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EMERGENCY CONTACT INFORMATION
PARISH/SCHOOL/APOSTOLATE
PRIMARY CONTACT PERSON
Name, Title/Position
Primary phone number: ###-###-####
Secondary phone number: ###-###-####

SECONDARY CONTACT PERSON
Name, Title/Position
Primary phone number: ###-###-####
Secondary phone number: ###-###-####

TERTIARY CONTACT PERSON
Name, Title/Position
Primary phone number: ###-###-####
Secondary phone number: ###-###-####












BUILDING SAFETY TEAM PERSONNEL AND TASKS
(Best to have at least 3 members on the safety team. Depending on the parish/school's size, determine the appropriate number of members for this team. 7 is suggested maximum.)
Head of Safety Team
Name, Title/Position on the team
Primary phone number: ###-###-####
Secondary phone number: ###-###-####
Email Address: email@domain.com
Location of Office: (i.e. Business Office, School Admin. Office, Gym Basement)

Team Member #2
Name, Title/Position on the team
Primary phone number: ###-###-####
Secondary phone number: ###-###-####
Email Address: email@domain.com
Location of Office: (i.e. Business Office, School Admin. Office, Gym Basement)

Team Member #3
Name, Title/Position on the team
Primary phone number: ###-###-####
Secondary phone number: ###-###-####
Email Address: email@domain.com
Location of Office: (i.e. Business Office, School Admin. Office, Gym Basement)






PURPOSE OF EMERGENCY OPERATIONS PLAN
(EOP)
A written Emergency Operations Plan is a key component of an emergency management plan. This EOP exists to provide the structure and processes that this parish/school/apostolate needs to appropriately respond to and initially recover from a critical event. This EOP establishes the overall authority, roles, and functions performed during a critical event. This EOP was developed with current recommendations from the Federal Emergency Management Agency (FEMA), the Department of Homeland Security (DHS), and the National Association of School Psychologists (NASP).
A Critical Event is any situation or incident that poses a risk of interrupting regular parish/school/ministerial operations or liturgical events, or poses a risk of injury or death to person(s) participating in events at the parish/school/apostolate.
This EOP has been developed with an “All-Hazards” mindset. While this EOP cannot directly address every specific situation that could occur, the Safety Team has attempted to develop this EOP in such a manner that will provide the Safety Team members and others involved with risk mitigation or responses based on the aspects of risk and frequency.
High Risk/High Frequency: Significant exposure/Occurs often
High Risk/Low Frequency: Significant exposure/Occurs rarely
Low Risk/High Frequency: Minimal exposure/Occurs often
Low Risk/Low Frequency: Minimal exposure/Occurs rarely 
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CRISIS INCIDENT TEAM MEMBER RESPONSIBILITIES
Responsibilities vary depending on the severity of the incident. Members of the Safety Team may often fill rolls of the Crisis Incident Team. Depending on the severity, some of the following positions may be handled by one person. It is imperative members of the safety team identify who will take each roll for major incidents.
Name – Incident Command: Has overall responsibility to manage the incident
Name(s) - Operations Members: May have one person in charge to give direction to remaining operations members who have the responsibility to resolve the incident
Name – Safety Officer: Assess risks and works to ensure the incident is resolved without further risk to personnel or property
Name – Liaison Officer: Assists with communications between other members of the Crisis Team (if in separate locations) and other responding agencies.
Name – Public Information Officer (PIO): Designated spokesperson for the parish/school/apostolate; could be spoken word, social media, or other methods of communication to community at large or to other responding agency PIOs
Name – Mental Health Professional: Ability to assess the mental health of all people involved with the incident














BUILDING INFORMATION
If multiple buildings, name each building in this section. Contemplate the use of a map clearly showing each building location, as an appendix.
Name: Name of building
Year Built: Year
Building Type: e.g. Brick, wood-frame, metal-frame
If a building is large and has multiple wings or parts, describe this here
Example
Broken into three parts
Part 1: Central building
# of floors
# of exterior exits
Primary purpose, events, operations, for floor
Part 2: South Wing
# of floors
# of exterior exits
Primary purpose, events, operations, for floor
Part 3: North Wing
# of floors
# of exterior exits
Primary purpose, events, operations, for floor
Appendix A (Create appendix with overall layout, each floor)







COMMUNICATION PROCEDURES
All personnel have been trained in different ways to communicate to the parish/school/apostolate if an incident is about to occur, is occurring, or has occurred. All personnel have been trained to call for emergency services response, the person whose primary duty is the safety and security of the community, and other personnel who may be better trained or qualified to handle the situation at hand. It is up to the best judgement of the person on scene to determine who will be contacted in what order.
Landline Phones: Describe how are landline phones used? Are they present in every room or office? 
Cell Phones: Are cell phones used as a part of the communications net among faculty/staff/volunteers/students? If so, describe here
Public Address (PA) System: If available, how is this method utilized by members of the faculty/staff/volunteers?
Two-way Radios: Are two-way radios utilized? If so, describe how they are used, who is assigned a radio, and describe any written policies, procedures, or expectations.
Fire Alarm Control Panel: (if available)
Signage: (example) Signage has been posted in all main areas, classrooms, meeting rooms, etc., throughout the building and the campus. This signage includes evacuation routes and how to respond to specified emergencies.
Appendix B (create appendix for this purpose)
Social Media: Describe pre-determined social media platforms the parish/school/apostolate will use in the event of a critical incident and who will be directly responsible for these communications. Verbiage should include how other agencies will collaborate (law enforcement, AoD, public media resources) with you.
Primary Emergency Response Agencies:
Dialing or Texting 911 should always be considered in emergency situations.
· Information to provide 911:
· The address and specific location of the emergency
· The nature of the emergency
· Details of the emergency
Dial 911 in case of any emergency or critical incident.
Law Enforcement: Agency Name, Non-Emergency number
Fire/Rescue: Agency Name, Non-emergency number.

VISITOR MANAGEMENT
Parish
(example) Volunteer members of the parish fulfill the ministry of Greeter. Greeters fulfill the role in hospitality to ensure everyone has a positive experience. Greeters provide guidance and help handle needs of parishioners and visitors. In case of an emergency during Sunday masses, greeters help to preserve a calm environment and preserve the decorum appropriate for the church. Greeters assist with evacuations if needed. See Appendix C for evacuation locations for Sunday masses.
School
(example) The school employs an electronic or paper-based log of all visitors who come to the school during regular school hours. Visitors include prospective families, shadow students, commercial contractors, prospective donors, etc. All visitors are required to identify themselves at the main entrance and either directed to the front office or escorted to the front office. All visitors are logged in the visitor management system. All adult visitors provide valid identification. The visitor management logs are utilized in the event of an evacuation
Athletic Events
(example) School-related activities occur regularly throughout the year. Visiting team coaches are advised of the emergency procedures or a member of the school coaching team will oversee the needs for the visiting team. Spectators must enter a specified location. Individual spectators are not tracked in any manner.
Sunday Daycare

Special Events










EMERGENCY PROCEDURES & TRAINING
(example) All Parish/School/Apostolate personnel and most volunteers received training regarding Fire Alarm activation and other All-Hazard incidents. Training occurs annually, and informational reminders are communicated to trained personnel and volunteers regularly throughout the year. Response procedures provided by the Federal Bureau of Investigations (FBI), “Run, Hide, Fight” have been adopted for our campus.
See appendix C for procedures.
(example) School faculty, staff, and students are trained at the start of the year regarding emergency procedures. Regular drills take place throughout the school year. Local first responders are invited to participate in training and drills as they are available. Response protocols provided by the I Love You Guys Foundation, “Standard Response Protocol” and “Standard Reunification Method” have been adopted by our school.
See appendix D for protocols.


















TYPES OF CRITICAL INCIDENTS
THIS LIST HAS BEEN DEVELOPED AFTER CONSIDERATION OF THE MOST LIKELY EVENTS TO OCCUR AT THIS LOCATION.
Tornado
Lighting
Severe Wind Storm
Wildfire
Snowstorm
Slips and Falls
Chemical Spill
Cyber Attack
Bomb Threat
Power Failure
Active Assailant
Police Presence in the Area














APPENDICIES
Appendix A: Building Layouts (Insert building layout plans, including evacuation routes)
Appendix B: Signage (Insert signage examples related to EOP. Safe Haven Locations, signage posted throughout the facility)
Appendix C: Parish-related critical incident response procedures (Insert adopted procedures)
Appendix D: School-related critical incident response procedures (Insert adopted procedures)
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