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The key to this plan is to have an organized approach to managing evacuation of the facility due to a fire or other emergency.

The responsibility of the (House of Worship) leadership is to (attempt to) control what is happening within the context of the leadership’s ability. 

The objectives are to protect the people in the facility and to minimize loss.
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This plan was developed specifically for the facility located at (Address / City / State).

The facility’s footprint is approximately (_________) square feet and was built in (____).

The maximum capacity of the facility is (_____) individuals.

The current (House of Worship) membership is approximately (_____) individuals.

	Facility Usage
Worship Service / Day Care / Other
	Day of the Week / Time
	Average Attendance 

	Day Care
	Week Days / 7:30 AM – 5:30PM 
	40

	Sunday School
	Sunday / 10:00AM
	75

	Sunday Morning Worship Service
	Sunday / 11:00AM
	120
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1. When a fire or other emergency occurs everyone within the facility is notified in a calm manner and provided with clear directions regarding the actions that should be taken.  

Actions:

a. The (Leadership Position) has the primary responsibility of notifying everyone in the facility in the event of a fire or other emergency. 
b. All individuals within the facility are directed to the closest exit away from the danger and to the pre-identified rally points.

2. During an evacuation it will be important to ensure that everyone has evacuated the facility.

Actions:

a. Assist elderly and persons with mobility needs out of the facility.
b. Conduct a room to room search to ensure everyone has evacuated the facility and close the door behind you but don’t lock it.

3. Day care staff will be responsible for escorting children to a pre-identified rally point.

Actions:

a. Take day care sign-in sheet. 
b. Once the evacuation has been completed, conduct role call from the pre-identified rally point using the day care sign-in sheet.
c. Notify (Leadership Position) if any child is missing.

4. Liaison with emergency response officials when they arrive.

Action:

a. (Leadership Position) will meet with emergency response officials upon their arrival at the facility and provided the following information:

i. What has happened and type of emergency.
ii. Location of event.
iii. Actions taken as to evacuation.
iv. Any known missing persons and potential location of the missing persons. 
v. Floor plan of facility, pointing out key locations such as kitchen, electrical room, etc.
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The mobile phone numbers of key leadership positions is maintained as part of the Leadership Team Phone Tree (See Attachment # 1).  

During and following an evacuation mobile phones will be used for communications between key leadership positions and with emergency response officials.
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The security monitoring company for the facility is (Name of Security Monitoring Company) and can be reached 24 hours a day at (__________). 

The following leadership positions have the access code and password to deactivate the alarm if needed. 

· First Leadership Position
· Second Leadership Position
· Third Leadership Position

The (Name of Security Monitoring Company) maintains a phone list of key leadership members in the event a fire or other emergency occurs when the facility is not occupied. This list contains home and mobile phone numbers.
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The pre-designated Rally Points are: 

	Rally Point
	Physical Location

	# 1
	

	# 2
	

	# 3
	

	 # 4
	

	# 5
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These are potential roles and responsibilities that can be assigned to various leadership members.

Preacher: Announce the event, provide direction and instill calmness and patients.

Stuarts: Assist individuals in evacuating the facility by guiding them to the nearest exit.

Trustees: Assist the elderly and persons with mobility needs to evacuate, answer the call from the security monitoring company to inform them of the event.

Ushers: Assist individuals by directing them away from the event and to the nearest exit, trying to keep the evacuation moving in a calm, orderly and rapid manner.

Day Care Staff: Take day care sign-in sheet, evacuate to the nearest exit, move the children calmly, but rapidly to the pre-identified rally point, take a role call then report to the (Leadership Position) all actions taken along with information on any missing children.

Emergency Responder Liaison: (Leadership Position) will liaison with Law Enforcement, Fire Department and other response officials to communicate information on the event.

The liaison will remain with the Emergency Response Officials throughout the event.
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A walk through Fire Drill with key leadership members will be conducted every six months. 

At a minimum, an evaluated Fire Drill will be conducted during a day and time when the facility is fully occupied due to worship services. 

	Fire Drill Log 

	Date of Drill
	Observers / Evaluators
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	Plan Approved / Revisions Approved
	Date Approved
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	Name
	Contact Information 
(Phone / Mobile Phone / E-Mail)
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Use Google to identify your facility then copy and paste the map in this box.
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Use Google to identify your facility then copy and paste the map in this box.
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Once you have prepared the Fire Evacuation Map for your facility paste it into this box.
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