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EMERGENCY MANAGEMENT PLAN

Function: Central Operational Control

Statement of Function: Whenever Emanuel Lutheran Church (the “Church”) must react to and
manage any emergency situation, all required immediate steps must be taken by those in the affected
area for safety of the congregation, members, visitors, staff and others. As soon as possible, the
chairperson of the Property Committee or designee must be notified.  All relevant leaders will be
notified as soon as possible.

Whenever the decision is made to contact outside responders using 911 to assist (e.g., the police or
fire department), this Emergency Management Plan will be invoked, and specific instructions
followed as outlined in the appropriate Annex(es) which follow.  The person making the 911 phone
call, after the call has been made, is to do the following:

 Remain at one location with the telephone or other phone linked to the same number as used
to contact 911 to respond to any calls back.

 Direct someone else to go to the front of the church building to guide responding units to the
proper location.

 Contact the Chairperson of the Property Committee or designee.
 Contact the Pastor and the President of the Council.
 Delegate to others any tasks that are required.  Until relieved by the Pastor or designee, this

person will remain in one location and serve as the emergency operations commander for the
event.

The Chairperson of the Property Committee or designee after arriving at the scene will assume the
role of Church Liaison and will be responsible for the following:

 If not yet notified, contacting the Pastor and/or President.
 Identifying himself/herself to the leader or chief of the emergency responders who will be

arriving or have already responded.
 Requesting to be included in the fire or police incident command post as a resource. (This is

called "unified command.")
 Designating a member of staff or a member of the congregation who will be able to respond

to the affected areas to report updated information and/or to relay directions to other
members of the staff and congregation to carry out assigned tasks.

 Maintaining communications by telephone with that designated person at all times.
 Once the situation is "under control," remaining at the command post to assist in recovery

efforts until relieved.
 Remaining as the liaison after the event for participation in any after action reviews and

follow up activity conducted by the responding agencies.

Small-scale operations involving actions not requiring a call to 911, e.g., a telephone outage with
repairs expected in a short period of time, or a small spill of cleaning agents in the kitchen, may not
require activation of the emergency operations plan.  Such events can be coordinated directly by the
people affected.  The philosophy for activating and maintaining the emergency operations plan is to
anticipate problems and prepare responses before the impact is felt on routine operations.

Different procedures are identified for specific events in separate annexes.



ANNEXES

Annex A Burglary or Vandalism

Annex B Disturbed Person with a Weapon

Annex C Disturbed Unarmed Person

Annex D Electrical Outage

Annex E Fire or Smoke

Annex F Flooding

Annex G Gas Leakage

Annex H Loss of Heating, Ventilation and Air Conditioning (HVAC) Systems

Annex I Loss of Water Supply

Annex J Medical Emergency

Annex K Sewer/Drain System Failure

Annex L Storm Damage

Annex M Temporary Sheltering of Members
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Annex: A
Burglary or
Vandalism

The Emergency Management Plan will be activated whenever a burglary has occurred or may
be in progress or when vandalism has taken place.

We must minimize risks to persons and damage to property.

1. If it appears a person or persons has entered the building and stolen various objects or has
vandalized the interior or exterior of the building or the grounds, action should be taken to
minimize disturbing the scene. The Manchester Police Department should be contacted by
calling 911 or the non-emergency number: 860-645-5500.

2.  If it is believed that a burglar may be in the building or if immediate assistance is
required, do not enter the building and call 911 immediately.

3.  Contact the Chairperson of the Property Committee or designee (see attached list of
names and telephone numbers) to assess the damage and to authorize any necessary
repairs and/or clean-up.
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Annex: B
Disturbed Person

with a Weapon

The Emergency Management Plan will be activated whenever there is evidence that an
individual armed with a weapon is within the building or on the grounds.  Evidence may
include sounds of gunfire elsewhere in the building or seeing someone with a weapon.

We must attempt to save as many people as possible. The important things we must do are
defined by the acronym A.L.I.C.E. Action Steps are Alert, Lockdown, Inform, Counter and
Evacuate.

If gunshots are heard within the building or on the grounds, or if a person with a weapon is
spotted, the following actions must be taken quickly:

1. Alert: Notify as many people as possible in the area and the building that there is an active
shooter present.  Shout this out, make phone calls to other areas and as many other ways as
possible.

2. Lockdown: If inside a room, lock and barricade the door, silence all communication
devices, close the inside window blind on the door, and move people to the corner of the
room on the wall where the door is located to prevent anyone looking in to discover where
the group is hiding.  Prepare to evacuate or counter (see below) if needed.  Remain quiet.
Resist answering any voice that says you are safe and come out - verify that the voice is
from a police officer before answering. This can be done by texting or calling 911 and
asking the dispatcher.

3. Inform: Text or call 911 as soon as possible.  Someone in each room using a personal cell
phone should call 911 every 5 to 10 minutes to identify to the operator where you are
located and who is with you.  Identify if the assailant is near you if this is known.

4. Counter:  If the assailant is nearby and you do not have protection, create distractions and
confusion to prevent the shooter from being able to carefully aim the weapon.  Shout,
throw objects, and make a lot of noise while moving rapidly to evacuate to safety.

5. Evacuate: When safe to do so, remove yourself from the danger zone.

6.  Follow the directions of police officers when they direct you to evacuate the building and
assemble in the area they identify.
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Annex: C
Disruptive Unarmed

Person

The Emergency Management Plan will be activated whenever an unarmed individual behaves in a
manner that is disruptive or threatening to those nearby.

We must minimize disruptive behavior in the congregation. Address all disruptive behavior in an
unbiased manner and in the best interest of the congregants.

If a person threatens, strikes or injures anyone or is in need of being physically restrained for his/her
own protection, call 911.

If the person is able to be verbally restrained, or if it is believed the person has exhibited any of the
disruptive behaviors listed in item 5 bleow, this information should be reported to the Pastor and/or
President.

1. When any individual acts disruptively while in a group of people at the church, attempts will be
made to intervene in a calm, reassuring manner by making contact in a measured, calm voice, and
distracting the person from others nearby.

2.  If at any point the disruptive person acts aggressively by hitting another person or aggressively
threatening or harming anyone, the person must be physically restrained if there are enough other
people present to accomplish this.  If not, everyone should leave the area. Call 911.

3. If there is no physical contact with another person, several people can assist by surrounding the
disruptive person remaining at a respectful distance to isolate him or her from the larger group, and
slowly move toward an area with fewer people.

4. If the person has calmed down and rested, decide if the person will leave the facility - or  return to
the group.  Suspected alcohol intoxication or substance abuse would restrict the disruptive person
from driving his/her car, but if a responsible person is with him or her they could leave together.

5.  If the person is able to be verbally restrained, or if it is believed the person has exhibited any of
the specified disruptive behaviors listed below, this information should be reported to the Pastor
and/or the President.

Examples of disruptive behavior include:
 Repeated physical touching without clear permission
 Behavior that repeatedly interrupts church activities
 Attendance at church activities while appearing as possibly being under the influence of

illegal drugs or alcohol
 Use of excessively profane or violent language
 Sexual harrassment
 Bullying



1. When an electrical outage occurs when the building is occupied, an assessment will be made to
ensure the cause is not due to an internal safety risk such as an electrical fire or short circuit.

2. If an internal safety hazard does exist, call 911.

3. If an electrical fire or event occurs:
A. if appropriate, fire extinguishers should be used by a person who is trained in their use;

B. when the room or immediate area near the fire or source of smoke has been cleared of
all people, close all doors and windows to isolate the area; and

C. an announcement is to be immediately made throughout the entire building to direct
everyone inside to evacuate the building at once.  The following procedures are to be
followed:

a. IF NOT during Sunday services:
i. All occupants are to exit the building and move to the parking lot across

from the Church (near the garage).
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The Emergency Management Plan will be activated whenever an investigation finds the cause of the
outage is internal and there is any life safety or property damage risk.  If such risks exist, call 911.

We must contact all groups to cancel programs until power is restored and determine if the power
outage is localized to the building or city wide, and receive an estimated time of power restoration.

If there is an electrical outage that threatens to disrupt the programs or normal activities of the Church,
activation of the Emergency Management Plan will ensure that all activities are focused on safety as
activities underway at the time of the outage are concluded, and there is an orderly cancellation of
future activities. Without electrical power, heating and ventilation will cease to operate.

If the power loss is because of a loss of power from the public utility, the generator will supply power
to most of the building with the exception of the sanctuary and the pipe organ.

Annex: D

Electrical Outage



b. IF DURING Sunday services:
i. Sunday School Children and staff will exit the building using nearest exit;

ii. The group will assemble together a safe distance away from the exit;
iii. Adult leaders will take separate small groups of children at intervals around to

the parking lot across the street;
iv. Adults at the service and elsewhere will exit the building; and
v. Children who are in Sunday School will be reunited with their parents in the

parking lot across the street.

c. Then FOR BOTH SITUATIONS:
i. Parents with children, and all adults will go to the parking lot across the street

and remain there until emergency responding officials release them.
ii. No one is to leave the parking lot until all fire apparatus arrives.  Trucks may

arrive at the church from multiple directions and must not be impeded by people
trying to move cars. Vehicles should not be moved unless directed by emergency
personnel or the Emergency Operations Commander of the Church.

D. The identity of children or adults who are not present at the assembly areas will be
reported to fire officials to allow them to search the building for rescue. Once outside
the building, NO ONE IS TO RE-ENTER TO LOOK FOR OTHERS WHO ARE
MISSING!

E. Once fire and police personnel arrive at the scene, they will assume control of all
activity.  Everyone must cooperate fully with all requests made by any uniformed first
responder.

4. If the electrical outage is external to the building, and 911 has not been called, notify the power
company (Eversource) of this outage: 1-800-286-2000.

5. Notify the Chairperson of the Property Committee or designee (see attached list of names and
telephone numbers) to assess and plan for any repairs and resetting of equipment once the power
has been restored.

6. Notify those scheduled to use the facilities in the future and the entire membership if necessary if
the facilities will be closed until power is restored and, if necessary, repairs have been made.
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Annex: E

Fire or Smoke

The Emergency Management Plan will be activated whenever there is fire or smoke present that
threatens the church property or the safety of the members, staff, visitors and others at the
church.

We must call 911 and minimize the danger to the people in the building by removing everyone.
from the immediate area or evacuating the building.

1. When fire or smoke is discovered that is a risk to personal safety or to property, move
everyone away from the source and call 911, if alarm is not automatically activated, pull the
alarm at stations located throughout the building.

2.  If you or another person has clothing on fire, DROP to the ground, and ROLL the person a
short distance to extinguish the flames.  Use blankets, jackets or other clothing to help
smother the flames.  Once flames are extinguished, keep the person a safe distance from the
source until EMS responders arrive.  If available, running cold water over the skin is the
appropriate immediate treatment for small burns.

3.  Fire extinguishers should be used only by a person who is trained in their use.

4.  When the room or immediate area near the fire or source of smoke has been cleared of all
people, close all doors and windows to isolate the area.

5.  An announcement is to be immediately made throughout the entire building to direct
everyone inside to evacuate the building at once.  The following procedures are to be
followed:

a. IF NOT during Sunday services:
i. All occupants are to exit the building and move to the parking lot across

from the Church (near the garage).

b. IF DURING Sunday services:
i. Sunday School Children and staff will exit the building using nearest exit;

ii. The group will assemble together a safe distance away from the exit;
iii. Adult leaders will take separate small groups of children at intervals around

to the parking lot across the street;
iv. Adults at the service and elsewhere will exit the building; and
v. Children who are in Sunday School will be reunited with their parents

in the parking lot across the street.
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c. Then FOR BOTH SITUATIONS:
vi. Parents with children, and all adults will go to the parking lot across the

street and remain there until emergency responding officials release them.
vii. No one is to leave the parking lot until all fire apparatus arrives.  Trucks

may arrive at the church from multiple directions and must not be impeded
by people trying to move cars. Vehicles should not be moved unless
directed by emergency personnel or the Emergency Operations Commander
of the Church.

6. The identity of any children or adults who are not present at the assembly areas will be
reported to fire officials to allow them to search the building for rescue. Once outside the
building, NO ONE IS TO RE-ENTER FOR ANY REASON!

7. Once fire and police personnel arrive at the scene, they will assume control of all activity.
Everyone must cooperate fully with all requests made by any uniformed first responder.

8. Notify the Chairperson of the Property Committee or designee (see attached list of names
and telephone numbers) to assess and plan for any repairs and resetting of equipment once
the power has been restored.

9. Notify those scheduled to use the facilities in the future and the entire membership if
necessary if the facilities will be closed until power is restored and, if necessary, repairs
have been made.
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Annex: F

Flooding

The Emergency Management Plan will be activated whenever there is flooding that threatens
the safety of members, staff, visitors and others at church.

We must assess the flooding and implement any measures to stop the flooding as soon as
possible without risking life or serious injury.

1. Call 911 only if there is flooding that threatens life, serious injury or major property
damage.

2.  Check to see if any sink faucets or other fixtures are leaking, shut off the flow of water if
possible.

3. Possible evacuation: If 911 is called when the building is occupied, proceed to evacuate.

4.  Contact the Chairperson of the Property Committee or designee (see attached list of
names and telephone numbers) in all situations to assess and authorize the necessary
clean up and repairs.



Emanuel Lutheran Church

EMERGENCY MANAGEMENT PLAN

Page 1 of 1

STATEMENT OF OPERATIONS

The Emergency Management Plan will be activated whenever there is the smell of natural gas
or visual evidence of a leak of natural gas.

We must minimize the risk of injury by keeping people away from the area and cancel any
programs until the source of the odor and leak has been identified and the condition has been
corrected.

1. When the odor of natural gas is detected, the action taken will depend on the source and
location of the odor.

2.  If the odor is slight and is found to be in the kitchen, examine the pilot light for each
burner of the stoves and light any that is not burning.

3.  If the odor is strong or is emanating from the boiler room, the area near the generator,
the gas meter outside or other areas, do not activate any light switches.

4.  An announcement is to be made immediately throughout the entire facility directing
everyone to evacuate the building immediately.

5. Report the leakage to the Connecticut Natural Gas Corporation at 866-924-5325.

6. Notify the Property Supervisor, Kathy Hatch and the Chairperson of the Property
Committee or designee (see attached list of names and telephone numbers) who will
assess the damage and authorize any necessary repairs.

7.  Once the area has been made safe and the damage has been assessed, the pastor and
applicable personnel will determine the impact on scheduled programs and will notify
those scheduled to use the facilities and, if applicable, the entire congregation.

Annex: G

Gas Leak
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Annex: H
Loss of Heating, Ventilation,

and Air Conditioning
(HVAC) Systems

The Emergency Management Plan will be activated whenever there is a loss of the heating,
ventilating, and air conditioning system that threatens the safety of patients, staff, visitors and
others at church.

We must help maintain the comfort of staff and congregants, and implement stop gap measures
to prevent pipes from freezing and obtain the earliest possible time estimate for HVAC repairs.

1. If the HVAC system fails in advance of any scheduled activities, including Sunday
services, a decision will be made in the customary way to cancel or continue with these
events.

2.  If the HVAC system fails during the times when only the staff is in the building, and if the
conditions warrant it, authority will be obtained early enough to send the staff home.

3.  In winter, if the heating system fails, take steps to protect the water pipes from freezing.
Notify the Property Supervisor and Chairperson of the Property Committee or designee
(see attached list of names and telephone numbers).

4.  The Chairperson of the Property Committee or designee shall assess the HVAC failure,
and through regular administrative procedures, make decisions for repairs, restoration
and recovery.

5.  Early decisions will be made on ways to communicate to the congregation and other
individuals who use the building regarding their scheduled event(s).
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Annex: I
Loss of Water

Supply

The Emergency Management Plan will be activated whenever there is a loss of water supply
that threatens the safety of staff, visitors and others at church.

We must determine the cause of the water outage and determine the estimated time the water
supply will be restored.

Loss of water supply directly affects the ability of toilets to flush.  It also affects the ability to
extinguish small fires should they occur.  For this reason, if there is a loss of water supply, the
facilities must be evacuated.

1. If there is a loss of water supply, the doors to all toilets must have a handwritten sign
mounted "DO NOT USE."

2.  All activities should cease and everyone leave the building without using any toilets or
sinks.  The only exception would be Sunday services in session at the discretion of the
pastor, at which time he/she would make an announcement to not use any restroom or use
any water.

3.  If not already aware of the problem, the Chairperson of the Property Committee or
designee (see attached list of names and telephone numbers) should be notified to assess
the damage and authorize the necessary repairs.
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Annex: J

Medical Emergencies

We must attend to the ill or injured person(s) and check that the scene is safe, remain calm,
walk not run, administer first aid, and call 911 when indicated.

1. Remain calm.  Walk to the side of the ill or injured person and assess his/her ability to
speak or respond to a painful stimulus.

2.  If unresponsive, manage the airway and determine if the person is breathing and has a
pulse.

3.  If a pulse and/or breathing are absent, have someone call 911 immediately and initiate
CPR and have someone walk (not run) to the Automated External Defibrillator (AED),
located near the Church Office entrance, and bring the device to the person and initiate its
use, following the audible instructions that are given.

4.  If breathing and a pulse are present, assess the person for open wounds and if bleeding
is present, put direct pressure over the wound(s) to control the external blood flow and
call 911.

5.  If there appears to be a fracture, including possible fracture(s) in the head and neck,
call 911.

6.  Keep the person comfortable and in place, and support the head and neck until the
ambulance arrives.  If anyone is available who has first responder or emergency medical
training, allow that person to begin appropriate positioning and fracture care to support the
person.

7. If the person has no signs of trauma, is alert, has normal breathing and pulse and refuses
treatment, allow the person to leave only with a responsible friend or family member and
suggest he or she follow up with a physician. Examples might be an epileptic seizure that
is routine for this person or a customary dizzy or fainting spell.



Emanuel Lutheran Church

EMERGENCY MANAGEMENT PLAN

Page 1 of 1

STATEMENT OF OPERATIONS

Annex: K
Sewer/Drain System

Failure

The Emergency Management Plan will be activated whenever there is a sewer/drain system
failure that threatens the safety of members, staff, visitors and others at church.

We must minimize exposure to bio-hazard waste and repair the sewer/drain system and
decontaminate the building and grounds.

1. Call 911 only if there is flooding that threatens life, serious injury or major property
damage.

2.  If there are people in the building when toilets or sinks become clogged, attempt to free
the blocked drains by using a plunger.

3. DO NOT FLUSH TOILETS OR USE SINKS THAT DO NOT HAVE WORKING
DRAINS!

4.  Place a handwritten "DO NOT USE" sign on any toilet or sink not draining.  If any
fixtures in a bathroom or kitchen are not draining, put a “DO NOT USE” sign on the
door.

5.  If all fixtures in the building are not functioning, all activities should cease and everyone
should leave the building without using any toilets or sinks.  The only exception would be
Sunday services in session at the discretion of the pastor, who then would make an
announcement to not use any restroom or sink in the building.

6.  If not already aware of the problem, the Chairperson of the Property Committee or
designee should be notified (see attached list of names and telephone numbers) to assess
the damage and authorize the necessary clean up and repairs.



Emanuel Lutheran Church

EMERGENCY MANAGEMENT PLAN

Page 1 of 1

STATEMENT OF OPERATIONS

Annex: L

Storm Damage

The Emergency Management Plan will be activated whenever there is damage to the building or
property as a result of high winds, heavy snow or heavy icing or hail.

Monitor weather reports of impending storms to prepare the building, grounds, and
schedule/cancel events as necessary. After a storm, conduct a thorough damage
assessment/walk through as soon as possible, and determine when normal schedules may
resume.

If there is a weather alert or warning in advance of any scheduled activities, including Sunday
services, a decision will be made to cancel these events. If cancelled, the news media (WFSB,
WTNH, WVIT) will be notified.

1. After the storm has passed, it is the responsibility of the Chairperson of the Property
Committee or designee (see attached list of names and telephone numbers) to visit the
property, assess the damage, and through regular administrative procedures, make
decisions for repairs, restoration and recovery.

2.  Early decisions will be made on ways to communicate to the congregation and other
individuals who use the building regarding their scheduled events and the availability
of the facilities.
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Annex: M

Temporary Sheltering
of Members

The Emergency Management Plan will be activated whenever there is widespread power outage
in the community preventing functioning home air conditioners (in summer) or home heating
systems (in winter) requiring members of the congregation to seek a cooling or warming center.

It is necessary to maintain an accurate record of all members who arrive to use the Church as a
temporary shelter and to record when they arrive and depart. We must utilize consistent
practices with all members and family of members.

Currently, this response is to provide comfort only and there is no intent to protect against any
life threat due to home temperature extremes.  This resource is only available to members of the
congregation; it is not to serve as a community shelter.

1. The facilities with heating, ventilation and air conditioning (HVAC) are available during
business hours to the congregation who wish to come.  It is requested that a call be made
in advance to the office during business hours, 860-643-1193.

2.  It is understood there are no cots, blankets, food or medical supplies available at the
church.

3.  This resource is available only if the building has electricity and water supply available.

4.  The kitchen may be used if personal food is available.

5.  Upon arrival and before departure, everyone must sign in and out at the office or other
designated location.


