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           EMERGENCY TELEPHONE NUMBERS

For All Emergencies Dial 9-1-1


OTHER IMPORTANT NUMBERS

Pastor(s):  Father Joe Kieffer 	       785-259-1384

Church office:  			       785-243-1099

Call this number for 
· Appointments
· Non-emergency assistance.


Building Maintenance:  Rex Harper      785-243-4925

Call Building Maintenance to report: 

· Unsafe conditions
· Leaks and drainage
· Building temperature
· Lighting
· Building conveniences

Safety Coordinator:  Janet Eubanks            785-614-5201


















CRISIS RESPONSE TEAM


Incident Commander:  Larry Eubanks(785-614-1941)
    Justin Stahlman (785-275-2347) 
    Joe Reedy(785-243-5867)

Building Coordinator:  Rex Harper/Loren Cote

Medical Response Team: Members of the Parish with Medical training

Parish Coordinators:  Ushers, Knights of Columbus Members and members of the Parish community

PIO:  Father Joe Kieffer

Safety Coordinator:  Janet Eubanks

Finance:  OLPH Finance Director, Glenda Schreiber


Incident Commander

The incident commander on duty assumes responsibility for implementing the local church crisis response plan at the time of the incident, providing leadership until personnel with more experience arrive on scene.  Responsibilities may include the following:
· Ensuring that all crisis response team members are assigned duties and understand all emergency procedures.
· Working with other crisis response team members to evaluate an emergency.
· Ensuring proper emergency communication.
· Delegating needed emergency actions.

The incident commander may also be called upon by the emergency agency/agencies involved to aid in crowd control and building evacuation.  The incident coordinator should immediately identify her/himself as such to maintenance personnel and emergency agency personnel responding to an incident.

Building Coordinator

A building coordinator is a staff member or volunteer trained to know the floor plans of each building and the emergency evacuation procedures for any emergency—medical, fire, tornado, etc.  The building coordinator may be involved in long-range planning.  

A building coordinator may be responsible for:
· Providing and receiving status reports from the Incident Commander.
· Relaying status report information to the emergency agency/agencies involved (e.g., fire department, police, paramedics, emergency management, etc.).
· Coordinating with the emergency agency/agencies any needed evacuations or other emergency actions.


Medical Response Team

 Responsibilities may include the following:
· Providing “first responder (medical) service” to those incurring a medical emergency until medical personnel with higher training arrives on scene.
· Conducting a primary assessment of the medical emergency situations and reporting this assessment to appropriate personnel.
· Participating as crisis response team members in emergency situations when their medical expertise is not required.
· Providing medical assistance and support until professional help arrives.
· Remaining “in charge” of a medical emergency situation until professional help arrives.

The Medical response team should immediately identify themselves as such to any personnel responding to the incident.


Parish Coordinator (PC)  Responsibilities

In the event of an emergency, PC responsibilities may include the following:
· Knowing how to correctly respond to and summon help for a medical emergency.
· Knowing how to correctly report a fire or smoke emergency using the 911 emergency number.
· Knowing the locations of the manual fire alarm pull stations in their area.
· Knowing the locations of the fire extinguishers in their area and how to use them.
· Knowing how to correctly respond to a fire warning alarm.
· Knowing designated shelter areas and precautions to take in the event of a tornado emergency.
· Becoming familiar with exit routes and knowing alternate exits to correctly respond to a call for an evacuation.
· Closing all opened doors as they evacuate an area.


The Parish Coordinators are trained in evacuation techniques and use of fire extinguishers.  Coordinators know the location of approved tornado shelter areas in the building.  Responsibilities may include the following:
· Building evacuations—responsible for reporting to the incident coordinator that sections have been cleared during an evacuation.
· Work in coordination with the building maintenance Coordinator to minimize hazards.
· If available, maintain hand-held radios to coordinate with incident commander or other team members.

PIO responsibilities

The Public Information Officer will be the “face” of the Parish.  
They are the designated site spokesperson; they will cooperate with the Parish Council
and other outside agencies on joint news releases; they will coordinate media briefings as necessary.

Safety Coordinator:  

Responsible for overall safety initiatives for the Parish including but not limited to:
· Training for CRT members/Faith Formation Instructors/Parishioners
· Fire extinguishers/signage/emergency lighting
· Updating CRP on an annual basis (or as needed)
· Compliance with Safe Environment (SE) training and all requirements of SE set forth by the Diocese


Finance Director:

Responsible for collecting and tabulating all expenses incurred during a crisis for insurance/reimbursement purposes.  

BUILDING CRISIS RESPONSE PROCEDURES

FIRST AID KITS:  

Located:  All classrooms, men’s restroom at the back of Church, Sacristy
Treat minor injuries from supplies in the first aid kits.
AED:  
Located in the connecting link

AIR HANDLING SHUT OFF LOCATIONS:  Thermostats
	On the Altar, in the connecting link, Parish Hall (south side and north side), Kitchen, Hall Basement (Room #7 and Room #8) 	

FIRE EXTINGUISHERS: 

	Located:  Library, Sacristy, Connecting link, both ends of the hallway in the basement of the connecting link.  West wall of Parish Hall, North Wall of Parish Hall by Kitchen door, inside the kitchen.   RE center:  both ends of the hallway in new addition,  north end of the basement, basement kitchen.

WALKIE TALKIES/FLASHLIGHTS

	Walkie talkies and flashlights are available in the Fellowship Hall basement storage room, the Church library and the Sacristy.  These are to be used in case of power outage.  

RED PACKS

	Red back packs are available in the Fellowship Hall basement storage room, the Church library and the Sacristy.  They contain orange vests to be worn by the CRT during a crisis as well as a copy of the CRP.   
	

MEDICAL EMERGENCY

Call 911.  Be prepared to give the following information:
· Name.
· Location.
· Number of people involved.
· Nature of injury or illness.

Note:  Treat minor injuries from supplies in the first aid kits.  

While waiting for professional help do not move the ill or injured person.  When professional help arrives:
· Allow responding units to take control of the situation.
· Crisis response team members will stand by to assist as needed.

Regular CPR/First Aid training is recommended for all church leaders and Faith Formation instructors.

FIRE AND SMOKE EMERGENCIES

If you detect smoke:
· Call 911.
· Give your name, telephone number, and location within the building.
· Describe the situation.
· Advise the building coordinator, incident commander, or other crisis response team members of the situation.

If you detect fire:

· Activate the manual fire alarm if available.
· Call 911 (move to a safe area before making this call).
· Give your name, telephone number, and location.
· Describe the situation.
· If you know how to use a fire extinguisher and feel the best course of action is to attempt to extinguish the fire, locate an extinguisher and, without risking injury attempt to extinguish the fire.
· If the fire is beyond the point of a safe attempt to extinguish it, isolate the fire by closing doors in the area before evacuating.
· Advise the incident commander or other crisis response team members of the situation.

If the Fire Alarm Sounds

· Evacuate immediately, using the nearest exit.  Walk quickly.  Do not run.

Note:  Evacuation should be toward ground level.  If you encounter smoke or heat in a stairwell, proceed across that floor to another stairwell and continue evacuation to ground level.

· Be aware of people that may need assistance evacuating.
· 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 have to quickly close it to protect yourself from oncoming smoke or fire.
· Proceed to the ground level and outdoors.
· From the RE Center, proceed to the west, toward the viaduct.  When safe to do so, cross the streets to the Fellowship Hall
· From the Church, proceed to the Manna House.
· Do not go to your automobile or attempt to move it.  This could hinder access by emergency vehicles.
· Do not congregate near building exits, driveways, or roadways.
· Do not reenter the building until an “all clear” is issued by the incident commander.  (Note:  The “all clear” should be initially issued by the Fire Department.)

Building Evacuation Emergency

All leaders should know the emergency evacuation routes and procedures for the building, and their designated assembly area outside the building.  Memorize the exit route closest to your area or office.

The designated assembly area for Church evacuation is the Manna House and for the RE Center, the designated assembly area is the Fellowship Hall. (once it is deemed safe to cross the streets.)

Should the designated assembly area be deemed unsafe, an alternate assembly area will be identified.  

If a Building Evacuation is initiated
Important “dos” and “don’ts” are:

· Remain calm.
· Follow the instructions of the incident commander or crisis response team, if applicable.
· If you occupy an enclosed office or classroom, close the door as you leave.
· Use stairwells for evacuation.  Be alert for other staff, church members, and emergency agency personnel who might also be using the stairwells.
· Do not return for coats, purses, briefcases, etc., after you have left the area.
· Do not smoke.
· Do not return to your area until the “all clear” signal is given.

Notes:  Ensure that the Parish Safety Coordinator has planned with disabled leaders or church members a procedure to assist each disabled person in evacuating.  Emergency evacuation procedures should be provided to all church members (e.g., in member orientations).

TORNADO EMERGENCY

The National Weather Service has developed a method of identifying storm conditions that foster the development of tornadoes.  The classification and definitions of storm conditions are:
· Tornado watch
· Tornado warning

A “tornado watch” status indicates that weather conditions are favorable for the development of tornadoes.  The “watch areas” are usually large geographic areas, covering many counties or even states that could be affected by severe weather conditions including tornadoes.

A “tornado warning” is an alert issued by the National Weather Service after a tornado has been detected by radar or sighted by weather watchers or by the public.  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 40 miles per hour so prompt emergency action must be taken.

During a tornado warning, a battery-powered radio should be tuned to the National Weather Service and local weather watchers radio frequency.  Should a tornado develop which threatens our area, crisis response team leaders should initiate actions to notify and protect all staff and church members in the facility.




If a Tornado Warning is announced

When you hear the announcement for a tornado warning:
· Move to a designated tornado shelter immediately.  Move quickly, but do not run.
· Be aware of people that may need assistance evacuating.
· Wait in the shelter until you hear an announcement from a member of the crisis response team and/or a hand-held radio system station (if applicable) that it is safe to return to your area.


Tornado Safety Basics

Familiarize yourself with the basics of protecting yourself wherever you may be.

If you are indoors, the general responses to a tornado warning are:
· Move away from windows.  If you have time, close any window blinds or shades to help prevent flying glass and debris—the cause of most injuries in office buildings.
· Warn others.  Encourage them to get to safety immediately.
· Move away from large expanses of unsupported ceilings.
· Move away from building perimeter area.
· Move to an interior room away from windows—to an enclosed room or conference room, a rest room, an interior stairwell.
· If in an interior hallway, away from windows, crouch down as low as possible.
· If you are in an elevator, stop and get off at the next floor and take cover in an interior hallway or interior room.  Do not use elevators during tornado warnings.
· If moving to a safer location in the building is not possible, get under a desk or table in an interior office.
· Once you’ve situated yourself in the safest place you can find, protect your face and head, and stay where you are until an “all clear” signal is given.  (If circumstances change and new dangers are present, seek a different safe place.)

If you are outdoors, the general responses to a tornado warning are:
· If at all possible, move indoors to an interior room.
· If moving indoors is not possible, take cover near objects that are low and securely anchored to the ground, such as culverts or low retaining wall.


HAZARDOUS MATERIAL SPILL/EXPLOSION

	If Church leaders are notified by Emergency Personnel of a hazardous spill in the area (railroad/elevator), depending on the type of incident, possible action could be:
· Make staff members aware of the spill
· Evacuate staff members
· Shut off air handling systems
· Notify Church members of schedule changes 


OPIOID OVERDOSE

Naxolone is available in the red packs.  If an overdose is suspected, call 911 and then follow training instructions.  (See addendum)


INFECTIOUS / CONTAGIOUS DISEASES INCLUDING BUT NOT LIMITED TO COVID 19

Our Lady of Perpetual Help Church prioritizes the health and safety of all Parishioners and is committed to promptly sharing accurate and useful information related to the Covid 19 pandemic and its impact on the Parish. To that end, OLPH will work closely with the Cloud County Health Department and KDHE as to their instructions and share relevant information.

Infectious diseases are caused by organisms like bacteria, viruses, and parasites and can potentially be spread from one person to another. Illness caused by infectious diseases are a common occurrence in churches, but they are typically short-term illnesses.  However, in the event that a virus or bacteria becomes much wider spread or elevates to the level that the CDC/WHO declare a pandemic, OLPH will also need to follow guidance set out by the Diocese.  

· Depending on the circumstances, extra precautions may need to be taken to ensure the health and safety of our Parishioners.
· Such precautions may include but are not limited to:

· Limit the number of parishioners at one Mass
· Host “on line” services only
· Disinfect Church facility on a daily basis
· Require facemask to help control the spread of germs
· Limit office hours
· Limit ministries during Mass
· Availability of hand sanitizer 



COVID 19 or other infectious diseases

[bookmark: _Hlk53994639]Faith Formation procedures for grades K-8:

This is a fluid, ever changing situation.  The following procedures may be initiated if the CDD/KDHE/CCHD change/update their guidelines. 

*Mask are to be worn by all students/instructors/staff when exiting their vehicles and remain on until they get back in their vehicles.
*Drop off students at the Connecting Link doors, approaching from the East on 5th street. Wait until your student(s) is allowed to enter the building before leaving the area 
*Physical distancing of at least 6’ as the student approaches the door is required.
*At the door, temperatures will be taken by a staff member. If temperature is less than 100.4, the student will proceed down the stairs and go directly to their classroom.

*Any student presenting with a temperature of 100.4 or above, will immediately be asked to return to their vehicle.  
*Classrooms are arranged to allow for physical distancing.
*Hand sanitizer will be available in all classrooms and throughout the facility.  Students/staff are encouraged to use it frequently.
*Instructors are required to take attendance at the beginning of each class period.
*Facilities are sanitized after each use.

Faith Formation Procedures, grades 9-12 (RE Center)

*Mask are to be worn by all students/instructors/staff when exiting their vehicles and remain on until they get back in their vehicles.
*Drop off students at the South Entrance, approaching from the north on Kansas street. Wait until your student(s) enters the building before leaving the area 
*Physical distancing of at least 6’ as the student approaches the door is required.
*At the door, temperatures will be taken by a staff member. If temperature is less than 100.4, the student will proceed directly to their classroom.
*Any student presenting with a temperature of 100.4 or above, will immediately be asked to return to their vehicle.  
*Classrooms are arranged to allow for physical distancing.
*Hand sanitizer will be available in all classrooms and throughout the facility.  Students/staff are encouraged to use it frequently.
*Instructors are required to take attendance at the beginning of each class period.
*Facilities are sanitized after each use.

Infectious disease safety training

 OLPH staff/Catechists will be trained in the following areas:

· Proper use of face masks
· Use of sanitizer on equipment such as desks, chairs, door handles, pews
· Hand sanitizing
· Physical distancing requirements
· No contact thermometers







INTRUDER/UNAUTHORIZED PERSON/AGITATED INDIVIDUAL/PROTESTOR

· An intruder is an unknown and suspicious person in the buildings or on the grounds. 
· If violence is observed:
· Call 911  
· Notify Local Police Department.  
· Initiate Run, Hide, Fight.

· If no evidence of physical violence is observed:
· Ask another staff person to accompany you before approaching a suspicious or unknown person.
· Politely greet the person,
· Identify yourself and ask how you may help them

· Ask the person the purpose of their visit. If possible, attempt to identify the individual and/or their vehicle.

· If the person is noncompliant or argumentative, inform them that they will need to leave Church property 

· If the verbal warning fails, the visitor should be informed that they are considered an intruder and Local Law Enforcement will be called.

· Back away from intruder if they indicate a potential for violence. Allow an avenue of escape. 

· To the extent possible, maintain visual contact. Maintaining visual contact and knowing the location of the intruder will help if Law enforcement becomes involved. 

· Contact the Incident Commander as soon as possible.

· The intruder should not be chased if they flee. The goal is to get the intruder off church property, not to capture them

· Staff members should make a mental note of the physical description of an intruder to give to law enforcement if necessary. 

· If the intruder will not leave the Building, initiate, Run, Hide, Fight. 

· Call 911 immediately. 

· Notify the Incident Commander

PROTESTOR

Peaceful Protest:  A peaceful protest may take place on public property.  Public property is the sidewalks, roadways, public parks…etc….

If a protest is taking place on public property, try to avoid confrontation, move quickly through the group if necessary, do not engage or encourage communication with the protestors.

	If the protestors are on Church property and cause a disturbance:
· Call 911 (Have someone stand at the entrance to guide Law Enforcement to the scene when they arrive. 
· Approach the protestors (take another person with you)
· Ask them quietly to leave Church property
· If they don’t retreat, ask them again and let them know they will be treated as trespassers if they don’t leave.
· If they leave, take note of what they are wearing and get a description and tag number for their vehicle to provide to Law Enforcement.
· If the protestors become physical or violent:
· Evacuate everyone from the area.
· If you can safely do so, contain the individual (by force if necessary-but only to restrain) to avoid further injury or damage.
· Restrain the protester (if possible) until Law Enforcement arrives. 

Report to the Incident Commander as soon as possible. 











APPENDICES

THREATS

In the event you receive a threat call (i.e. bomb threat, armed assault, custody issues), remain calm; if possible, have a pre-arranged signal to alert other personnel to listen to the caller also.  If possible, advise the caller that the detonation of a bomb could maim or injure innocent people.


Threat Checklist (Keep by phones)

Complete this list if you receive a threat.

Exact time of call:  ____________	Date:  ___________

Exact words of caller:
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Caller’s voice:  (circle)

Male		Female		Adult		Youth

Estimate Age:  _____

Black		White		Hispanic	Asian		Other:  __________

Calm		Disguised	Nasal		Rapid		Accent

Nervous	Angry		Sincere		Slurred		Loud	

Excited	Giggling	Stressed	Crying

If voice is familiar, whose did it sound like?  _____________________________


Background Noise:  (circle)

Music		Children	Typing		Airplanes	Machinery	Cars/Trucks
Other:  ________________________________________________________________________________________________________________________________________________

Do not hang up!  Obtain as much information as possible:

· When is the bomb going to explode?  ___________________________________
· Where is the bomb?  ________________________________________________
· What does it look like?  ______________________________________________
· What kind of bomb is it?  _____________________________________________
· Method of activation:  mechanical, clock, movement/chemical action?
	__________________________________________________________________
· Method of deactivation?  _____________________________________________
· Did you place the bomb?  ____________________________________________
· Why?  ____________________________________________________________
· Where are you calling from?  __________________________________________
· What is your address?  _______________________________________________
· What is your name?  ________________________________________________

Call received by:  _____________________		Department:  ___________	Ext: __

Note:  In the event you receive a bomb threat:
· Call 911 immediately.  Provide the following information:
· Identify yourself
· State:  “I have received a bomb threat.”
· Give your office location and extension.

REMAIN CALM!





















INJURY/INCIDENT REPORT

The following form is a sample that may be helpful should an injury occur during an evacuation or other emergency procedure.  It is important to maintain accurate records of any injuries incurred during an emergency in case of insurance or liability questions.

Date:
Injured Person: _______________________________________     
Completed by: ________________________________________

Where were you when injury occurred: _________________________________________________

Description of injury and how it occurred: (Use back if more space is needed)
	

	

	

	

	

	



Witnesses: ___________________________________________________________________________

Action Taken/Medical Treatment Provided:
	

	

	

	




































