
DIOCESAN EMERGENCY PROCEDURE GUIDELINES 

THREATS  

Active Shooter Guidelines 

An Active shooter is an individual actively engaged in killing or attempting to kill people in a confined 
and populated area. Usually, these individuals have no pattern or method to their selection of victims. 
Because active shooter situations are often over within 10 to 15 minutes before law enforcement arrives 
at the scene, we must be prepared both mentally and physically to deal with such situation.  

RUN, HIDE, FIGHT 

RUN 

• Wherever you go, be aware of alternative exits. 
• Quickly and cautiously evacuate in a direction away from the attacker. 
• Don’t hesitate, seconds matters. 
• Remember windows and emergency exits doors. 
• Leave belongings behind. 
• Keep your hands up and clearly visible. 
• Follow all instructions from the police. 
• Don’t stop until you are sure you have reached a safe location. 

HIDE 

• If there is no safe escape route, find a good hiding place. 
• Lock and barricade the door. 
• Silence cell phone. 
• Prepare a defense plan. 

FIGHT 

• Fight only as a last resort. 
• Use available objects as improvised weapons if needed 
• Use teamwork and surprise the shooter. A coordinated ambush can incapacitate an attacker. 
• You are fighting for your life, don’t fight fair. 

 

Intruder 

When a hostile person(s) is actively causing deadly harm, imminent threat of deadly harm or is 
barricaded within a building, the following procedures should be followed:  

• Lock yourself in the room you are in at the time of the threatening activity. 
• Do not stay in open areas.  
• Try to stay calm and be as quiet as possible. 
• If in the Sanctuary, all parishioners should drop to the floor and hide behind the pews. 
• If communication is available, call 911 or other appropriate emergency number(s).  



• Do not sound the fire alarm. A fire alarm would signal the occupants in the rooms to evacuate the 
building and thus place them in potential harm as they attempted to exit.  

• Lock the window and close blinds or curtains.  
• Stay away from windows.  
• Turn all lights and audio equipment off.  

If for some reason you are caught in an open area, such as a hallway or main congregation area, you 
must decide what action to take.  

You can try to hide, but make sure it is a well-hidden space or you may be found as the intruder moves 
through the building looking for victims.  

 If you think you can safely make it out of the building by running, then do so. If you decide to run, do 
not run in a straight line. Keep any objects you can between you and the hostile person(s) while in the 
building. Use trees, vehicles, or any other object to block you from view as you run. When away from 
the immediate area of danger, summon help any way you can and warn others.  

If the intruder is causing death or serious physical injury to others and you are unable to run or hide, you 
may choose to play dead if there are other victims around you.  

The last option you have, if caught in an open area, may be to fight back. This is dangerous, but 
depending on your situation, this could be an option. 

If you are caught by the intruder and are not going to fight back, follow their directions and don't look 
the intruder in the eyes. 

  

SHELTER/LOCKDOWN PROCEDURES  

The designated Safety Leader should be the one to determine the need to begin the Shelter/Lockdown 
procedures. The Safety Leader should call out a simple command over the communication system giving 
the general location of the intruder and the lockdown command. For example, if an intruder had been 
detected in the main foyer, the command should be issued as “INTRUDER-MAIN FOYER. INTRUDER-
MAIN FOYER. LOCKDOWN, LOCKDOWN, LOCKDOWN. Please avoid the use of “code words”, such as 
“CODE RED” (Particularly active or retired Law Enforcement members). Use concise words everyone 
can understand, even if they have not had training, and are easily understood under the pressure of an 
emergency. 

Once the command for lockdown has been given, each safety member should quickly move through the 
hallways of their designated area of responsibility shouting out “LOCKDOWN! LOCKDOWN! 
LOCKDOWN!” making sure that each occupied room has heard the command and begins to lockdown 
their room. If there are people in the hallways, the safety member should be prepared to direct them to 
the nearest safe room or exit. 

Any Pastoral staff, Lay Eucharistic Ministry or Ushers who is not a part of the safety team should be 
trained in the shelter, lockdown, evacuation procedures and should immediately move to the areas 
where the most vulnerable are located (nursery & elderly) to help with lockdown and or evacuation. 

 



TIPS FOR SHELTERING IN PLACE  

• If possible, lock the door and use desks or other items to create a barricade. 
• Turn off all lights and maintain silence. 
• While barricading the door, start looking for possible weapons to use against the intruder in 

case of entry into your room. These do not have to be typical weapons; anything can be used 
such as a fire extinguisher, broom/mop, lamp, scissors, pen/pencil, etc. 

• If an inward opening door does not lock, find something to jam under the door as a doorstop. 
• If an outward opening door does not lock, use string, electrical cords, belts, or anything you can 

find to wrap around the doorknob and then attach to a desk or chairs being used as a barricade. 
• Put as many objects from the room between you and the door/windows as possible. 
• If the intruder makes entry into the room, be prepared to use all means to disarm and neutralize 

them as they are entering the room. 

 

EVACUATION PROCEDURES 

The entire church membership should be made aware of the Evacuation Procedures they need to follow 
should an evacuation be initiated. The procedures should be reviewed with the membership at a 
minimum on an annual basis with copies available in the church office for members as needed. It will be 
best practice if a copy of the Evacuation Procedures and maps given to all new members when they join 
the church, as well as to frequent attendees who have not joined the church. 

Evacuation Maps should be located near doors in every classroom, meeting room, office, and building. 
All pastoral staff, deacons, office staff, teachers, and volunteers should be required to attend special 
training on the Evacuation Procedures at a minimum on an annual basis.  

The Safety Assessment should divide the church campus into zones and determine the optimal route to 
exit the building, as well as a designated rendezvous point to be used by each evacuation zone.  

Once the designated Safety Leader has determined to initiate an evacuation during a worship service or 
other event, there should be clear verbal communication or a prearranged signal to the pastoral staff on 
the pulpit/stage that an evacuation has been called for. The Rector should immediately address the 
congregation to calmly let them know that there is a situation making evacuation necessary, then direct 
them to their designated exits per the Safety Assessment. The Rector should remind them to proceed 
directly, but calmly, to their designated rendezvous point. Parents should also be reminded that their 
children are safe and being evacuated by church staff and volunteers and they should NOT try to make 
their way to the nursery or classroom to retrieve their child, but that once the evacuation is complete, 
they will be reunited with their children at the pre-arranged rendezvous point as quickly as possible. If 
an evacuation rendezvous point has been determined to be unsafe, a member of the safety team on 
duty should lead that group to an alternate location.  

 

TIPS TO REMEMBER DURING AN EVACUATION  

• Remain calm and encourage all being evacuated to remain calm and orderly.  
• Follow all instructions given as you evacuate.  



• Do NOT return for personal items (where applicable; coats, purses etc.) until the “All Clear” has 
been given. 

• In a multi-story building, use stairwells for evacuation, keeping as far to the right as possible. 
• Parents of children/youth in other areas of the church campus should be reminded they are 

NOT to go directly to the room where they left their children but should instead go to the 
designated rendezvous point to be reunited with their children. 

 

MEDICAL EMERGENCY PROCEDURES 

Call 911 or other emergency number(s). Be prepared to give the following information:  

Name and telephone number   

Location (Street address and position inside building). 

 Approximate number of people involved. 

Nature of injury or illness. 

The Safety Team should actively seek out members of the church who are in the medical profession 
(doctors, nurses, EMT and paramedic) to serve on the Committee.  

For larger congregation, this could be set up as a sub-committee. This medical sub-committee should 
determine, based on the average attendance to all services, the number, type, and location of all 
medical/trauma kits, supplies, and equipment.  

The Sub-committee should also be responsible for frequent inspections and resupply of all 
medical/trauma kits, supplies, and equipment. At a minimum, the church should have in place in every 
building on the campus, the following: 

• First Aid Kit (small bandages, rolled gauze, alcohol wipes, etc.) for minor wounds.  

• Bleeding Control/Trauma Kit (tourniquets, pressure bandages, chest seals, etc.) 

• AED Equipment  

Each member of the safety team who is not a member of the medical profession should be encouraged 
to receive training in CPR, bleeding control (including the use and application of tourniquets), and the 
use of AED equipment. Documentation of this training should be provided to the Safety Committee 
Chair and kept on file. 

In the event of a medical emergency, the first safety team member on scene should immediately 
communicate the nature of the emergency and need for an ambulance to the Safety Leader, who should 
then initiate the call to 911. This will allow the Safety Leader to coordinate with the 911 operator and 
First Responders while the safety member on scene provides care for the patient to the level of their 
training. The Safety Leader will meet the First Responders and direct them to the scene of the medical 
emergency. If any communication radios or ALiCE devices are used, those devices should have the 
church street address taped to their back in the event the address needs to be communicated to the 911 
operator. 



Any safety team member not directly involved in the care of the patient should gather all pertinent 
information on the patient, as well as from any witnesses, to be used in submitting an Incident Report to 
the Safety Leader. 

 

FIRE AND SMOKE EMERGENCIES  

If smoke is detected:  

• Call 911 or other emergency number(s).  

• Give your name, telephone number, and location within the building.  

• Describe the situation.  

If you detect fire:  

 Activate the manual fire alarm  

 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 safety team lead or other emergency response team members of the situation 

 

FIRE WARNING ALARM SOUNDS  

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

 Assist disabled persons in your area.  

 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 must quickly close it to protect yourself from oncoming 
smoke or fire.  

Proceed to the ground level and outdoors. 

Move upwind of the building at least 75 feet away from the building and beyond designated fire lanes. 
Go to your designated assembly area (if possible).  



Do not go to your automobile or attempt to move it from the parking lot. This could hinder access for 
emergency vehicles. 

Do not congregate near building exits, driveways, or roadways. 

Do not reenter the building until an “all clear” is issued by the safety team leader.  (Note: The “all clear” 
should be initially issued by the Fire Department.) 

 

TORNADO EMERGENCY  

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.  

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. 

Do not use elevators.  

Assist disabled personnel in your area.  

Wait in the shelter until you hear an announcement from a member of the safety team and/or a hand-
held radio system station (if applicable) that it is safe to return to your area. 

 

Tornado Safety Basics 

Tornadoes and tornado-producing weather conditions are common Texas. Wherever you may be. If you 
are indoors, the general responses to a tornado warning are:  

Warn others. 

Encourage them to get to safety immediately. 

Move away from large expanses of unsupported ceilings.  

Move away from windows. Move to an interior room away from windows to an enclosed room or 
conference room, a rest room, an interior stairwell. If you have time, close any window blinds or shades 
to help prevent flying glass and debris which is the cause of most injuries in office buildings. 

Move away from building perimeter area. 

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 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 a culvert or low retaining walls. 

 

KEY/ALARM CODE POLICY  

The safety team leader or designated staff should be the sole person to maintain custody of all church 
keys and alarm codes. If applicable, as well as to evaluate all key/alarm code requests. A list of all staff, 
members, and volunteers with keys and access to the alarm codes should be maintained by the Safety 
Team Lead or Pastoral Staff and that list should be available to the security members on duty. A periodic 
audit of who is in possession of church keys/alarm codes should be conducted by the safety team, 
including determining each key holder’s membership and volunteer status. If a change in status is found, 
the safety leader should be responsible for retrieving the church key from the person. If the periodic 
audit determines that enough people with the alarm code no longer need access to the code, the leader 
should initiate a change in the alarm code and distribute the new code to those who need access. 

 

 

 

 

 


