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Emergency Action Plan
est. by the Staff and Trustees | approved by the Church Council August 2023
This plan is designed to address any circumstances which call for immediate action and/or urgent need for assistance/relief. The staff and Church Safety Team may conduct trainings, drills, etc. to test the plan and inform revisions. The enclosed procedures also apply to programs on the premises such as Parents’ Day Out, Meals on Wheels, etc. and informs people on steps to take in all phases of emergencies, including:
· Mitigation – any activity undertaken before an emergency to eliminate or reduce risk or the impact such an emergency may have on the community and facility. Examples: policy, canceling events in advance
· Preparedness – planning and preparing to handle an emergency when it strikes. Examples: training, stockpiling resources 
· Response – all activities undertaken at the time of an emergency to save lives and property and reduce harm. Examples: evacuation, shelter in place
· Recovery – activities undertaken to return things to health and safety after response activities have subsided. Examples: repairing property damage, counseling
In any type of event, this plan is a guide for Lebanon FUMC to:
· Communicate information
· Care for members/persons on premises and affected
· Protect property
· Allow for self-sufficiency on site for at least 72 hours
· Continue worship services

The Emergency Action Plan cannot cover every possible situation which may occur.
Nevertheless, it is a tool to help reduce injuries and casualties if put into action as soon as a situation develops, as time is a critical factor in the management of any emergency. 


1

3

Emergency Contacts

All Emergencies								911


Church Safety Team
Pastor Ryan Bennett							615-260-8412
Pastor Steve Boutell							502-548-1820
Pastor Rebecca Gwynn-Dixon						615-504-5221

Chris Hodge									615-504-4614
Bill Moss									615-946-3204


External Phone Numbers
City of Lebanon Police Department					(615) 444-2323
Lebanon Fire Department						(615) 443-2903
Vanderbilt Wilson County Hospital					(615) 444-8262
Wilson County Emergency Management				(615) 444-8777
Wilson County Sheriff’s Office						(615) 444-1412

City of Lebanon Gas Department					(615) 443-2835
City of Lebanon Water Department					(615) 444-0825
Middle TN Electric Membership Corporation			(877) 777-9020
Tennessee Poison Center						(800) 222-1222



General Preventive Measures
· Conduct personal safety and situational awareness training for church staff, Church Safety Team, Ushers, and other key personnel as needed.
· Provide up to two (2) highly trained or specially employed persons at each service to monitor and address escalations.
· Station Ushers outside entrance doors to monitor outside conditions for any signs of weapons and suspicious activity or packages. (No weapons are allowed on church premises without prior approval, even with proper permits.)
· Keep walkie-talkies and/or a microphone on hand in case an emergency announcement needs to be made.
· Train Ushers to avoid seating unaccompanied new visitors in the first four (4) rows of the Sanctuary.
· Train staff, Ushers, and Church Safety Team to direct all attendees away from upstairs or other unmonitored areas during worship services.
· Conduct full Safe Spaces/Safe Sanctuaries Training and background checks for staff, Ushers, and Church Safety Team members.
· When a significant weather, hostile, or other threat alert is received which could affect events/attendees, consider canceling in advance to minimize risk.
· See Something, Say Something: If you have contact with any individuals who display the following tendencies, notify the Lead Pastor and/or police as appropriate:
· Threatens harm or talks about killing self or others
· Frequently initiates or participates in fights
· Translates frustration into uncontrollable physical violence
· Collects or creates artwork consistently depicting graphic violence or death
· Attempts to force or sneak their way into prohibited areas

Cancellation/Closing Procedure
The Lead Pastor shall make decisions to close the facility or cancel activities in the church due to any sufficiently significant risk factors. Once the decision to close the facility has been made, it shall be communicated to the community via:
· Church app/text
· Social platforms
· Email distribution list
· Phone tree

Medical Emergency Response Procedure

Only individuals who are trained and certified in First Aid and CPR should administer the AED machine or assist with rendering basic first aid.
In the event of a serious medical emergency, take the following steps:
· CALL 911 IMMEDIATELY. Be prepared to provide the following information:
· Nature of the medical emergency
· Location of the emergency (415 W. Main St. Lebanon TN 37087)
· Name and phone number (615-444-3315)
· Follow the instructions given by the Emergency Operator.
· Do not move the individual unless absolutely necessary.
· Notify church personnel who are trained in CPR and First Aid to provide aid prior to the arrival of EMS personnel. A member of the Church Safety Team will come on site to witness and aid response as appropriate.
· Complete an Incident Report.

First Aid Kits are located:
· By the Main Office (with AED and stretcher)
· Hesson Hall Kitchen by the refrigerator
· Children’s Wing – Work Room
· ?
· ?
· ?

Automated External Defibrillators (AEDs) are located:
· By the Main Office (above the First Aid Kit)
· In the Family Life Center…

Building Evacuation Procedure

This evacuation procedure should be used for a fire alarm, a bomb threat, and any other times deemed necessary by the Lead Pastor and/or Church Safety Team
· When possible, check and secure evacuation routes ahead of evacuating, in case of a false alarm and/or ruse.
· Evacuate toward ground level according to class/room Emergency Action Plan maps where available. 

· Assist disabled persons in your area.

· If you encounter smoke or heat in a stairwell, proceed across that floor to another stairwell and continue evacuation to ground level.

· 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 must quickly close it to protect you from oncoming smoke or fire.

· Proceed to the ground level and outdoors. Move at least 75 feet away from the building and upwind, if possible, beyond fire lanes. 

· The designated reunification area for families and children/youth is the Outdoor Chapel (at the far end of the parking lot).

· 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.

· After you have reached a safe location, check yourself and others for injuries. If injuries or other medical emergencies are present, follow Medical Emergency Response Procedure (p. 4).

· Do not reenter the building until an all-clear is issued by BOTH the fire department/police representative and the Church Safety Team leader.


Children & Youth Evacuation Procedure
This evacuation procedure should be used for a fire alarm, bomb threat, and any other time deemed necessary by the Lead Pastor and/or Church Safety Team.
· All children, youth, and adults shall evacuate through the nearest safe exit and proceed to the Outdoor Chapel (at the back of the parking lot) to reunite minors with families.

· If possible, load non-walking children into buggies and/or strollers, and ensure all are present before evacuating. If not, try to secure at least one adult for every two non-walkers. Bring class roster to the Outdoor Chapel to confirm reunification with families.

· Teachers/class leaders of walking children and youth should line their classes up and ensure all are present before evacuating. Bring the class roster to the Outdoor Chapel to confirm reunification with families.

· An adult should be the last to leave each classroom. If there is a bathroom in the classroom, check to ensure no one is in the bathroom.

· Once at the Outdoor Chapel, assemble children & youth by classroom/age group, take a head count, and report to a Church Safety Team leader or pastor to confirm all are okay and accounted for. Do not allow youth drivers to go to their cars  leave the parking lot until their status is confirmed with families.

· Check yourself and others for injuries. If injuries or other medical emergencies are present, follow Medical Emergency Response Procedure (p. 4).

Dismissal After Evacuation
· Once it is safe to do so, families will proceed to the Outdoor Chapel to pick up AND SIGN OUT their child(ren)/youth.

· Teachers/class leaders will use their sign-out sheets to confirm the release of children and youth to their families.

· If minors need to be moved from the Outdoor Chapel or meet in a different location, a member of the Church Safety Team will assist and communicate to staff and families.

· Do not reenter the building until an all-clear is issued by BOTH the fire department/police representative and the Church Safety Team leader.

Lockdown Procedure
In the event of a life-threatening emergency wherein containment is required (i.e., active shooter), the Lead Pastor and Church Safety Team will initiate a lockdown:
· Proceed to a room with a door, close all the windows and doors, and turn off all the lights. Place doorstop under the door and block door with chair. 

· Cover large widows. If possible, get everyone down on the floor and ensure that no one is visible from outside the room. 

· If possible, one person in the room should call 911. Be prepared to tell the dispatcher:
· What is happening
· Physical description of the intruder(s) and weapon(s), if applicable
· Number of potential victims
· Location of the emergency (415 W. Main St. Lebanon TN 37087)
· Name and phone number (615-444-3315)

· Check yourself and others for injuries. If injuries or other medical emergencies are present, follow Medical Emergency Response Procedure (p. 4).

· Do not exit the room until an all-clear is issued by BOTH the fire department/police representative and the Church Safety Team leader.




Fire and Smoke Emergency Response Procedure
In the event of a fire or smoke emergency:
· Activate the manual fire alarm.
· Initiate evacuation procedures for any occupants of the affected building(s). If it is safe to do so, isolate the fire by closing doors in the area after evacuating.
· Call 911 (move to a safe area before making this call). Be prepared to provide the following information:
· Nature and location of fire, if known
· Location of the emergency (415 W. Main St. Lebanon TN 37087)
· Name and phone number (615-444-3315)
· After you have reached a safe location, check yourself and others for injuries. If injuries or other medical emergencies are present, follow Medical Emergency Response Procedure (p. 4).


Gas Leak Emergency Response Procedure
Signs of a natural gas leak include:
· A “rotten egg” odor
· A blowing or hissing sound
· Dead or discolored vegetation in an otherwise green area
· Flames, if leak has ignited
· Dirt or dust blowing from a hole in the ground
· Bubbling in wet or flooded areas.
Dos and Don’ts
· DO cease all operations and evacuate the building
· Do not use any electrical devices, such as light switches, telephone, etc. They could spark and ignite the gas.
· Do not use an open flame, matches, or lighters
· Do not try to locate the source of the gas leak
· Do not try to shut off any gas valves or appliances
· Do not start vehicles
· Do not re-enter the building until an all-clear is issued by BOTH the Gas Department representative and the church safety team leader
· If natural gas ignites, let it burn. Do not put out the flame; burning gas will not explode.
· If you have damaged a natural gas pipeline, leave the area immediately. If you are using motorized equipment and can turn off the motor safely, do so to prevent the ignition of any leaking gas. Then abandon the equipment and leave the area. 

Tornado and Severe Weather Emergency Response Procedure
The National Weather Service has developed classifications and definitions of storm conditions as follows:
· Tornado watch: indicates that weather conditions are favorable for the development of tornadoes. Tornado watches cover large geographic areas, with many counties or even states potentially affected by tornadoes.
· Tornado warning: indicates that a tornado has been detected by radar or actively sighted. The National Weather Service provides the approximate time of detection, the location of the storm, and the direction of movement. A tornado can move from 25 to 70 miles per hour, so prompt emergency action must be taken.

During a tornado watch, a member of the Church Safety Team should monitor a battery-powered radio tuned to the National Weather Service. If a tornado warning is declared which threatens our area, the Church Safety Team will initiate shelter-in-place procedures (below) to protect all staff, members, and visitors in the facility.
In the event of a tornado warning and/or other significant weather threat:
· Move all people on site to their closest designated tornado shelter areas immediately.
At Lebanon FUMC, these include:
· In the Main Building (downstairs only) – restrooms, the library, the hallway between the Main Office and the Sanctuary
· In the Family Life Center (downstairs only) – the interior restrooms/locker rooms

· Assist disabled persons in your area.

· Stay away from windows. If you have time, close any window blinds or shades to help prevent flying glass and debris.

· Move away from large expanses of unsupported ceilings (includes the gym).

· Stay away from exterior walls, and crouch down as low as possible.

· If moving to a safer location in the building is not possible, get under a desk or table in an interior room.

· Remain in place until a Church Safety Team leader gives the all-clear.

· After the all-clear, check yourself and others for injuries. If injuries or other medical emergencies are present, follow Medical Emergency Response Procedure (p. 4).
· 
Earthquake Emergency Response Procedure
In the event of an earthquake:
· When shaking starts, stay where you are. If you are outside, stay outside and away from buildings. If you are inside, stay inside and away from doorways.

· Drop/Lock, Cover, and Hold On:
· Drop/Lock: Wherever you are, drop down to your hands and knees. If you’re using a wheelchair or walker with a seat, make sure your wheels are locked and remain seated until the shaking stops.
· Cover: Cover your head and neck with your arms. If you are near a sturdy table or desk, crawl underneath it for shelter. If no shelter is nearby, crawl next to an interior wall (away from windows). Crawl only if you can reach better cover without going through an area with more debris. Stay on your knees or bent over to protect vital organs.
· Hold On: If you are under a table or desk, hold on with one hand and be ready to move with it if it moves. If seated and unable to drop to the floor, bend forward, cover your head with your arms, and hold on to your neck with both hands.

· After shaking stops, check yourself and others for injuries. If injuries or other medical emergencies are present, follow Medical Emergency Response Procedure (p. 4).

· Follow Building Evacuation Procedure (p. 5-6).

· Conduct a safety inspection of building for structural damage and hazards.

· Do not reenter the building until an all-clear is issued by BOTH the fire department/police or WEMA representative and the Church Safety Team leader.



Bomb Threat
All bomb threats should be taken seriously.
In the event of a bomb threat:
By Phone
· Remain calm & obtain as much information as possible.
· If possible, signal another person nearby to call the police. If not, then after the caller hangs up, IMMEDIATELY CALL THE POLICE.
· Notify the Lead Pastor and/or Church Safety Team leader as quickly as possible.
· Follow Building Evacuation Procedure (p. 5-6).

By Email, Letter, or Note
· DO NOT HANDLE THE ENVELOPE OR LETTER ANY MORE THAN IS NECESSARY. Limit and keep track of who touches the materials. As soon as is practical, put the materials into an envelope or plastic bag to prevent further contamination.
· IMMEDIATELY CALL THE POLICE. 
· Notify the Lead Pastor and/or Church Safety Team leader as quickly as possible.
· Follow Building Evacuation Procedure (p. 5-6).

Suspicious Package or Device
· Do not touch or handle any suspicious item.
· IMMEDIATELY CALL THE POLICE.
· Notify the Lead Pastor and/or Church Safety Team leader as quickly as possible.
· Follow Building Evacuation Procedure (p. 5-6).


Hostile Intruder/Active Shooter Emergency Response Procedure
In the event of a hostile person(s) actively causing deadly harm, creating the imminent threat of deadly harm, or barricaded within a building:
Do not sound the fire alarm. A fire alarm would signal the occupants in the rooms to evacuate the building and thus place them in potential harm as they attempt to exit.
Run 
· Leave belongings behind
· Keep hands visible
· If you think you can safely make it out of the building, do so. Do not run in a straight line. Keep any objects you can between you and the hostile person(s). Use trees, vehicles, or and other objects to block you from view as you run.
Hide
· Hide in an area out of the hostile intruder/shooter’s view. Ideal “safe rooms” are storage closets or any internal room with a lock and/or items to barricade the door. A door stop also works well as a make-shift lock.
· Lock your window and close blinds or curtains, then stay away from windows.
· Turn all lights and audio equipment off.
· Try to stay calm and quiet as possible.
· Put cell phone(s) on silent.
· Call 911 if possible. Be prepared to tell the operator:
· Location of hostile intruder
· Physical description of the intruder(s)
· Number of intruders
· Number and type of weapons held by the intruder(s)
· Number of potential victims
Fight 
· As a last resort and when in imminent danger, take action against the hostile intruder/shooter with physical aggression such as throwing items at them. Improvise and use anything at your disposal.
Once law enforcement arrives:
· Remain calm and follow all instructions. This may involve you being handcuffed or made to put your 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. 
· Immediately raise hands and spread fingers, and keep hands visible at all times.
· Avoid pointing and yelling or making quick movements toward officers.
· Proceed in the direction from which the officers are entering the facility.

Floor Plans/Evacuation Maps
Safety Team Organization Chart (i.e. phone tree)
Other?
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