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IMPORTANT
General Considerations

1.
Provide the parents/guardians of the children in the program with a dependable way to contact the Faith Formation/Youth Ministry Leader or other designated person during the time that the faith formation program is running.
2.
Have any visitors (parents, guest speakers, occasional volunteers, etc.) sign in and out, ensuring that the program leader is aware of who is in the building during the program.
3.
Ensure that the local police are aware of the time and location of your faith formation program in case of emergency.

4.
As you go through this template and make the needed adjustments, make note of any mechanical systems, doors, etc. that the faith formation/youth ministry leader needs access to when responding to an emergency. Work out with your pastor/pastoral administrator and maintenance/facilities manager how that access should occur. (e.g. Will access occur through a call to another staff member who will be onsite or return quickly to the site, or will the formation leader have the necessary training, keys, etc.?)

5.
Any emergencies should be reported to the pastor or pastoral administrator as soon as possible; therefore the faith formation/youth ministry leaders must have a means to contact him or her during the time of the sessions.

6.
If no fire alarm or PA system is available, designate a very loud tone as your alarm (e.g. air horn or similar)

7.
It is recommended that you have access to a radio or another device that can provide up-to-date information about weather or other emergencies in your area.

General Training for Catechists

8.
All leaders, catechists, assistants, aides, facilitators, etc. should know the physical address and designated building entry point, so that this can be reported if the need to call for help becomes necessary.

9.
All leaders, catechists, assistants, aides, facilitators, etc. must be made aware of the evacuation procedures.

10.
All leaders, catechists, assistants, aides, facilitators, etc. must be made aware of the designated gathering areas for various emergencies.

11.
All leaders, catechists, assistants, aides, facilitators, etc. must be made aware of the specific alarm sounds for various emergencies (different for fire, tornado, lockdown).

Training for Program/Session Participants

12.
Children in the sessions/program should be drilled on procedures for tornado and fire emergencies a minimum of once per year, but preferably twice.

EMERGENCY PROCEDURES TEMPLATE INSTRUCTIONS
Instructions for use:

1. This template is designed to assist the user in the creation of a facility-specific binder that can be used as a quick reference to guide staff and volunteer response in an emergency.

2. The cover page should include the facility name and the date of approval (or most recent review/revision).

3. Suggested layout to assist in quickly identifying page(s) needed in an emergency:

a. Print in landscape format and 3-hole punch the top
b. Place in binder
c. Tabs could be inserted with each situation’s title
d. The pages may be sized to allow each emergency situation’s title to show in the footer section; 
e. Each emergency situation page could be printed in a different color.
4.
Place this binder in an obvious and accessible place.
5.
Ensure that all responsible program leaders are familiar with the content and location of this binder.
	WHEN: There is a possible or confirmed fire in the building
NOTIFICATION: FIRE ALARM SYSTEM OR DESIGNATED SOUND


OR
	WHEN:  Remaining in the building may be dangerous (e.g. fumes, chemical spill, etc.)
NOTIFICATION:  PA/OVERHEAD ANNOUNCEMENT (If available)
“Attention, Attention, Attention
There is an issue inside the building which requires that we evacuate immediately.
Teachers, please follow the Evacuation procedures in your Emergency Checklist”
OR DESIGNATED SOUND


	(  If there is a fire, activate Fire Alarm or designated tone, and call 9-1-1

	(  If inclement weather find adequate shelter (e.g., nearby building)

	(  If no fire is present, check source of alarm and  verify situation

	(  Collect attendance and accountability information


	(  Direct staff to check areas for evacuation compliance
 
	(  Leader should meet with Emergency Responders 

	(  Catechists bring along attendance list 
	(  Give “All Clear” or other instructions as appropriate after consulting with authorized official



	(  Get Sign-in List

	(  Reset Alarm System when appropriate

	(  Notify Pastor or Pastoral Administrator of the evacuation
	


	EVACUATION


	WATCH

WHEN:  Conditions favor the development of a tornado and/or severe storm

WARNING

WHEN:  There is an immediate threat in the area; take shelter

PA ANNOUNCEMENT: “The National Weather Service has issued a Severe Weather/Tornado Warning; all students, staff and visitors must immediately move to shelter areas and remain until an ‘All Clear’ is announced”
OR DESIGNATED SOUND (Clearly different from fire and lockdown)

	Weather WATCH:
	Weather WARNING:

	(  Notify building of Watch conditions
	(  Notify building of Warning conditions

	(  Monitor for changing conditions:

· Weather Radio

· TV/Radio

· Internet Weather

· Alert Sirens

(  Outside activities should include a plan to seek shelter if needed

(  Know potential shelter areas available

(  Review actions for WARNING (be prepared)
	(  Outside activities; seek shelter immediately

(  Catechist; take attendance information

(  Formation Leader; take medical and parent contact information along
(  Move to designated shelter areas

(  Monitor for changing conditions:

· Weather Radio

· TV/Radio

· Internet Weather

· Alert Sirens

(  Follow “All Clear” or other instructions as appropriate

(  If necessary perform injury and damage assessment, report findings to emergency personnel


	TORNADO/SEVERE WEATHER (WATCH/WARNING)


	WHEN: Notified that the air outside is (or could be) hazardous, e.g., due to a chemical release


	NOTIFICATION:  P.A./OVERHEAD ANNOUNCEMENT (If available)
“Attention, Attention, Attention
Staff will immediately begin SHELTER-IN-PLACE for a release.
Students in the hall are to return to your classroom immediately.
We may be shutting off the power, therefore, some building systems may not be operative
Remain until an “All Clear” is given”
OR DESIGNATED SOUND


	(  Initiate Shelter-in-place alarm
	(  Direct adults to make shelter spaces air-tight



	(  Notify 9-1-1 of shelter-in-place; give status of any affected persons if possible
	(  Collect attendance/accountability information

	(  Notify Pastor or Pastoral Administrator of shelter-in-place actions
	(  Obtain reports on health status of students, staff, others; act accordingly 


	(  Contact and direct groups outside of building to return to shelter immediately
(  Institute Lockdown procedure
(  Shut down HVAC systems
	(  Monitor information sources for changing conditions 
(  Give “All Clear” or other instructions as appropriate after consulting with authorized official



	SHELTER-IN-PLACE for HAZARDOUS MATERIALS RELEASE


*****Please check with your local schools to find out their general procedure for a lockdown emergency. To avoid confusion by the children/youth, it is recommended that you follow the general procedure of your local schools as closely as possible for this emergency. Adjust this template as necessary. Demonstrate the procedures for the responsible adults. You do not need to drill the children on this procedure. *****
	LOCKDOWN- INTERNAL/EXTERNAL THREAT
WHEN: When a general danger or threat is believed to be inside the building or in the area

	LOCKDOWN NOTIFICATION: PA/OVERHEAD ANNOUNCEMENT
“Attention, Attention, Attention! Teachers and students, may I have your attention please.  All classrooms are directed to go to Lockdown.  There is a perceived threat.”
 (If INSIDE of our school):  Remain in place until notified by police/law enforcement 
(If OUTSIDE of our school):  Remain in place until directed to resume regular classroom schedule
OR DESIGNATED SOUND (Clearly different from evacuation alarm)

	OUTSIDE THREAT:
	INSIDE THREAT:

	(  Initiate Lockdown using notification system
	(  Initiate Full Lockdown using notification system

	(  If appropriate, report threat to authorities (9-1-1)
	(  Report to authorities (9-1-1) DO NOT HANG UP

	· Location/Type of threat
· Description of suspect(s)
· Injuries/Hostages
· Weapons/Other information available
	· Location/Type of threat
· Description of suspect(s)
· Injuries/Hostages
· Weapons/Other information available

	(  Outside activities are routed to a safe location or move inside
	(  Outside groups routed to safe location away from building

	(  Secure exterior doors/windows (close/lock/cover)
	(  Secure exterior doors/windows (close/lock/cover)

	(  Move students to reduce visibility
	(  Turn off lights, including computer monitors

	(  Verify attendance (check halls and restrooms for students)
	(  Verify attendance and secure emergency contact list.

	(  Monitor informational sources for changing conditions
	(  Remain in position until notified by law enforcement 

	(  Remain in position until threat cleared; announce to staff
	

	LOCKDOWN


	WHEN:  Bomb Threat is received or suspicious package is found


	BOMB THREAT:
	SUSPICIOUS MAIL or PACKAGE:

	(  Do not approach, touch, move, or shake items
(  Do not use electronic equipment (pagers, cell phones, etc)
(  Call authorities; Emergency 9-1-1 
(  Provide all available information from data collection form (Use Bomb Threat data collection form on next page.)
(  Follow Evacuation Procedure if directed
(  Be aware of area and surroundings; e.g., items out of place
(  If evacuating take attendance information, medical information and parent contact information
(  If inclement weather move to designated nearby building
(  Collect attendance/accountability information
(  “All Clear” or other instructions will be provided by 
      authorized official
	(  Do not shake, open or empty package; place on table or floor
(  Isolate:  place in plastic bag and seal; if too large, cover
(  Wash hands with antibacterial product
(  Do not leave area
(  Call authorities; Emergency 9-1-1
(  Follow directions of the authorities


	BOMB THREAT or SUSPICIOUS PACKAGE


**Michigan Catholic conference may revise as new Bomb Threat Protocol from Michigan State Police is released.
BOMB THREAT DATA COLLECTION FORM

Most Bomb threats are made by callers who want to create an atmosphere of anxiety and panic; however, all such calls must be taken seriously.  If you receive a threat of any kind, immediately notify authorities/Emergency 9-1-1.  If possible, have someone do this while you continue talking to the caller.
(  Record Call if recording equipment is available
 (  DO NOT HANG UP AT THE CONCLUSION OF THE CALL
	(  Write Caller ID Number ___________________________________ Questions to Ask:
	Other Notes:

	When will the bomb explode? ____________________________
	Date: ___________________  Time: ______________________

	Where is the bomb right now? ____________________________
	Who took the call? _____________________________________

	What does it look like? __________________________________
	Number that received the call: ____________________________

	What kind of bomb is it? ________________________________
	Gender/Sex of the caller: ________________________________

	Did you place the bomb?________________________________
	Age of caller: _________________________________________

	Why? _______________________________________________
	Accent/Ethnicity: ______________________________________

	What is caller’s name? __________________________________
	


Background Sounds 


Language 



Voice 





Notes:
(  Street noises


(  Well spoken


(  Calm

(  Distinct


(  House noises


(  Foul language


(  Angry

(  Slurred

(  Other voices


(  Irrational/incoherent
(  Excited

(  Nasal

(  Animal noises


(  Taped message

(  Slow

(  Stutter
(  Other ____________

(  Music



(  Other ___________

(  Fast

(  Lisp

(  Office sounds







(  Soft

(  Familiar

(  Factory sounds






(  Loud

(  Raspy/ragged

(  PA System







(  Laughing
(  Clearing throat

(  Phone line very clear





(  Crying

(  Deep breathing

(  Phone line distant






(  Normal

(  Disguised
(  Static

	EMERGENCY CONTACTS


	NAME
	POSITION
	OFFICE
	CELLULAR
	HOME

	
	
	
	
	

	
	Local Emergency
	9-1-1
	
	

	
	Poison Control
	800.222.1222
	
	

	
	Police
	
	
	

	
	Fire
	
	
	

	
	Sheriff
	
	
	

	
	State Police
	
	
	

	
	Hospital
	
	
	

	
	Maintenance
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	EMERGENCY CONTACTS


Floor plans with shelter areas noted (can do by sections or levels)
	SHELTER LOCATIONS


Floor plans with evacuation routes noted (can do by sections or levels)
	EVACUATION ROUTES


