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INTRODUCTION 

Purpose 

An emergency that involves the [Church_ Name] could impact the business operations of the church, cause 

physical damage to the facilities, disrupt daily and/or weekly activities, and threaten the church’s ability to serve 

its congregants and the community.   The purpose of this guide is to provide direction for places of worship 

concerning reasonable safety measures and procedures for the timely and efficient response to threats and 

emergencies they may face at their place of worship. 

This template should not be relied upon as legal advice and is designed as a guide only.  

Facility Information: 

Church Name: _________________________________________________________________________________ 

Church Address: _______________________________________________________________________________ 

Telephone Number: _________________________ Emergency Contact #:________________________________ 

 Pastor Name: ___________________________ Home Phone: ________________ Cell Phone:________________ 

Address: ______________________________________________________________________________________ 

Alternate Contact Name: _____________________ Home Phone: ________________ Cell Phone:______________ 

Address: ______________________________________________________________________________________ 

Year facility was built:_____________  Type of Construction:___________________________________________ 

Total square footage of facility:____________________________________   Number of Stories: ______________  

Electric Utility Company: __________________________ Gas Utility Company: ____________________________ 

Location of Utility Shut-offs: ______________________________________________________________________ 

_____________________________________________________________________________________________ 

Type of Security Alarm System: _________________________ Security Alarm Company:_____________________ 

Location of Security Alarm Panel: __________________________________________________________________ 

Type of Fire Alarm System: ______________________________ Fire Alarm Company:_______________________ 

Location of Fire Alarm Panel: _____________________________________________________________________ 

Facility Access procedures (to include areas with controlled access, such as use of doorbells or other notification 

devices, during off hours) ________________________________________________________________________ 

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________ 
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DIRECTION AND CONTROL 
Direction and Control provides a basis for decision making and identifies who has the authority to make decisions 

for the facility.  This section describes the church’s management function for emergency operations. 

Person in Charge (by title) ____________________________ Alternate (by title) _______________________ 

Emergency Response Team 

The following are guidelines for creating an Emergency Response Team within your congregation. The positions 
listed are recommendations and can be adapted to the needs of your particular site. It is recommended that 
several people be designated and trained for each position and that each position be represented at every 
possible worship service or event. 

Building Coordinator 

A building coordinator is a staff member or volunteer trained to know the floor plans of each building 
and the emergency evacuation procedures for any emergency—Active Shooter, Medical, Fire, Tornado, 
etc. The building coordinator may be involved in long-range planning. (An Elder/Deacon might be 
appropriate for this position.) 

A building coordinator may be responsible for:  
 Receiving status reports from the Incident Coordinator.  
 Relaying status report information to the emergency agency/agencies involved (e.g., law 

enforcement, fire department, paramedics, emergency management, etc.).  
 Coordinating with the emergency agency/agencies any needed evacuations or other  

                      emergency actions. 
 

A building coordinator may work with the Emergency Response Team to: 

 Coordinate emergency planning activities.  
 Assist with recruiting team members. 

 Schedule training. 

 Communicate ongoing plans. 
 

 The building coordinator should report to the Emergency Services Incident Commander/Incident Command    
Post and serve as a Church Liaison for the incident. 

 

Incident Coordinator 

(It should be noted that the Incident Coordinator is not the same as the “Incident Commander”) 

The incident coordinator on duty assumes responsibility for implementing the church emergency plan at the 
time of the incident, providing leadership until personnel with more experience arrive on scene. (Greeters, 
ushers, or other leaders might be appropriate for this position.) Responsibilities may include the following: 

 Ensuring that all Emergency Response Team members are assigned duties and understand all 
emergency procedures.  

 Working with other Emergency Response Team members to evaluate an emergency.  
 Ensuring proper emergency communication. 
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 Delegating needed emergency actions. 
 

The incident coordinator may also be called upon by the emergency agency/agencies involved to aid in 
crowd control and building evacuation. The incident coordinator should immediately identify her/himself 
as such to emergency agency personnel responding to an incident. 

 

Medical Response Team Members 

Medical Response Team members are members of the Emergency Response Team who have been trained in 
medical emergencies. Responsibilities include the following: 

 Providing first aid to those incurring a medical emergency until medical personnel with higher 
training arrives on scene.  

 Conducting a primary assessment of the medical emergency situations and reporting this 
assessment to appropriate personnel.   

 Remaining in charge of a medical emergency situation until professional help arrives. 

 
Medical Response Team members should immediately identify themselves as such to any personnel 
responding to the incident. 

 

Safety Response Team Members 

The Safety Response Team members are staff members or volunteers who understand and are prepared to 
facilitate a safe and effective response to any emergency situation. Safety Response Team members know the 
location of approved tornado shelter areas in the building. Responsibilities include the following:  

 Building evacuations—responsible for reporting to the incident coordinator that their assigned section 
has been cleared during an evacuation.  

 Lock down/shelter in place procedures 

 Other intervention procedures as the situations dictate.  
 Work in coordination with the building trustees to minimize hazards.  
 If available, maintain hand-held radios to coordinate with incident coordinator or other team 

members. 

 
Safety Response Team members should immediately identify themselves as such to any personnel 
responding to the incident. 

 

Security Team Members 
 

Security team members provide a sense of safety to church members and guests.  Security Team members 

must be familiar with the layout of the buildings and understand emergency means of egress and traffic 

patterns.  Military/Law Enforcement experience is suggested or members that receive training for this position. 

Responsibilities include the following: 

 Role of Greeters 

 Identify questionable behavior and respond quickly. 
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 Patrol the grounds before, during, after services and at special events for anyone/anything  

       out of place. 

 Placement of security team within the facility. 

 Report any behavior to the proper authorities that could escalate out of control. 

 If an incident is threatening the safety of the congregation, dial 911 immediately. 

 Coordinate evacuation or lockdown procedures 

 Confront the threat 

 Assist first responders 

Security team members should immediately identify themselves as such to any personnel 
responding to the incident. 
 

NOTIFICATION 
______________________________________________ Church will receive severe weather alerts via 

____________________________ (i.e. cell phone alert, NOAA Weather Radio).  In the event of a Tornado Warning 

within the church region, the Safety Team will be alerted via ______________________________ (i.e. portables, 

runners, etc.) and the congregation/facility users will be alerted via _____________________ (i.e. Security Team 

Leader, PA System, etc.). 

In the event of a threat of a suspicious condition or potential active shooter information will be disseminated to 

the congregation/facility users via _____________________________________________________________ 

_____________________________________________________________________________________________ 

_____________________________________________________________________________________________. 

 

RESPONSE 

Intruder/Active Shooter Emergency Action Plan 

If an intruder is discovered in the building: 

 Do not approach the intruder or intervene in any ongoing activity by the intruder. 

 Do not activate the fire alarm. 

 Call 911 immediately and provide as much information as possible. 

 Provide a description of the intruder and any specific characteristics (height, weight, hair color, race, 

and type and color of clothing) and types of weapon(s), if any. 

 Notify other staff/offices if discreetly possible. 

 

When a hostile person(s) is actively causing physical or deadly harm or the imminent threat of deadly harm 
(weapon/shooting), or is barricaded within a building, the following procedures should be followed: 

 Lock yourself in the room you are in at the time of the threatening activity 

 Don’t stay in open areas. 

 Lock the window and close blinds or curtains. 

 Stay away from windows. 
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 Turn all lights and audio equipment off. 

 Try to stay calm and be as quiet as possible. (Silence electronic devices) 

 Remain in place until given an all clear by the Security Team or Law Enforcement. 
 

 
If for some reason you are caught in an open area, such as a hallway or main congregation area, you  
must decide what action to take. 

• You can try to hide, but make sure it is a well-hidden space or you may be found as the intruder   
        moves through the building looking for victims. 
• If you think you can safely make it out of the building by running, then do so. Leave personal  
       belongings behind and, if possible, use escape routes identified by the security team. 

(a) If you decide to run, do not run in a straight line. Keep any objects you can between you and  
                    the hostile person(s) while in the building. Use trees, vehicles or any other object to block you  
                    from view as you run. When away from the immediate area of danger, summon help any way  
                    you can and warn others. 

 
If the person(s) is causing death or serious physical injury to others and you are unable to run or hide,  
you may choose to play dead if other victims are around you. 
 
The last option you have, if caught in an open area, may be to fight back. Try to disrupt or incapacitate the 
shooter by using aggressive force and items around the area, such as fire extinguishers or chairs.  This is 
dangerous, but depending on your situation, this could be an option. 
 
Once law enforcement arrives, clearly identify yourself and obey all commands such as getting down on the 
ground, dropping all objects (including cell phones) from hands and putting hands in the air.   This is done for 
safety reasons, and once circumstances are evaluated by law enforcement, they will give you further 
directions to follow. 
 
Once identified and cleared, the security team should meet with First Responders and provide as much 
information as possible (i.e. location of safe zones, last know location of the threat, facility access points and 
childcare location and access, etc.).  Continue to manage safe zones and assist First Responders, as directed. 

 

 

Medical Emergency 

Call 911 or other appropriate emergency response activation number. Be prepared to give the 
following information: 

• Name and extension. 
• Location (street address and position inside of building) 
• Number of people involved. 
• Nature of injury or illness. 
• Remember to stay on the line until help arrives, if at all possible. 

 
Note: Treat minor injuries from supplies in the first aid kits.  
While waiting for professional help do not move the ill or injured person, unless safety considerations 
necessitate movement or transportation to a safer location. When professional help arrives: 



Model Emergency Operations Plan for Churches 
 

6 
 

• Allow responding units to take control of situation. 
• Emergency response team members will stand by to assist as needed 

 
Regular CPR/First Aid training is recommended for all leaders, especially pre-school and Sunday School 
teachers. 

 
First Aid Kit Locations ____________________________________________________________________ 

Automated External Defibrillator (AED) Location ______________________________________________ 

 

Severe Weather/Tornados 

The National Weather Service has developed a method of identifying storm conditions that nurture the 
development of tornadoes. The classification and definitions of storm conditions are: 

 

• Tornado watch 
• Tornado warning 

 

A “tornado watch” status indicates that weather conditions are favorable for the development of tornadoes. 
The “watch areas” are usually large geographic areas, covering many counties or even states that could be 
affected by severe weather conditions including tornadoes. 

 
A “tornado warning” is an alert issued by the National Weather Service (NWS) after a tornado has been 
detected by radar or sighted by weather watchers or by the public. The NWS provides the approximate time of 
detection, the location of the storm and the direction of movement. A tornado can move from 25 to 40 miles 
per hour so prompt emergency action must be taken.  Should a tornado develop which threatens the area, 
emergency response team members should initiate actions to notify and protect all staff and church members 
in the facility. 

 
If indoors, the general responses to a tornado warning are: 

•  Move away from windows. Move to an interior room away from windows—to an enclosed room, a   
                      rest room, an interior stairwell. If you have time, close any window blinds or shades to help prevent  
                    flying glass and debris.   

•  Warn others. Encourage them to get to safety immediately. 
•  Move away from large expanses of unsupported ceilings. 
•  Move away from the building perimeter area. 
•  If in an interior hallway, away from windows, crouch down as low as possible. 
•  If you are in an elevator, stop and get off at the next floor and take cover in an interior hallway or  
       interior room.  Do not use elevators during tornado warnings. 
•  If moving to a safer location in the building is not possible, get under a desk or table in an interior 

room within the facility. 
• Once you’ve situated yourself in the safest place you can find, protect your face and head, and 

stay where you are until an “all clear” signal is given. If circumstances change and new dangers 
are present, seek a different safe place. 

 
If you are outdoors, the general responses to a tornado warning are: 

•    If at all possible, move indoors to an interior room. 
•  If moving indoors is not possible, take cover near objects that are low and securely anchored to 

                      the ground, such as a culvert or low retaining walls. 



Model Emergency Operations Plan for Churches 
 

7 
 

 
 
 

Designated safe areas within the facility for use as a tornado shelter. 
1. ________________________________________________________________________________ 

2. ________________________________________________________________________________ 

3. ________________________________________________________________________________ 

4. ________________________________________________________________________________ 

5. ________________________________________________________________________________ 

(Areas to avoid – Lobbies, Walkways, Atriums, rooms with large glass areas, areas with wide 

expanses of unsupported ceilings, etc.) 

 

 

Fires 

If you detect smoke: 
•  Call 911 or other emergency number(s). 
•  Give your name, telephone number, and location within the building. 
•  Describe the situation. 

 
If you detect fire: 

• Activate the manual fire alarm 
•  Call 911 (move to a safe area before making this call). 
•  Give your name, telephone number, and location. 
•  Describe the situation. 
•  If you know how to use a fire extinguisher and feel the best course of action is to attempt to 
       extinguish the fire, locate an extinguisher and, without risking injury, attempt to extinguish the 
       fire. 
• If the fire is beyond the point of a safe attempt to extinguish it, isolate the fire by closing doors 
       in the area before evacuating. 

 
If the Fire Warning Alarm Sounds 

•  Evacuate immediately, using the nearest exit. Walk quickly. Do not run.  Emergency Response Team  
                    members should direct congregation, all classrooms, restrooms, projection booth personnel, etc.  
                      where to gather outside for head count.  All measures should be taken to ensure everyone has exited  
                    the building. 
 

Note: Evacuation should be toward ground level. If you encounter smoke or heat in a stairwell, proceed across 

that floor to another stairwell and continue evacuation to ground level. 

             •  Assist disabled persons in your area. 

• If you encounter smoke, take short breaths through your nose and crawl along the floor to the 
       nearest exit. 
•   Feel all doors with your hand before opening. If the door is hot, do not open it. If the door is 

                      cool, open it slowly, keeping behind the door in case you have to quickly close it to protect yourself  
        from oncoming smoke or fire. 

•  Proceed to the ground level and outdoors. 
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Move upwind of the building at least 75 feet away from the building and beyond designated fire lanes. Go to 
your designated assembly area (if possible). 

 

•  Do not go to your automobile or attempt to move it from the parking lot. This could hinder 
                    access by emergency vehicles. 

•  Do not congregate near building exits, driveways, or roadways. 
• Do not reenter the building until an “all clear” is issued by the fire department personnel.  

 
 

Fire Designated Assembly Areas 
1. ________________________________________________________________________________ 
2. ________________________________________________________________________________ 
3. ________________________________________________________________________________ 
4. ________________________________________________________________________________ 
5. ________________________________________________________________________________ 

 
 

REUNIFICATION 
 

1. Identify a safe location separate from distractions (including the media and general public), for family 
members trying to reunite with their loved ones. 
 

2. Provide family members with timely, accurate, and relevant information. 
 

3. Provide crisis counseling or psychological support during and after the incident. 
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Appendix 1 
 

Church/Building Floorplan 
(Mark locations of fire extinguishers, fire alarm pull stations, first aid kits, AEDs. tornado safe areas, etc.) 
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Appendix 2 
 

Church Staff Contact Information 
 

Role/Job Title: 
 
Name: 

Address:  

Cell Phone:  

Email:  

Emergency Contact: 
   ●  Relationship: 
   ●  Phone: 

 

Role/Job Title: 
 
Name: 

Address:  

Cell Phone:  

Email:  

Emergency Contact: 
   ●  Relationship: 
   ●  Phone: 

 

Role/Job Title: 
 
Name: 

Address:  

Cell Phone:  

Email:  

Emergency Contact: 
   ●  Relationship: 
   ●  Phone: 

 

Role/Job Title: 
 
Name: 

Address:  

Cell Phone:  

Email:  

Emergency Contact: 
   ●  Relationship: 
   ●  Phone: 

 

Role/Job Title: 
 
Name: 

Address:  

Cell Phone:  

Email:  

Emergency Contact: 
   ●  Relationship: 
   ●  Phone: 

 

Role/Job Title: 
 
Name: 

Address:  

Cell Phone:  

Email:  

Emergency Contact: 
   ●  Relationship: 
   ●  Phone: 

 

Role/Job Title: 
 
Name: 

Address:  

Cell Phone:  

Email:  

Emergency Contact: 
   ●  Relationship: 
   ●  Phone: 
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Appendix 3 

EMERGENCY RESPONSE TEAM INFORMATION 
 

Building Coordinator 
 

Name: 

Address:  

Cell Phone:  

Email:  

 

Incident Coordinator 
 

Name: 

Address:  

Cell Phone:  

Email:  

 
 
MEDICAL RESPONSE TEAM INFORMATION 

 

Job Title: 
 
Name: 

Address:  

Cell Phone:  

Email:  

Job Title: 
 
Name: 

Address:  

Cell Phone:  

Email:  

Job Title: 
 
Name: 

Address:  

Cell Phone:  

Email:  

Job Title: 
 
Name: 

Address:  

Cell Phone:  

Email:  

Job Title: 
 
Name: 

Address:  

Cell Phone:  

Email:  

Job Title: 
 
Name: 

Address:  

Cell Phone:  

Email:  

Job Title: 
 
Name: 

Address:  

Cell Phone:  

Email:  

Job Title: 
 
Name: 

Address:  

Cell Phone:  

Email:  

Job Title: 
 
Name: 

Address:  

Cell Phone:  

Email:  
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SAFETY RESPONSE TEAM INFORMATION 
 

Job Title: 
 
Name: 

Address:  

Cell Phone:  

Email:  

Job Title: 
 
Name: 

Address:  

Cell Phone:  

Email:  

Job Title: 
 
Name: 

Address:  

Cell Phone:  

Email:  

Job Title: 
 
Name: 

Address:  

Cell Phone:  

Email:  

Job Title: 
 
Name: 

Address:  

Cell Phone:  

Email:  

Job Title: 
 
Name: 

Address:  

Cell Phone:  

Email:  

 
SECURITY RESPONSE TEAM INFORMATION 

 

Job Title: 
 
Name: 

Address:  

Cell Phone:  

Email:  

Job Title: 
 
Name: 

Address:  

Cell Phone:  

Email:  

Job Title: 
 
Name: 

Address:  

Cell Phone:  

Email:  

Job Title: 
 
Name: 

Address:  

Cell Phone:  

Email:  

Job Title: 
 
Name: 

Address:  

Cell Phone:  

Email:  

Job Title: 
 
Name: 

Address:  

Cell Phone:  

Email:  

Job Title: 
 
Name: 

Address:  

Cell Phone:  

Email:  

 


