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Section I   Introduction 
 

 Purpose 
 

The Eastern District (ED) of the Lutheran Church-Missouri Synod (LCMS) is committed to 

providing quality resources to congregations and schools regarding emergency planning. As a result, 

the following guide was prepared for distribution. 

 

It is impossible for the ED administration to prepare an emergency plan for every congregation and 

school because of the unique circumstances found at each. This guide is a tool to be used by 

congregation and school leaders to create a specific emergency plan for their circumstances. 

 

The basic organizing principle is focused on the following: 

 

• Planning for critical incidents ⎯ In this section, the materials focus on the advance 

work that each congregation and school should have in place so that when an 

emergency occurs, they are prepared. 

 

• Critical incident management ⎯ In this section, the materials focus on handling an 

emergency while it is occurring, with an emphasis on assistance from and 

coordination with the ED. 

 

• Handling the aftermath ⎯ In this section, the materials focus on the issues faced 

after the critical incident in the congregation or school, with an emphasis on 

individual warning signs. 

 

In addition to the materials listed above, the manual offers other resources that can be of assistance 

in both preparation for and the aftermath of critical incidents. 

 

The goal is for every congregation and school to spend the time and energy required to put into place 

an emergency plan specifically tailored to the individual circumstances of each entity. 
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Section II-A   Planning for Critical Incidents 

 

An Emergency Response Handbook 
 

The following is a sample from one of our LCMS Schools. Congregations and schools are welcome 

to use the format and information in whatever way is useful to them. 

 

 TABLE OF CONTENTS 

 

Emergency Telephone Numbers ........................................................................................................ 

 

Abduction of a Child .......................................................................................................................... 

 

Bomb Threat ...................................................................................................................................... 

 

Chemical Accidents ........................................................................................................................... 

 

Crisis Communication ....................................................................................................................... 

 

Death .................................................................................................................................................. 

 

Disaster Reporting ............................................................................................................................. 

 

Disturbances or Demonstrations ........................................................................................................ 

 

Earthquake ......................................................................................................................................... 

 

Fire ..................................................................................................................................................... 

 

Hazardous Materials Incident ............................................................................................................ 

 

Intruder ............................................................................................................................................... 

 

Serious Injury or Illness ..................................................................................................................... 

 

Severe Weather .................................................................................................................................. 

 

Utility Emergency .............................................................................................................................. 
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 EMERGENCY TELEPHONE NUMBERS 

 

Emergency Services (Police, Fire, Ambulance) ..........................................................................911 

 

Eastern District 

 

Office .............................................................................................................. 716-634-5111 

President Wicher Cell ..................................................................................... 716-359-2749 

Robert Foerster Home ..................................................................................... 716-662-2646 

Robert Foerster Cell ........................................................................................ 810-858-7771 

Regional Vice-President ........................................................................................................ 

Circuit Counselor…………………………………………………………………………... 

 

Congregation phone numbers 

 

Church office ......................................................................................................................... 

Pastor...................................................................................................................................... 

Preschool/School Administrator ............................................................................................ 

Congregation President .......................................................................................................... 

Preschool/School Office ........................................................................................................ 

Church Office......................................................................................................................... 

Maintenance ........................................................................................................................... 

Nurse ...................................................................................................................................... 

Cell Phones ............................................................................................................................ 

 

Department of Child and Family Services 

Child Abuse Hotline .......................................................................................................................... 

 

American Red Cross .......................................................................................................................... 

 

Animal Control .................................................................................................................................. 

 

Congregation Attorney……………………………………………………………………………. 

 

Emergency Management ................................................................................................................... 

 

Hospital .............................................................................................................................................. 

 

Poison Control ................................................................................................................................... 

 

Utilities ............................................................................................................................................... 
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 ABDUCTION OF A CHILD 

 

Staff 

 

1. Immediately contact the administrator or the administrator’s designee. 

2. Inform the office of all critical information regarding the incident. 

 

Description of child (or picture) 

Clothes 

Name 

Age 

Last known location 

Time factors 

 

Description of abduction 

Location 

Direction 

Vehicle 

License plate number 

 

3. Lead students in prayer for student and families involved. 

 

Administrators 

 

1. Contact the police department. 

2. Follow police instructions about informing parent, parents, or emergency contacts. 

3. Cooperate with police department, providing information as necessary. 

4. Follow Crisis Communication Plan. 
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 BOMB THREAT 

 

Staff 

 

Should the building receive a bomb threat via the telephone: 

1. Listen carefully⎯do not interrupt! 

2. Try to take down the entire message. 

3. Keep the caller on the line and try to obtain the following information: 

 • The exact location of the bomb 

 • The time set for detonation 

 • A description of the device 

 • The type of explosive 

 • The reason for the threat 

4. If possible, take note of: 

 • The caller’s sex and estimated age 

 • Any speech patterns/demeanor of the caller 

 • Background noises/origin of the call (long distance, cellular, local, internal) 

 • Record the exact time of day and the date the call is received 

 • Record who was not in attendance or in the classroom at the time of the call 

5.           If a suspected package is located, DO NOT TOUCH! Take children out of and away from 

the building. 

 

  Administrator 

 

Should the building receive a bomb threat via the telephone: 

1. Listen carefully⎯do not interrupt! 

2. Try to take down the entire message. 

3. Keep the caller on the line and try to obtain the following information: 

 • The exact location of the bomb 

 • The time set for detonation 

 • A description of the device 

 • The type of explosive 

 • The reason for the threat 

4. If possible, take note of: 

 • The caller’s sex and estimated age 

 • Any speech patterns/demeanor of the caller 

 • Background noises/origin of the call (long distance, cellular, local, internal) 

 • Record the exact time of day and the date the call is received 

 • Record who was not in attendance or in the classroom at the time of the call 

5. If a suspected package is located, DO NOT TOUCH! Cordon off and vacate the area. Then: 

     • Call the police department immediately. 

• Evacuate the building unless advised to the contrary by the police and/or other 

recognized authority. DO NOT use the intercom, telephones of any kind, walkie 

talkies, or the alarm system to evacuate the building. The evacuation notification 

shall be handled in person. 



 
 8 

CHEMICAL ACCIDENTS 

 

Staff 

 

1. Report any spillage of chemicals to the administrator or administrator’s designee. 

2. If the chemical is determined to be non-hazardous, begin clean up. 

3. In an emergency situation, activate the fire alarm and evacuate the building. Be sure to assist 

the handicapped in exiting the building. 

4. Have students and staff move at least 500 feet away from the building. 

5. Take attendance and notify administration of missing students and/or personnel. 

6. Anyone contaminated by the spill shall avoid contact with others. 

7. Do not return to an evacuated building unless told to do so by the fire department. 

 

Administrator 

 

1. The administrator will notify custodial personnel. 

2. If a chemical emergency exists (hazardous chemicals spilled), call 911 and be as specific as 

possible as to the chemical spilled and its location. 

3. If the chemical is determined to be non-hazardous, begin clean up. 

4. In an emergency situation, activate the fire alarm and evacuate the building. Be sure to assist 

the handicapped in exiting the building. 

5. Have students and staff move at least 500 feet away from the building. 

6. Notify firemen of missing students and/or personnel. 

7. Seal off the area as soon as possible. 

8. Anyone contaminated by the spill shall avoid contact with others. 

9. Do not return to an evacuated building unless told to do so by the fire department. 

10. Move to alternate location if necessary. 
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CRISIS COMMUNICATION 

 

Each crisis or emergency will require a unique public information response. Often, the only means to 

inform the general public is by mass media (radio, television, and newspaper). The school must 

identify who the media contact is and provide timely, accurate, sensitive, and responsible 

information; any misinformation may create confusion. Isolated quotes from individuals are usually 

incomplete or misleading and, therefore, MUST BE AVOIDED. 

 

Staff 

 

1. Teachers and staff will not talk to the media. 

2. Only share information about the incident as authorized by the administrator or 

administrator’s designee. 

3. The staff’s first responsibility is to take care of their students during an emergency. 

4. Report to the administrator if you do not have responsibility for students at the time of the 

incident. 

5. Do not release children to anyone other than the child’s parent/guardian or to an individual 

listed as an emergency contact. Be sure to keep a written record of those children released 

and to whom they are released. 

 

Administrator 

 

1. Administrator will contact the Eastern District office.  

2. The media shall be assigned to a designated area and shall be kept away from the student 

population. 

3. Administrators and staff faced with a reporter during the outset of a crisis shall respond by 

saying, “We are working to handle the situation. Please allow us to continue to work. Thank 

you for your understanding.” 

4. Share only information about what the school is doing in response to the incident as 

authorized by the administrator or administrator’s designee. 

5. Do not release children to anyone other than the child’s parent/guardian or to an individual 

listed as an emergency contact. Be sure to keep track of those children released and with 

whom they are released. 

6. Keep parents and staff informed as soon as possible about the incident, the action taken, and 

what they can do to respond appropriately to the situation.  

7. In the case of a death on school property, only the paramedics or the coroner can confirm a 

death. 

8. A building communications plan for parents shall be in place at each school to assist them if 

possible with information about their children. 
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DEATH OF A STUDENT/TEACHER OR FAMILY MEMBER 

 (OFF SITE) 

 

Staff 

 

1. Notify the administrator or administrator’s designee. 

2. Notify the pastor(s). 

3. Pray for the families involved. 

 

 Administrator 

 

1. Notify parents or guardians or family. 

2. Notify pastor(s). 

3.   Notify the Eastern District (District President, Assistant to the District President). 

4. Implement the Crisis Communication Plan. 

5. Schedule a staff meeting to discuss strategies for dealing with people involved. 

6. Notify school/church families through letter or phone chain. 

7. Provide for appropriate counseling and support as needed. 
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EARTHQUAKE 

 

Staff 

 

Should an earthquake occur, students and staff shall: 

 

1. Drop to the floor (away from windows if possible) and take cover under or near sturdy 

furniture. If possible, leave areas with large expansive ceilings (gyms and commons areas). 

2. Hold on to a table, desk, etc., with the free hand until the all-clear signal is given. 

3. If outside the building, get into an open area away from the building, trees, and power lines. 

Lie down or crouch low. 

4. Students and staff shall leave the building as soon as possible after the shaking ceases. Be 

sure to assist the handicapped in exiting the building.  

5. Staff shall take attendance and account for all students in their care. 

6. Staff shall administer first aid as necessary. 

7. Be prepared for aftershocks. 

8. Pray for the safety of all involved. 

 

Administrator 

 

Should an earthquake occur: 

 

1. Custodial staff shall check the exterior of the building for “hot” wires or other dangers. 

2. Evacuate the building as soon as possible. Do not re-enter the building until directed to do so 

by the administrator, administrator’s designee, or the fire department. This should occur  

after the building has been inspected for safety. 

3. Staff shall administer first aid as necessary. 

4. Custodial staff shall shut down electrical equipment and gas service (plumbing may be 

turned off if necessary). 

5. Call 911 to report serious injuries, fires, or gas leaks. 

6. Account for all students and personnel. 

7. Be prepared for aftershocks. 
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FIRE 

 

Staff 

 

In the event that a fire is detected within the school building, proceed according to the following 

plan: 

 

1. Sound the fire alarm by activating the alarm system located in the halls or specific rooms. If 

no fire alarm call box is nearby, call 911. 

2. Evacuate the building according to the established plan. Occupants must be at least 500 feet 

from the structure and out of the fire department’s way. Be sure to assist the handicapped in 

exiting the building. Close doors as you leave your room. 

3. Staff shall bring attendance registries and emergency card information with them as they exit 

the building. Take attendance and notify the administrator at the scene if any students are 

missing. 

4. Administer first aid as necessary. 

5. If custodian can safely turn off incoming electricity/gas, do so. 

6. Lead students in prayer for safety of all involved. 

7. Do not return to the school building unless given permission by the fire department. 

8. Lead students in prayer of thanksgiving upon return to the building. 

 

Administrator 

 

In the event that a fire is detected within the school building, proceed according to the following 

plan: 

 

1. Sound the fire alarm by activating the alarm system located in the halls or specific rooms. If 

no fire alarm call box is nearby, call 911. 

2. Determine at once if the fire can be safely extinguished with equipment nearby. Always call 

the fire department on all fires. 

3. Be sure the building is evacuated according to the established plan with occupants at least 

500 feet from the structure and out of the fire department’s way. Close doors as you leave 

your room. 

4. Render first aid as necessary. 

5. If custodian can safely turn off incoming electricity/gas, do so. 

6. Do not return to the building unless given permission by the fire department. 
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 HAZARDOUS MATERIALS INCIDENT 

 

Staff 

 

1. Follow the directions of the fire and/or police departments. 

2. If told to remain in the building: 

-Staff shall close all window and doors. 

-Staff shall shut down all ventilating, heating, and air-conditioning equipment. 

3. If told to evacuate the building you shall: 

-Follow the directions provided by the fire and/or police departments. 

-If necessary, await bus transportation or parent pick-up in areas designated by the 

administration. 

 

Administrator 

 

1. Follow the directions of the fire and/or police departments. 

2. If told to remain in the building: 

Staff shall close all windows and doors. 

Staff shall shut down all ventilating, heating, and air conditioning equipment. 

3. If told to evacuate the building you shall follow the directions provided by the fire and/or 

police departments. 

4. If necessary, arrange for student transportation and/or utilize the alternate shelter areas. 
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 INTRUDER 

 

Staff 

 

If there is a threat to individuals within the school, the staff shall: 

 

1. Office staff shall immediately call the police and shall lock down the building if appropriate. 

2. Get students, volunteers, and guests out of the hallways and into classrooms (students shall 

go to the nearest classroom, not necessarily their own room). 

3. Staff shall lock all classroom doors and turn off the lights. 

4. Move children to a portion of the classroom not visible from the hallway. Be sure to assist 

the handicapped students. 

5. Keep the children quiet. 

6. Take attendance and make a list of those students absent from your room and those students 

you have taken into your room (and are not your students). 

7. Listen for further instructions from the administration and/or police. 

8. If students are outside of the building, they shall remain outside and await instructions from 

the administration and/or police. 

9.       Keep a record of the events as they take place. 

 

Administrators 

 

If there is a threat to individuals within the school, the administration shall: 

 

1. Office staff shall immediately call the police and lock down the building if appropriate. 

2. Keep a record of the events as they take place. 
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 SERIOUS INJURY OR ILLNESS 

 

 Staff 

 

1. Take immediate steps to administer first aid. Attempt to determine the severity of the injury 

or illness. If in doubt, assume that the situation is serious. 

2. DO NOT move an injured person unless necessary for the person’s safety. 

3. Stay with the injured or ill person and send someone to the office (or call the office) to report 

the situation and location. 

4. If the situation warrants, call 911. 

5. Do not give anything by mouth. 

6. A staff member shall stay with the injured person until the paramedics take over. 

7. Lead students in prayer for injured person. 

 

 Administrator 

 

1. If the situations warrants, call 911. 

2. The principal or his/her designee shall contact the parent(s) or the emergency contact as well 

as the school nurse. 

3. Have someone meet the ambulance and direct them to the scene. 

4. Do not give anything by mouth. 

5. A staff member shall stay with the injured person until the paramedics take over. 

6. A staff member shall accompany the injured student to the medical care facility. 
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 SEVERE WEATHER 

 

Staff 

 

1. Know the location of the designated severe weather (tornado) shelters. They shall be posted 

in your classroom/work area. 

2. Take your students, your attendance book, and your emergency cards to your designated 

shelter area upon receipt of a Tornado Warning message (siren or administrative directive). 

Be sure to assist the handicapped in taking shelter. 

3. Have your students assume a crouched position with their heads covered by their hands. 

4. Lead students in prayer for all involved. 

5. Remain in the shelter area until you are advised to return to your classroom/work area. 

6. Lead students in prayer of thanksgiving upon return to classroom. 

 

Administrator 

 

1. Know the location of the designated severe weather (tornado) shelters. See that maps of 

severe weather shelter areas are posted in all rooms/work areas. 

2. Be sure to keep staff members informed of their responsibilities during severe weather 

warnings. 

3. Issue warning messages to staff and students as necessary. 

4. See that students and staff remain in their shelter areas until they are advised to return to 

their classrooms/work areas. 

5. Issue “all clear” messages to students and staff when appropriate. 
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UTILITY EMERGENCY 

(Gas, Water, Electrical, and/or Mechanical) 

 

Staff 

 

1. Contact the administrator’s office to report a utility emergency. 

2. Follow the instructions of the building administrator or administrator’s designee. 

 

Administrator 

 

1. Notify the police and fire department (call 911) of any utility failure. 

2. Efforts will be made to keep the school open unless conditions are dangerous for students 

and staff. 

3. Evacuate the building only if necessary to protect the students and staff. 
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Section II-B    Planning for Critical Incidents 

 

Interface with Your Community 
 

In order for churches and schools to best prepare for disasters, they need to understand how their 

community will function. If a tornado or flood impacts a community, who is in charge of the 

emergency response? If a child is found missing from day care, who coordinates the search? If a 

church or school burns, who is in command at the fire scene? If someone dies in an accident, who is 

responsible to notify the family and how will this notification be made? 

 

Step 1: 

Once your emergency plan is near completion, visit with your local police, fire, sheriff, or county 

emergency management personnel to gain their input. 

 

Step 2:  

Learn how your community, city, county will organize to deal with the type of emergency that has 

happened. 

 

A. Who is in charge of what type of incident (police, fire, emergency management)? 

B. How do you locate the person in charge of the scene? 

- color of vest (fire departments and county emergency managers) 

- color and location of the vehicle (fire departments use command vehicles) 

- police may use communications vehicles 

- large rescue trucks  

C. If the emergency directly impacts your church or school, where would this 

commander like you to establish yourself? 

D. Who can you talk to so you can ask questions? 

 

 

Step 3: 

Include the necessary contact information and community coordination steps in your written 

emergency plan. 

 

By communicating with local authorities, you will be better prepared should a critical incident 

impact your church, school, neighborhood, or community.  
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Section III-A   Critical Incident Management 

 

 Communicating in a Crisis 
 

 A Handbook for Congregations 

 

One of the things that you will need to manage during a critical incident is communication. The 

information here is intended to prepare a congregation to communicate with its constituencies 

quickly and effectively during unexpected events. It presumes a desire to disclose information rather 

than withhold it when a sensitive situation occurs. Christian love calls us to be open and honest with 

one another, even when the news is bad. A predisposition to be forthright and proactive also curbs 

the spread of gossip and misinformation. This is essentially the same communication strategy that is 

followed by the district president in responding to a critical incident that involves the district or in 

assisting congregations that are involved in a critical incident. 

 

DEFINING THE NEED 

 

1. This handbook applies to any unexpected event that demands the sharing of information⎯ 

whether one wants it or not. Often times the public media sets the rules. Effective crisis 

communication by the congregation will: 

 

• enhance the exchange of accurate information 

 

• minimize damage to the church from a negative message 

 

• maximize the opportunity for Christian witness 

 

2. Some crisis situations will originate within the congregation. Others may grow out of events 

within the community. National or denominational issues also may have an impact on a local 

congregation that thrusts it into the public eye. 

 

3. Such situations might include but are not limited to: 

 

 • church worker impropriety (sexual, doctrinal, criminal) 

  

  • congregation/school tragedy (accident of nature, violence, foreclosure/closing) 

 

 • community disaster (tornado, flooding) 

 

 • national church issues (doctrine, practice) 

 

 • secular events that impact the church (legislative, economic, military) 
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CRISIS COMMUNICATION TEAM 

 

1. A Crisis Communication Team (CCT) should be appointed to become familiar with this 

handbook and implement the congregation’s communication plan when called upon to do so. 

Likely team members would be a communication specialist in the congregation, an elder or 

congregational chairman, the senior pastor  and preschool/school administrator. 

 

2. All congregational leaders and staff should be instructed to notify a member of the CCT 

when they become aware of a crisis situation. This team member will notify the others and a 

team meeting will commence as soon as feasible. A list with contact information (phone, 

cell, fax, e-mail, street address) should be prepared and shared with CCT members. 

 

3. The CCT will confirm the facts of the crisis and prepare a brief fact sheet to use when 

communicating the situation. The team will establish the clearance and approval process for 

releasing information in the present crisis, consulting with legal counsel as necessary. (It is 

important that all members of the team have the same information and continue to have it as 

new information becomes available.) 

 

4. The CCT will notify and consult as necessary with coordinating agencies, such as the 

Eastern District president’s office, Lutheran Disaster Response, LCMS World Relief, etc. A 

log will be kept of all contacts. 

 

5. The CCT will determine the communication objectives, audiences and options for 

responding to the present crisis. A written strategy should be prepared and assigned for 

implementation. 

 

a. Communication OBJECTIVES might include: 

1) to share basic information/clarification 

2) to provide Christian witness/counsel/care 

3) to mobilize response 

4) to counter negative opinion or public unrest 

5) to dispel rumors or dire predictions 

6) to explain how a situation impacts the congregation 

7) to explain how the congregation is impacting a situation 

 

b. AUDIENCES requiring communication might include: 

1) victims/those affected by the crisis 

2) congregational leaders (council, board members, staff) 

3) church members 

4) ministry constituents (day care families, school families, etc.) 

5) LCMS officials (circuit/region/district level) 

6) public 
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 c. OPTIONS for communicating to these audiences might include: 

1) personal visits 

2) one-on-one phone calls 

3) voice mail boxes/phone tree messaging 

4) faxes 

5) letters 

6) open forums to present information face-to-face and answer questions 

7) news releases faxed to media outlets 

8) interview offers to local newspaper, television or radio 

9) one-on-one responses to requests from reporters 

10) a press conference 

11) public service announcements or paid advertising 

 

d. All communication related to the crisis should strive to be: 

1) concerned first for the welfare and condition of all people involved 

2) expressive of the hope found in our faith 

3) calm and positive 

4) forthright and succinct (avoid over-responding) 

5) not speculative of blame or cause 

 

e. In general, communication should be considered at four times during the crisis: 

1) notification of the situation; are investigating; will inform further 

2) report extent of damages; ramifications of the situation; actions being taken 

3) briefings/updates to dispel rumors and correct misinformation 

4) final statement of resolution; long-range implications/results 

 

MEDIA CONTACTS 

 

1. All information requests related to the crisis should be referred to one designated member of 

the CCT. Requests for information should be responded to quickly and courteously using a 

fact sheet prepared by the CCT. A log should be kept of all contacts. 

 

2. Public interviews for radio, television or print media should be given by the senior pastor, 

whenever possible, or his designated public media spokesperson for a particular situation. 

 

FOLLOW-UP 

 

1. The CCT should monitor all media reports that appear during the crisis and respond with 

clarification and correction if deemed necessary, and/or appreciation and thank you letters 

for positive coverage. 

 

2. The CCT should meet and evaluate communication when the crisis is over. Which audience 

was affected most? Was communication effective? Can anything be done about negative 

opinion? What will be done differently next time? 
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3. A confidential written record of the event and how it was handled should be kept on file in 

the pastor’s office. The file will include fact sheets, contact logs, a crisis report, etc. This file 

will assist with any legal issues that arise from the situation and also will be a reference for 

handling similar situations in the future. 

 

PREPARING FOR MEDIA CONTACT 

 

Research and keep on file a list of all the media contacts that serve communities within your 

congregation’s reach. Include: 

• Regional city newspapers 

• Local daily newspapers 

• Local weekly newspapers 

• Regional radio stations 

• Local radio stations 

• Television stations 

• Local cable provider 

 

Include for each media contact: 

• Name and network or group affiliation 

• Editor, news director or other contact person 

• Address 

• Telephone numbers 

• Fax and e-mail information 

• News and editorial policies, procedures, deadlines, etc. 

 

Tips for dealing with the public media when a critical incident has occurred. 

 

1. Don’t ever believe you won’t receive bad press. Building good media relations is an 

ongoing activity ⎯ get to know some media people before trouble strikes.  

 

2.  Anticipate volatile situations that may arise and develop (in advance) statements that 

can be used with reporters. Keep statements on file and review before talking to 

reporters. (Example: Our first concern is for the victim and family; we will have 

other information later.) 

 

3.  When your congregation is in the news, monitor all media (especially TV and radio 

talk shows). Listen and be prepared to call in when necessary. Respond immediately 

to any misinformation ⎯ it will get repeated. 

 

 4. Have all media calls referred to one person, usually the senior pastor. (There should 

also be a backup in case the key spokesperson is unavailable.)  
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5.  Scheduling with reporters one-on-one is less defensive appearing than a news 

conference and gets better results. It is friendlier, even though it is more labor 

intensive. From a PR perspective, it makes the issue seem less of a “big deal.” 

 

6.  Don’t panic. Project a CALM, positive attitude to reporters. Be honest, forthright, 

use direct eye contact, answer succinctly ⎯ don’t elaborate. Belaboring a point can 

open up a can of worms. 

 

7.  Be accommodating and courteous, even if reporters are rude. Having a relationship 

with the press ahead of time will make them less adversarial when a controversial 

situation arises. 

 

8.  Set a time length when you do have a news conference. Decide who will answer 

which questions. Someone should act as a moderator/referee to manage the reporters’ 

questions and cue the one to answer if more than one church representative is 

involved in providing information. 

 

9. Disseminate a written press statement to regular media contacts immediately after a 

critical incident occurs. Use fax. Have extras for handouts before interviews or at a 

press conference. Reporters need the 5 W’s (who, what, where, when, why) 

answered. Include them. 

 

10.  Be as up front and proactive as possible with the media. But you also can say “No.” 

Decide what is the most effective way you can participate in the media’s “need to 

know” with the least amount of damage. Know the message you want people to 

understand and always direct questions back to that. 

 

11.  Make a stronger effort to spread good news through the media when the crisis is 

over. Send FYI tip sheets to select reporters to keep them abreast of what’s 

happening in your congregation. People will generally remember the last thing they 

have heard about you. Don’t make it the bad news. 
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CRISIS COMMUNICATION CONTACT LOG (Reproduce as needed) 

 

(A record of notification/communications with coordinating agencies: circuit counselor, district 

office, news media, etc.) 

 

CCT member making contact:                                                                      Date/Time:                   

 

Person/agency contacted: 

                                                                                                                               

 

Summary of contact:  

 

 

 

 

 

CCT member making contact:                                                                          Date/Time:                   

 

Person/agency contacted: 

                                                                                                                               

Summary of contact: 

 

 

 

 

 

CCT member making contact:                                                                           Date/Time:                   

 

Person/agency contacted: 

                                                                                                                           

Summary of contact: 

 

 

 

 

 

CCT member making contact:                                                                            Date/Time:                   

 

Person/agency contacted: 

                                                                                                                              

Summary of contact:  
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CONFIDENTIAL CRISIS REPORT FORM (Reproduce as needed) 

 

Crisis alert initiated by/to: 

 

Date/time of first contact: 

 

Names of Crisis Communication Team members responding: 

 

 

Nature of crisis (be specific) including dates/times/location (attach prepared fact sheet ⎯ include 

names, addresses, phone numbers of individuals involved): 

 

 

 

 

Type of communication response needed from congregation: 

 

 

 

Audiences needing communication from congregation: 

 

 

 

Actions taken/planned: 

 

 

 

Has a lawyer been notified:       Yes        No 

Who and when:                                                                                                                                         

Comments: 

 

 

Has a liability insurance representative been notified:       Yes        No 

Who and when:                                                                                                                            

Comments: 

 

 

Have the following been contacted: 

 

      Yes        No Eastern District Circuit Counselor 

      Yes        No Eastern District President’s Office 

 

Other:                                                                                                              

 

General Comments/Evaluation: 
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Section III-B   Critical Incident Management 

 

 Faith Resources 
 

 PRAYER SERVICE FOR SCHOOLS IN A TIME OF NATIONAL CONCERN 

 

Opening Responses 

 

Leader: Grace to you and peace from God our Father and the Lord Jesus Christ. 

People: Amen. 

 

Leader: From the rising of the sun to its setting, 

People: The name of the Lord is to be praised. 

 

Leader: Have no anxiety about anything, 

People: But in everything, by prayer, let your requests be made known to God. 

 

Leader: They who wait for the Lord shall renew their strength; 

People: We cry to You all day long. 

 

A Reading of Psalm 91 

 

A Hymn based on Psalm 80:14-19 

“God of Grace and God of Glory”  All God’s People Sing (AGPS) 110 / LW398 

 

A Reading from Scripture 

 

Prayers in Time of National Concern 

A Prayer for Home and Families AGPS, pg. 32 

A Prayer for Our Nation    AGPS, pg. 32 

A Prayer for Those Who Are Hurt 

Lord Jesus, our Creator and Keeper, we pray for those this day who are hurt and dying. 

Give them your comfort and healing. Be with those who tend to them. Strengthen their 

families and friends in this time. Remind them of Your great love and care for all of us. 

If it be Your will, restore to them health of body, soul, and mind. Hear our prayer, for 

Your name’s sake. Amen. 

 

Litany 1 (optional)       AGPS, pg. 33 

The Lord’s Prayer 

The Benediction 

A Closing Hymn of Confidence in Our Lord 

“All Things Work Out for Good
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Section IV-A   Resources Available to Congregations and Schools 

 

 Emergency Information Chart 
 

 
  

Position 

  
Name 

  
Home Phone 

  
Work Phone 

  
Cell Phone 

  
Pastor 

  
 

  
 

  
 

  
 

  
Principal 

  
 

  
 

  
 

  
 

  
Congregation 

President 

  
 

  
 

  
 

  
 

  
Chairman -  

Board of Elders 

  
 

  
 

  
 

  
 

  
Chairperson -  

Board of Education 

  
 

  
 

  
 

  
 

  
Church Secretary 

  
 

  
 

  
 

  
 

  
School Secretary 

  
 

  
 

  
 

  
 

  
Property insurance 

carrier 

  
 

  
 

  
 

  
 

  
Vehicle insurance 

carrier 

  
 

  
 

  
 

  
 

  
Telephone service 

provider 

  
 

  
 

  
 

  
 

  
Natural gas 

provider 

  
 

  
 

  
 

  
 

  
Electricity provider 

  
 

  
 

  
 

  
 

  
Water/sewer 

provider 

  
 

  
 

  
 

  
 

  
Local government 

  
 

  
 

  
 

  
 

  
ED office 

information 

  
 

  
 

  
 

  
 

  
ED President 
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Section IV-B   Resources Available to Congregations and Schools 

 

 Downloads and Other Planning Resources 

 
Abused and Neglected Child Reporting ⎯ Download this information for: 

New York: www.preventchildabuseny.org 

Pennsylvania: www.dpw.state.pa.us/Child/ChildAbuseNeglect 

 

Prepared to Care after a Natural Disaster ⎯ Booklet provided by Thrivent Financial for 

Lutherans. For copies contact the ED/Education office at 1-888-708-LCMS 

 

Prepared to Care after a Human Disaster ⎯ Booklet provided by Thrivent Financial for 

Lutherans. For copies contact the ED/Education office at 1-888-708-LCMS  

 

Preparing for Disaster: a Guide for Congregations ⎯ 22-page online resource is prepared by 

Lutheran Disaster Response. View or print at the web site 

 www.ldr.org/resources 

 

Homeland Security Advisory System (HSAS) Recommendations ⎯ This list of recommended 

actions to coincide with each level of risk assigned by the federal government’s department 

of Homeland Security should be followed by administrators of Lutheran schools. You can 

print out a chart on the American Red Cross web site  

www.redcross.org/services/disaster/beprepared/hsas/schools.pdf 

 

American Red Cross Community Disaster Education ⎯ Materials are available at the web site  

 www.redcross.org/pubs/dspubs/cde.html 

 

United States Department of Health and Human Services – Click on “Disasters and 

Emergencies” and “Pandemic Flu/Avian Flu”: www.hhs.gov 

 

Federal Emergency Management Agency ⎯ Online resources include information on 

“Preparation & Prevention,” “Disasters & Emergencies,” and “Response & Recovery.” 

 View under “library” at the web site www.fema.gov 

 

 

http://www.preventchildabuseny.org/
http://www.dpw.state.pa.us/Child/ChildAbuseNeglect
http://www.ldr.org/resources
http://www.redcross.org/services/disaster/beprepared/hsas/schools.pdf
http://www.redcross.org/pubs/dspubs/cde.html
http://www.hhs.gov/
http://www.fema.gov/

