid will still have the responsibility of being available to any needs of the Pastor during their time of service.  The aid will not need to be in proximity of the Pastor through out the morning as the PPO will hold that role.  The “A” aid may be called on by the Pastor or PPO for assistance when needed.   The radio link between the PPO and the “A” aid will provide the connection when needed.  The “A” aid will need to be seated in the Worship Center behind and in the vicinity of the Pastor and his wife for all services.  This will free the PPO to be in the stage area prior to the Pastors’ movement from congregational seating to the podium.  The “A” aid will act as the eyes in the back of the head for the PPO so he will have a resource to provide him information of any security problems behind him.  The “A” aid will function as the escort for the pastors’ wife should an event require the PPO to take action to remove the Pastor from the area.  The radios connecting the aids and PPO will allow the coordination of the movement of pastors’ family.  During such an event the “B” aid will perform the duty of going to the area of the pastors’ child to be the communication link to provide information as needed at that location.  The “B” aid will be on radio with the other pastor aid team members but will not have a designated location on the church campus until notified of an event requiring them to move to their assigned location.  Aid “B” will need to be aware of the location, ie Sunday School class, of the pastors’ child. 

On Sunday evenings when the pastors’ family is not in attendance the “B” aid role does not need to be staffed.  The “A” aid role will remain the same as the observer for the PPO during services.

Ushers

The ushers should be trained in DLR’s and equipped the radios to alert Security personnel in the case of a disruption.

Police

The police are assigned traffic duty as necessary.

The police should be assigned specific areas to patrol or stand when not at traffic duty instead of being left to wonder at will.

PPOs

PPO Worship Service Emergency Procedures

Purpose:
This procedure has been developed to address the possibility that a disturbance happens during a worship service that merits the evacuation of the front or back stage areas. It will give specific instructions to team members as to what to do in the case of specific scenarios.

Scenarios addressed:

1. Audience member stands up in front rows or runs forward in the isle and begins shooting at the pastor or team members on stage.

2. Audience member starts shooting at pastor or team members from balcony or out of immediate visual range.

3. Audience member attempts to run up on stage or actually makes it on the stage or comes from behind stage toward the pastor or team member.

4. Audience member begins psycho tirade from the audience.

5. Audience member throws something on stage.

6. Fire breaks out on stage.

7. Explosion on or near stage.

8. Shots fired, or explosion, anywhere within earshot. 

Preventative measures:

Preventative measures should entail full security sweeps of the stage and worship center area, as well as prevalent security measure to ensure that the stage and worship center, “the areas”, are not compromised during non-service times.

Adequate measures to keep non-authorized persons from entering the areas will be maintained. It is important that all crew and team members are aware of, and cooperate with, these security measures. Keep the doors locked and strangers out!

Other measures entail the communication and assessment of any threats perceived or received. Pictures of know threats (persons) should be distributed to security personnel for identification. Any hearsay should also be communicated to security personnel.

Protection considerations:

In all cases the life and safety of the pastor and team members (principals) are of primary importance since they are the targets in these scenarios.

Fully trained and qualified security personnel are needed to carry out the protective details of all of these scenarios.

A perimeter of security must be in effect to adequately protect the principals.

The principals must be identified and their location known to security personnel at all times. 

Proper advance work (going ahead of the principals) must be done to ensure safety.

Manpower recommendation:

A protection officer (PPO) will be stationed in the sanctuary in close proximity to the pastor.

A Pastor’s Aide will be seated a few rows behind the pastors seat, wherever he sits before taking the stage.

Immediate Action for various scenarios:

All Security personnel and stage personnel should be properly trained to react to the above listed scenarios should they occur.  If any of the above should occur I recommend the following action be taken by our security:

1. A radio alert should be given by the first individual to witness the threat.  The alert should contain the type of threat and the direction of the threat in relation to the stage.

2. The PPO should move to and evacuate the Principle to the designated safe area.  The PPO evacuating the Principle will issue a radio alert to other security personnel indicating his call sign, that he’s evacuating the Principle and the location of the evacuation.

Any remaining Officers will move to the location of the threat to assist.

Other considerations:

1. Notify local authorities

2. Location of first aid equipment and treatment of wounded

3. Custody of offender

4. Emergency vehicle access

5. Location of witnesses and evidence

6. Additional offenders in area

7. After action reports

Security Guards

Security Officer SOPs:

· Daily Activity Reports

· Probe Tour

· Incident Reports

· Cell Phone use

· Standard SOPs

See Separate Document

Staff Parking Stickers

Serialized parking sticker for staff vehicles
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Theft or misuse or abuse of church property

 Grounds for dismissal.

Tour Policy: 

· Who does tours?

· Schedule for tours

· What do you show?

All tours are to be coordinated through the church office. No one is allowed to wonder around in restricted areas unescorted during non-public times. 

Unattended Vehicle 

No vehicles left unattended at entrances at any time.
Visitor Policy: 

· Procedures

· Guest/Visitor Badges

. All visitors (any non-employees) are to sign in at Guest Services in the Main building reception area where they will be issued a Visitor badge that must be worn at all times. This includes vendors, contractors, friends, relatives, and acquaintances - anyone who is not staff.

Workplace search policy

Work Place Searches

The Company reserves the right to conduct searches of employees and any person, vehicle or object that enters or leaves Company premises.  Pursuant to this provision, the Company is authorized to search lockers, desks, briefcases, baggage, toolboxes, lunch sacks, clothing, vehicles parked on Company property, and any other item in which a weapon, illegal drug, or other property may be hidden.  

It should be noted that all offices, desks, files, lockers, etc., are the property of the Company and are issued for the use of employees only during their employment.  Inspections may be conducted at any time at the discretion of the Company.  

Additionally the Company may search a vehicle owned by it and used by the employee, and a vehicle owned by the employee that is being used to conduct business on behalf of the Company, regardless of whether the vehicle is located on Company property at the time.

Searches may be conducted by the Company management or local authorities.  To the extent, the search is requested by Company management and the employee is present, the employee may refuse the search; provided, however, that such refusal can result in termination of employment for refusal to cooperate.  

The Company reserves the right to conduct searches on its property or authorize searches by law enforcement on its property without the employee being present.  The Company may also use video surveillance equipment and other security devices to monitor various areas of its facilities.  

Security 
The Company maintains security for its property, employees, and authorized visitors.  However, security is the responsibility of all employees.

The Executive Committee may release sensitive security information and develop programs to protect trade secrets, proprietary information, general corporate records and computer information.

The Manager of Human Resources is charged with the responsibility for safety and security of all property in the area.  All Managers are charged with the responsibility for safety and security in their assigned areas.

Employees providing false information or otherwise falsifying applications may be subject to discipline up to and including termination.

Employees taking packages off the premises are required to obtain authorization from their manager.  Employees are responsible for the proper care of all Company property assigned to their possession.  All packages being taken from the premises are subject to search.

All employees are subject to search, surveillance, and questioning to maintain a safe and secure work place.  These activities will be conducted when deemed necessary by management and will be handled as discreetly as possible to avoid personal embarrassment.  

Employees are expected to exercise reasonable care for their own protection and for that of their personal property while on the Company premises and while away from the premises on business.  The Company assumes no responsibility for employee losses resulting from robbery or theft while away from the premises on business.

NOTICE:  Violations of any security policy is ground for immediate dismissal from employment.
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