Simsboro, First Baptist Church
Safety & Security Policies
Approved 7/18/18
Alarm codes, keys, cards –
The alarm codes to set and disarm any of the security systems, your access card or key fob and any keys are assigned to you and only you. Do not tell anyone your code or let anyone use your access card, key fob or keys. You will be held directly responsible for any problems or incidents that relate to your alarm code or keys.

Report any loss of access cards, key fobs, keys or compromise of alarm codes immediately to the church office. They will reissue you new codes or cards.

Mechanical keys will only be issued should electronic access control not be available.

Background Checks Policy: 
Employees:


All employees, both full and part time, will have a background check done by the church. 

Volunteers:
· Anyone that has regular interaction (more than 10 days a year) to do with minor children
· Anyone who counts money. 
· Anyone working in accounting or finance department
· Anyone on the security team
Communication to Security
Via radio on channel #1 
Criminal Convictions

Conviction of any felony or serious misdemeanor is grounds for immediate dismissal from employment or working with minors
Distraught People/Callers

If someone walks in stating that they are thinking of suicide, let them know they need to be at a medical facility, and they can be given directions, or we can call the 911 to make sure they get there safely.  The reason for this is that we do not have professional counselors on site to be able to assist with the above mentioned emotional crisis.

If someone calls in and are simply needing someone to pray with them and have not mentioned suicide, let them know that they are being transferred to the Pastor, and if he doesn’t answer, they can leave a message, and their call will be returned shortly. 
Door Locking Policy

All doors are to remain locked when the rooms are not in use. If you are issued keys to various areas of the campus you are to assure that the doors are locked after your use of any room.  All exterior doors should be locked during services after the services begin.
Emergency Action Plan
The Pastor or his designee has been designated as the person(s) responsible for this emergency response plan. They will be our Emergency Response Coordinator, will have the authority to make decisions and implement changes when necessary, will identify all individuals and teams who will participate in emergency response and define their roles. A written notice thereof shall be posted and made readily available.

Emergency Procedures


Each employee on our premises will know an emergency when it happens as a result of prior 
experience, knowledge, training and common sense, the matters 
covered in this Program, and 
our implementation of established work rules, hazard communication, right-to-know, and 
similar programs. As soon as an emergency occurs, an announcement will be made on the 
radio (on channel 1)

If told to evacuate, you must leave the premises at once by the safest, shortest route, unless 
you have emergency response duties that require otherwise. Do not try to complete what you 
are doing, perform any operations or try to save anything. Things can be replaced. People can't. 
After leaving the premises, you must move away from the exit doors and avoid congregating in 
any area where it may hamper emergency operations. As soon as you have successfully 
escaped harm, make sure that your ministry leader knows. That will aid in accountability and 
avoid unnecessary rescue operations.


Everyone on the premises must be familiar with our emergency escape routes and must use 
them when an evacuation occurs. They are well marked in full compliance with applicable 
regulations. Everyone who works here now or in the future will be instructed in the location 
and use of the emergency escape routes before beginning work. There are no less than two 
emergency escape routes from every area. If fire or any other hazard prevents the use of one 
such route, use one of the others. Please refer to the emergency evacuation route maps for 
your building.


Accountability Procedures


Once the evacuation is complete, everyone must be accounted for. That is the only way missing 
persons that may need to be rescued can be identified. 

Each ministry leader is responsible for making or obtaining a head count of all everyone in 
his/her area as soon as an evacuation occurs and making a report on the results to the next 
higher level of authority. If there is any possibility that someone is missing or unaccounted for 
may still be in a danger area, the on-site rescue people must be notified at once.

Training for Emergencies

Because immediate, informed response is essential in an emergency, all employees and 
ministry leaders must have some level of emergency training. We 
have put into effect a 
training program that will:


Be brief and repeated often.



Be realistic and practical.



Feature drills frequently.



Ensure that training records are maintained.


Onsite emergency personnel, who have emergency roles in addition to their ordinary duties, 
must have a thorough understanding of emergency response. Their training will be directly 
related to their specific roles and include subjects such as:



 Emergency chain-of-command





Communication methods and signals.



Emergency equipment and its use.

Onsite emergency personnel should also obtain certification in first aid and CPR, and practice 
treatment techniques regularly.


Medical Treatment/First Aid:


In emergencies, toxic exposures and hazardous situations that cause injuries and 
illnesses will 
vary from one emergency situation to another. Medical treatment may range from bandaging 
of minor cuts and abrasions to life-saving techniques. In many cases, essential medical help may 
not be immediately available. For this reason, our onsite emergency personnel will be trained in 
on-the-spot treatment techniques, how to establish and maintain telephone contact with 
medical experts and how to establish liaisons with local hospitals and ambulance services. That 
training includes:



Training of personnel in emergency treatment such as first aid and CPR. That 



training will be thorough, frequently repeated, and geared to site-specific hazards.



Establishment of liaison with local medical personnel, medical specialists, local hospitals, 

ambulance service, and poison control center. We have developed procedures for 


contacting them; and have familiarized all onsite emergency personnel with those 


procedures.


Establishing on-site emergency first-aid stations and making sure that they are well supplied 
and restocked immediately after each emergency.


It is equally important that a telephone or two-way radio be available

Rescue and Response Actions


Based on the information available, the type of rescue/response action required 
should be 
decided and the necessary steps implemented. Some actions may 
have to be done 
concurrently. No one should attempt emergency response or rescue until backup personnel 
and evacuation routes have been identified. The following are our rescue and response rules:



1. Enforce the buddy system



Allow no one to enter a hazardous area without a partner. At all times, personnel in the 


hazardous area should be in line-of-sight or communication contact with stand -by 


personnel.


2. Survey casualties



Locate all victims and assess their condition. Determine resources needed for 



stabilization and transport.



3. Assess existing and potential hazards to site personnel and to the offsite 



population.



You need to Determine whether and how to respond, the need for evacuation of site 


personnel and offsite population, and the resources needed for evacuation and 



response.



4. Stabilize


Administer any medical procedures that are necessary before the victims can be 



moved. Stabilize or permanently fix the hazardous condition. Attend to what caused 


the emergency and anything damaged or endangered in the emergency.


5. Evacuate



Get out of harm's way as quickly and as safely as possible. Move personnel to a safe 


distance upwind of the incident. Monitor the incident for significant changes. The 


hazards may diminish, permitting personnel to reenter the buildings, or increase and 


require evacuation. Be alert to such changes and react accordingly.



Inform public safety personnel when there is a potential or actual need to evacuate the 


offsite population. Do not attempt large-scale public evacuation. 
That is the 



responsibility of government authorities.


6 . Documentation



Whenever an emergency response activity has occurred, our Emergency Response 


Coordinator will initiate an investigation and documentation of the incident. That is 


important in all cases, but especially so when the incident has resulted in personal 


injury, onsite property damage, or damage to the surrounding environment. 







Documentation will be used to learn from experience, to help avert recurrences, as 


evidence in future legal actions, for assessment of 
liability by insurance companies, and 

for review by government agencies when appropriate. Methods of documenting may 


include photographs, tape recordings (video and audio), witness statements, a written 


transcript taken from tape recordings made during the emergency, and notes.

Emergency Phone Numbers:

Ambulance 9-1-1

Fire 9-1-1

Police 9-1-1
Evacuation Plan

There may be a case where an evacuation of the church is necessary.  We will need everyone on staff and key volunteers to be familiar with the plan contained in the Emergency Action Plan which is part of our Safety Plan.  An evacuation plan will be posted in every building.
 

General Evacuation Procedure:

At the time an evacuation is deemed necessary the word will go out via radio from the Security team to all the departments on their respective radio channels. In the worship center a prepared note will be read from on stage and slides shown on the screens as to the evacuation paths.  People will be instructed to NOT go and get their children. Staff and volunteers will take all children to the (designated location). 

Evacuation Announcement

 (READ) It has come to our attention that we need to exit the Worship Center.  All of the Nursery, Children and Youth are being moved to secure locations on the campus.  It is important for your safety and the safety of everyone in the building that you follow my specific instructions.  
Please look at the side screens to see how you are to exit the building.  It is imperative that you exit in an orderly fashion and do not attempt to pick up your children before leaving the building.  The ushers are ready to direct you to the nearest exit. (Say with reassuring tone after initial announcement.)
We need everyone to remain calm and quiet as we exit the building. We need you to move quickly and quietly and follow the Ushers' directions.

All children are being moved to                                       .
We are in contact with the Nursery, Preschool, Children's Church and Youth and your children are being evacuated.

We have planned for just this kind of situation.  You will actually be causing more harm if you do not follow the evacuation plan. Thank you for remaining calm as we handle this situation. All children are being moved to                                   .
Media Policy:
All media calls should be referred to the Pastor. The pastor or his designee will be the only spokesman for the church. 
Medical Emergencies:

If you have a medical emergency, please make these calls in this order:

Call Security via channel 1 on a radio

Report the emergency and the building and room the emergency is in. 

If you get no reply immediately, it is imperative that you call 911 to get help started on its way. However, you also need to call our onsite emergency response personnel if at all possible.

If possible, have one person stay with the person and send someone else out of the building to flag down the emergency response vehicle. With a campus the size of ours it is sometime hard for them to locate the building where the emergency is.

Medical Ministry Policy

Based upon the obvious need for a responsive medical and first-aid capability at the Church and in light of the Church’s available resources and volunteer base, it is the policy of Simsboro, First Baptist Church to have a First Aid Assistance Program (the “Program”) whereby the Church will structure and implement policies and procedures consistent with providing first aid and emergency care to the people who may need such help while on Church property.

The First Aid Assistance Program shall be administered and supervised by the Church’s Safety & Security Team.  The Program shall be run in conformity with the Policy set out herein and shall not be deviated from unless a written change is made to this Policy by the Director. 


Staff and Volunteers 

a. Paid Staff:  Those paid by the Church

b. Professional Volunteers: Those members of the congregation who are employed as paid medical, nursing, or other health care providers know that the Church needs their help on a volunteer-basis.

c. Non-Professional Volunteers: Church members who are not employed as medical care providers volunteer their services. 

Registration and Qualifications


No person shall participate in the Program without being registered and qualified. 

Registration: 


All persons participating in the Program, whether paid staff, professional volunteer or non-professional 
volunteer shall be registered with the Safety & Security Team by filling out either the Release for 
Professional or Release for Non-Professional. Said forms shall be kept on file for review at least once a 
year to determine if there is any need for updated information. Paid staff shall fill out the Non-
Professional form unless they are medical professionals.

Qualifications:








a.  All persons in the Program shall have a criminal background check. Any person who has evidence of a criminal history shall be subject to being disqualified from the Program depending upon the nature of the criminal activity.

b. All Professional Volunteers shall have the existence and continuing validity of their license checked or any other investigation that tends to prove their qualifications to provide first aid or medical treatment.

c. All Non-Professional Volunteers shall be trained in basic first aid and Cardio Pulmonary Resuscitation (CPR). Certain Non-Professional Volunteers shall also be trained in Automated External Defibrillation (AED) and Infant and Child CPR. Each volunteer may be asked to take a refresher course or additional training from time-to-time.

d. All Non-Professional Volunteers will become familiar with the specific layout of the church, with all rooms by name and number, with all hallways and non-public spaces so as to be able to get to a designated location quickly and to be able to lead other volunteers or ambulance or emergency personnel to the location. 


Staffing:

During all services and activities on Church property, at least one medical person should be on the property to adequately deal with reasonably anticipated first aid and emergency issues. Depending upon the length of activity and projected number of people, numerous volunteers may be called on.


General Protocols: 

Medical personnel shall only assist people who need first aid and people who are having a medical emergency. First aid means assisting people who have suffered an injury such as a cut, fall, burn or choking that requires some level of help to prevent the problem from becoming more serious. A medical emergency shall mean a condition effecting the health or safety of the person involved that arises suddenly and unexpectedly and which calls for immediate action without time for deliberation.  





Procedure for Handling First Aid and Emergency Medical Incidents 

1.  As soon as someone either displays the need for assistance or asks for help, one of the volunteers will go to the person to determine the nature of the problem.

2. The volunteer will determine the nature of the problem and also decide if the problem is one that requires first aid or emergency care. If it does not, the volunteer will advise the person to consult with a doctor or medical provider of their own choosing and will fill out an incident notice.

3. If the volunteer determines that the person needs first aid or emergency care, he/she will next determine if the person can or should be moved to the location designated for first aid and emergency care. If it appears to be acceptable, then the person should be moved to the designated area. Otherwise, the volunteer should administer first aid or emergency care at the scene. The volunteer shall not leave the person until either (1) first aid has been given and the person is no longer in distress, or (2) the person has been removed from the premises by ambulance, or (3) a more qualified volunteer, such as a Professional, assumes responsibility and needs the volunteer to go get help or perform a task.
4. If there is more than one volunteer at the scene, the volunteer in charge shall stay with the person and the other volunteer shall go and advise the volunteer at the designated location of the situation so that a decision can be made whether to call an ambulance, summon other volunteers, get supplies and equipment ready, or any other appropriate action.

5. If there are other volunteers who are on call, they may be summoned as long as there is always a volunteer with the person and another volunteer in the designated location. 

6. If there are three or more volunteers present and ambulance service is required, one of the volunteers will go outside to await the ambulance and direct the emergency workers to where the person is being kept.

7. If it is determined that ambulance service is required, that fact will be communicated to the volunteer assigned to the designated area who will make the call.

8. Once the person in distress has either been treated or removed from the property, the volunteer in charge shall fill out an Incident Report.

9. The Pastor shall be promptly notified of all incidents.    

Offering Security and Procedures

If confronted, OFFER NO RESISTANCE, GIVE THEM THE MONEY! At no time are you to apply deadly force unless the safety of the members of the detail is threatened.
1. During the service the ushers shall collect the offering and bring it to the front of the church.  After the service a member of the budget committee or a staff member shall secure the offering in a bank bag and place it in the deposit safe.

2. Every attempt will be made to have 2 people to count the offering.  The offering will be counted only in the church office in full view of the security cameras.

3. Everyone who touches the money of collections bags should have a Criminal Background check run on them. This includes the Ushers, sort/count team and security personnel.
4. No one under 21 years of age can count the offering.
5. Every effort must be taken to make sure that there is no room for collusion between two or more parties in the handling of cash.
6. Everyone who handle money will have a background completed.
Personal information

 Please be mindful of any information that is given to callers.  We don’t give out any personal information on anyone, staff or members.
Personal Property Searches
The church reserves the right to conduct searches of employees and any person, vehicle or object that enters or leaves church premises.  Pursuant to this provision, the church is authorized to search lockers, desks, briefcases, baggage, toolboxes, lunch sacks, clothing, vehicles parked on Church property, and any other item in which a weapon, illegal drug, or other property may be hidden.

It should be noted that all offices, desks, files, lockers, etc., are the property of the church and are issued for the use of employees only during their employment.  
Searches may be conducted by the church or local authorities.  To the extent, the search is requested by church management and the employee is present, the employee may refuse the search; provided, however, that such refusal can result in termination of employment for refusal to cooperate.

The church reserves the right to conduct searches on its property or authorize searches by law enforcement on its property without the employee being present.  The church may also use video surveillance equipment and other security devices to monitor various areas of its facilities.  

Privacy of Packages/Deliveries
Church employees shall have no expectation of privacy when using the Church’s mail systems or the Church’s address when sending or receiving mail and deliveries of a personal nature. When the Church accepts personal packages and deliveries for an employee, it does so as a matter of convenience, not an obligation. Therefore, the Church reserves the right to refuse delivery of any mail or package, and all mail or packages that are sent to or from the Church campus are subject to being opened and inspected by the Church, whether the packages are mailed or delivered by US postal service, UPS, Fed Ex, courier, messenger or any other means. Inspections of personal mail, deliveries and packages may be conducted at any time at the discretion of the Church.
Strangers on Campus

Report any strangers or suspicious persons on campus to Security immediately during non-event times.
Weapons on Campus

We discourage the carrying of weapons on our campus, except to be in complaint with our Security Operating Procedures.
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