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Emergency Operations Plan for [Insert House of Worship Name]
[Insert Date]
This template has been developed to provide Houses of Worship with a starting point for creating an Emergency Operations Plan (EOP) designed to enhance the safety and security of congregants and visitors. It outlines the basic information that should be included in an EOP. Each House of Worship is strongly encouraged to consult with its local police department, fire department, and emergency management agency to ensure the plan aligns with their recommendations.
Before developing your Emergency Operations Plan, it is highly recommended that you complete self-assessments to identify potential gaps and needs within your organization. Self-assessments, resources, and contact information are available on TEMA’s website at tn.gov/tema.
We encourage your congregation to take an incremental approach to completing this template. Start with the sections or areas that best fit your needs, size, and mission. Once a section is complete, move on to the next most achievable goal, and continue building your plan at your own pace.
You may complete the plan directly within this template or use the tables and prompts to create your own plan on separate pages.
When your Emergency Operations Plan is complete, refer to the Partner Checklist for additional ways to prepare, recover, and be recognized as a ReadyTN Faith Partner.
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To start your journey toward becoming a more disaster resilient congregation, begin by completing some basic information about your house of worship/congregation. 
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FACILITY INFORMATION
Before proceeding with this section, please complete the Facility Safety Assessment Checklist found in the Houses of Worship Emergency Operation Plan Self-Assessments. This section offers essential details regarding the House of Worship's facility or facilities. If there are multiple properties, ensure that information is gathered for each one. This data will be beneficial for your congregation's leadership, external groups using the facility, and emergency responders.
	[bookmark: _Hlk33006740]Facility Address and Contact Information
[Official name of the facility, address, telephone number, emergency contact home and cell phone, and email address]

	





	Facility Owner 
[Owner of the facility/party responsible and his/her address, telephone/cell number, email address]

	



	Building Construction Information 
[Year facility was built, type of construction, and date of any subsequent construction renovations and additions]

	




	Main Facility Mechanical/Electrical Shut Off Locations 
[List all mechanical, electrical, water shut off locations to be available to emergency personnel]

	




	Leadership/ Emergency Contact 
[Name of the faith leader(s), address, works/home/mobile number, emergency after hours contact information. An alternate should also be included]

	




	Community Groups using this Facility 
[List primary and emergency points of contact for any community groups who regularly use the facility for meetings; such as support groups, counseling, Boys/Girls Scouts, etc. Make note of certificate of liability on file.] 

	






	Alarm and Access Information 
[Provide information regarding the facility’s alarm and access procedures:
a. Type of security alarm and location of alarm panel; contact information for security alarm monitoring service
b. Type of fire alarm and location of fire alarm panel
Facility access procedures to include areas with controlled access, use of doorbells, electronic card swipes, or other notification devices during off-hours]

	







ORGANIZATION OVERVIEW
This section provides basic information concerning the roles various components have in emergency response. Add or remove any sections as needed. 
	[bookmark: _Hlk32322853]Religious Leadership and House of Worship Staff 
[Describe the role of the religious leadership within the House of Worship as well as any religious or hired staff]

	





	House of Worship Safety/Emergency Response Team 
[Describe the role of the House of Worship Safety/Emergency Response Team: i.e. emergency planning, lead and/or plan exercises/drills..  List the name(s) and contact information]

	










HAZARD ANALYSIS/RISK FACTORS
Use this section to discuss the most impactful risks that are likely to occur to the House of Worship or in the town/city the House of Worship is located in. It can be helpful to describe previous impacts experienced from similar emergencies or disasters. We suggest reviewing this section with your local emergency management agency. Refer to the Safety Considerations/Risk Assessment section found in the Houses of Worship Emergency Operation Plan Self-Assessments. 
	Potential Hazard
	Description of Hazard’s Potential Impacts

	Natural Hazards [Provide a brief description of the most likely natural hazards that threaten the community – such as hurricanes, earthquakes, tornados, snowstorm, extreme heat, etc. This section should also include information regarding whether the House of Worship is located in a designated flood zone.]
	















	Technological Hazards [Provide a brief description of power outages or any other technological hazards in the area that could threaten the House of Worship – such as proximity to chemical facilities, nuclear power generating stations, railroad lines, etc.]
	













	Human-Caused Hazards 	Comment by Bethany A. Kelly: Ok - found in TEMP - “human-caused hazards” 
[Provide a brief description of the potential impacts of human-caused hazards. Refer to the facility and security safety self-assessment tools located at <insert link> as well as the Cybersecurity and Infrastructure Security Agency (CISA) as provided under resources at the end of this document.]	Comment by Austin Travis: Can we re-word this? I think the TEMP has “man-made hazards” or something similar
		


[bookmark: _Toc210736644]ROLES & RESPONSIBILITIES
This section of the plan defines the policies, procedures, responsibilities, and actions that the facility will take before, during, and after any emergency. This represents the basic structure of the ‘all-hazards’ plan, which would be implemented during an emergency, regardless of the type of hazard. Specific hazards that present most likely scenarios for the House of Worship are outlined in the annex.
HOW WE RESPOND
How we respond provides the basis for decision making and identifies who has the authority to make decisions for the facility in the event of an emergency. This section describes the management functions of the organization for emergency operations. 
	Chain of Command 
[Identify by title who is in charge during an emergency, and one alternate leader. This should include provisions for special circumstances including:
A. During religious services
B. After hours when no one is in the facility
When community groups are using the facility (i.e. counseling services, peer groups, Boy Scouts/Girl Scouts, etc.]

	







	Key Incident Command Positions 
[Identify key positions during an emergency and how they will be staffed. Such positions could include: Officer, Public Information Officer, Evacuation Manager, Search Manager, etc. This could be a member of your safety/emergency team. For more information on Incident Command and emergency positions, consult with your local Emergency Management Agency or Fire Department]

	







	Coordination Partners 
[Identify what external entities would need to be coordinated with, and how such coordination would occur. For example, this could include local fire department, local police department, location identified to evacuate the building to, etc. Include contact information for these organizations.]

	











NOTIFICATION & COMMUNICATION
Before proceeding with this section, complete the Communications Assessment found in the Houses of Worship Emergency Operation Plan Self-Assessments. This section discusses the methods used to notify and communicate with key staff, volunteers, and the community before, during, and after an emergency.
	Warning Systems 
[List how the House of Worship receives warnings in advance of specific threats. This should include warnings for possible threats during business operations, religious services, off hours, weekends, and holidays.]

	







	Contacting Emergency Personnel 
[Identify key positions during an emergency and who will speak with emergency responders. All members/those with access to facility should be available to call 911, have access to this EOP, know who to contact, and how.]

	







	Notification of Key Staff 
[Identify key positions as stated earlier, during an emergency and how they will be notified. Methods of notification may include: Telephone tree, SMS/Text Messaging, Automated notification system, Email.]

	







	Coordination Partners 
[Identify what external entities would need to be coordinated with, and how such coordination would occur. For example, this could include local fire department, local police department, location identified to evacuate the building to, etc. Include contact information for these organizations.]

	







	Public Information/ Communication Officer or Liaison 
[Insert the name and contact information for the person or persons designated to communicate with the media and public during a crisis. May need to refer to denomination/faith leadership.]

	







	Community/Member Updates 
[Identify current procedures for providing congregants, members and external groups with updates and information prior to, during, and following an emergency. This should include specific methods of communication such as telephones, SMS/Text, email marketing, and social media platforms.]

	






	Suspicious Activity Reporting 
[List the procedures for reporting suspicious activity. Include staff titles or external organizations who would need to be notified, how they would need to be notified, and what information should be collected. Plan writers will find it very helpful to discuss this portion with the local police department.]

	










MEDICAL EMERGENCY
For all life-threatening emergencies, dial 911. The dispatch center will send appropriate emergency responders as necessary. This section provides basic information on procedures and capabilities of [insert House of Worship name] for managing medical emergencies within the facility.
	Medical Emergency Procedures
 [Describe procedures for the response to a medical emergency or injury. These should include:
· Incidents occurring during worship services or House of Worship related business hours
· Incidents involving youth (including permissions, accountability, notification of parents, etc.)
· Incidents involving external groups that may be using the facility for meetings or events
· Members of the medical profession and/or on the safety/emergency team.]

	







	Notification of Key Staff 
[List the procedures for notifying leaders and administration when a medical emergency occurs at the facility, particularly when Emergency Medical Services are called or the incident involves external groups.]

	






	Location of Automated External Defibrillators (AED) 
[List locations of AED devices within the facility. List any special procedures for accessing these if devices are stored in locked offices or require specific persons to retrieve them. List those responsible for yearly checks, battery and pad replacements as needed.]

	






	First Aid Kits 
[List locations of first aid kits within the facility. List any special procedures for accessing these if kits are stored in locked offices or require special people to retrieve them. Also note if you have trauma or bleeding control kits. It is suggested First Aid kits be located with the AEDs in addition to other locations, especially in children’s areas.]

	






	First Aid/CPR/AED Trained 
[List names or titles of those who have been identified as being trained/certified in CPR/AED, First Aid, or Higher (such as nurse, paramedic, EMT). List certification and expiration/renewal dates. When possible, list procedure for contacting them; such as phone call or text.]

	






	Internal Emergency Response Team
[List the designated internal emergency response team to manage medical emergencies, list the procedures for response, notification, interaction with local responders, and deactivation of team.]

	









EVACUATION PROCEDURES
Evacuation refers to the orderly exit of all people from a facility as a result of a fire or other emergency. In addition to posted evacuation routes, procedures should be established to ensure the effective, efficient, and safe evacuation of the facility in the event of an emergency.
	[bookmark: _Hlk32402385]Authority to Evacuate 
[List conditions in which immediate evacuation of the building(s) might be ordered (such as fire). List who has the authority to evacuate the building(s) when immediate life hazards are not present (such as power or water failure). Authority should also include making this determination in evening, weekend, or non-religious service hours when external groups may be using the facility.]

	







	Evacuation Procedures 
[List the procedures for effecting an evacuation of the facility. When possible and appropriate, procedures should identify the roles of specific staff (such as teachers, ushers, greeters, etc.) in completing these tasks. This should include:
· Alerting occupants of evacuation
· Basic fire operations, such as fire extinguishers and activating fire doors
· Evacuation routes (directions to) and exits to primary and secondary assembly points. Include a diagram as an Annex in the plan.
· Accountability of staff, volunteers, congregants, and visitors
· Leader in charge at evacuation site. Responsibilities included: conduction attendance at evacuation site, bringing emergency documents/phone list, bring/access to emergency kit, care of individuals at evacuation site.
· Procedures for securing restricted areas, items of historical or religious/cultural significance, cash donations, or other valuable items
· Procedures for assisting children, the elderly, or those with disabilities/access and functional needs
· Off-site assembly location(s) clearly marked, visible, communicated especially to staff and lead volunteers.
Procedures should account for peak operational hours (such as religious services) and after-hours events in which external groups are using the facility. Planning for evacuation procedures could be done in consultation with local fire department or local emergency management office.]

	













	Evacuation Procedures Cont’d

	
































	Authority for Re-Entry 
[Identify who has the authority to authorize re-entry into the affected location after consultation with local emergency response officials.]

	








	Re-Entry Procedures 
[List the procedures for re-entry into the facility. When possible and appropriate, procedures should identify the roles of specific staff (such as facilities maintenance staff, teachers, ushers, etc.) in completing these tasks. This should include:
· Coordinating re-entry decision with on-scene emergency response officials (such as police and fire departments)
· Determining allowable occupancy of the building (such as full-facility occupancy with normal operations, full facility occupancy with limited operations, partial-facility occupancy with limited operations, or re-entry to retrieve personal/critical items only.
· Procedures for inspecting the facility for damage.
· Procedures for contacting the insurance company.
· Procedures for controlling entrances to facility to limit re-entry to authorized people or specific areas.]

	


















	Specific Communication Procedures 
[List any communication procedures the House of Worship may have for evacuation scenarios, such as prescripted emails/messages, timelines for informing the public, designation of a public information officer/communications manager to manage media inquiries, etc.]

	















[bookmark: _Toc210736649]Shelter-in-Place Procedures
These procedures focus on actions to be taken when people are required to remain indoors, perhaps for an extended period, because they are safer inside the building or room than outside. Depending on the threat or hazard, people may be required to move to rooms that can be sealed (such as in the event of a chemical hazard) or without windows, or to a weather shelter (such as in the event of a tornado). Often, the local emergency management office or fire department will make the determination of whether to evacuate an area or order people to shelter-in-place.
	Designated Shelter-in-Place Rooms
[List any rooms which have been pre-designated or approved to be shelter-in-place locations. Usually these are designated when the facility is in an area of elevated threat from specific hazards such as tornadoes. Consult with local fire department and emergency management officials before designating specific rooms as shelter-in-place rooms to ensure these rooms meet safety requirements.
Ensure the following:
· Severe weather: an interior, lowest level location, no windows or exterior walls.
· Hazardous materials: a higher-level area to avoid heavier-than-air chemicals, few windows or vents.
· Active threat or violence: securable place with door that can be locked and barricaded, restricted access for children’s and youth areas, control and monitor all who enter.]

	










	Shelter-in-Place Procedures
[List the procedures for sheltering in place at the facility. When possible and appropriate, procedures should identify the roles of specific staff such as teachers, ushers, greeters, etc. in completing these tasks. This should include:
· Alerting occupants of shelter-in-place
· Possible hazard-specific actions such as turning off heating, ventilation, and air conditioning (HVAC) systems, or sealing windows and doors
· How to move to primary or secondary shelter-in-place locations (consider including maps in Annex)
· Accountability of staff, volunteers, congregants, and visitors
· Procedures for securing restricted areas, items of historical or religious/cultural significance, cash donations, or other valuable items
· Procedures for assisting children, the elderly, or those with disabilities/access and functional needs
Procedures should account for peak operational hours (such as religious services) and afterhours events in which external groups are using the facility.]

	









	Shelter-in-Place Procedures Cont’d

	






















	Supplies for Shelter-in-Place
[List any special supplies the facility may have for sheltering people in place. include food, bottled water, cots, etc. Location of these supplies and procedures for accessing them should also be included here.]

	





	Authority for Terminating Shelter-in-Place
[Identify who has the authority to authorize release of people from shelter-in-place after consultation with local emergency response officials.]

	



	Specific Communication Procedures
[List any communication procedures the House of Worship may have for shelter-in-place scenarios, such as prescripted emails/messages, timelines for informing the public, designation of a public information officer to manage media inquiries, etc.]

	






[bookmark: _Toc210736650]Human-Caused Active Threat Procedures
Houses of worship are uniquely vulnerable to human-caused active threats, such as an armed intruder, hostile individual, or targeted act of violence. Establishing clear procedures helps protect congregants, staff, and visitors while supporting a calm and coordinated response. Contact your local law enforcement to do a walk-through, training, and/or review your procedures.
	Authority to Activate
[List who has the authority to activate human-caused active threat plans. For example, this plan may specify that anyone who encounters the active threat may alert the rest of the House of Worship to activate this procedure. Authority should also include making this determination in evening, weekend, or non-religious service hours when external groups may be using the facility.]

	





	Active Threat Procedures
[List the procedures for active threat at the facility. When possible and appropriate, procedures should identify the roles of specific staff (such as teachers, ushers, greeters, etc.) in completing these tasks. This should include:
· Alerting occupants of active threat incident
· Preferred method of occupant self-preservation that is being taught to congregants (for example “Run/Hide/Fight”, Alert/ Lockdown/Inform/Counter/Evacuate (ALICE) or Avoid/Barricade/Confront). 
· Accountability of staff, volunteers, congregants, and visitors
· Procedures for treating casualties after the incident, including designated staff or location of bleeding control supplies
· Procedures for securing restricted areas, items of historical or religious/cultural significance, cash donations, or other valuable items
· Procedures for assisting children, the elderly, or those with disabilities/access and functional needs
Procedures should account for peak operational hours (such as religious services) and after-hours events in which external groups are using the facility. Planning for active threat procedures should be done in consultation with local police department.] 

	



















	Active Threat Procedures Cot’d

	














	Authority for Determining All Clear
[Identify who has the authority to notify people that all is clear after consultation with local emergency response officials.]

	





	All Clear Procedures
[List the procedures for announcing “all clear” at the facility and returning people to normal activities. When possible and appropriate, procedures should identify the roles of specific staff (such as teachers, ushers, greeters, etc.) in completing these tasks. This should include:
· Alerting occupants of all clear, including specific language to be used to verify the situation is under control
· Specific actions required to open facility again
· Procedures for assisting children, the elderly, or those with disabilities/access and functional needs
Procedures should account for peak operational hours (such as religious services) and after-hours events in which external groups are using the facility. Planning for all clear procedures should be done in consultation with local police department.]

	






	Specific Communication Procedures
[List any communication procedures the House of Worship may have for active threat scenarios, such as prescripted emails/messages, timelines for informing the public, designation of a public information officer to manage media inquiries, etc.]

	





[bookmark: _Toc210736651]General Security Procedures
This section provides guidance for actions to be taken for general security threats in conjunction with local law enforcement. Please refer to resources provided at the end of this document and in the section prior.
	General Security Authority
[List who has the authority to coordinate with local law enforcement for general security purposes.
Authority should also include making this determination in evening, weekend, or non-religious service hours when external groups may be using the facility.]

	





	Suspicious Person Procedures
[List the procedures for suspicious person/people at the facility. When possible and appropriate, procedures should identify the roles of specific staff (such as teachers, ushers, greeters, etc.) in completing these tasks. This should include:
· Alerting occupants of suspicious person
· Approaching or addressing suspicious person
· Accountability of staff, volunteers, congregants, and visitors
· Reporting of event to law enforcement
Procedures should account for peak operational hours (such as religious services) and after-hours events in which external groups are using the facility. Planning for suspicious procedures should be done in consultation with local police department.]

	











	Authority for Determining All Clear, All Clear Procedures, and Communication Procedures
[List procedures if different than section prior.]

	










RECOVERY PROCEDURES
Complete the Communications, Financial Resilience and Insurance Self-Assessments found in the Houses of Worship Emergency Operation Plan Self-Assessments prior to proceeding with this section.
Emergencies or disasters may strike at any time. These can be limited in scope to just affecting the facility or be more widespread impacting the individual congregants’ families, homes, or businesses, leading to a much higher reliance upon the religious institution for support. Depending on the situation, recovery can last days, weeks, or even years. This section addresses the four common types of recovery: physical recovery, fiscal recovery, and psychological and emotional recovery.
	Authority for Recovery
[List who has the authority to coordinate with local emergency management officials for general recovery purposes. Authority should also include making this determination in evening, weekend, or non-religious service hours when external groups may be using the facility.]

	



	Services Recovery Procedures
[List the procedures for resuming services (religious worship, counseling, daycare, etc.) at the facility following an emergency or disaster. When possible and appropriate, procedures should identify the roles of specific staff (such as teachers, ushers, greeters, etc.) in completing these tasks. This should include:
· Who has the authority to close or reopen services at the House of Worship
· Temporary spaces that may been preidentified for use if the building cannot be opened immediately. This should include contact information for this temporary space if not owned by the House of Worship.
· Notifying insurance carrier of alternate site prior to scheduling services/activities at said site.
· How alternate services will be provided in the event that congregation members cannot physically reconvene
· On-going communication with congregants, staff, and external groups on the status of services following a disaster.]

	




















	 Physical Recovery Procedures
[List the procedures for physical recovery of House of Worship assets following a disaster. When possible and appropriate, procedures should identify the roles of specific staff (such as teachers, ushers, greeters, etc.) in completing these tasks. This should include:
· Who has authority to contact and be liaison with insurance company. 
· How assets are documented, including physically accessible facilities, in case of damage.
· Which personnel have expert knowledge of the assets, including how and where they will access records to verify current assets after an emergency
· How the facility staff will work with utility and insurance companies before an emergency to support a quicker recovery*]

	













	Fiscal Recovery Procedures
[List the procedures for fiscal recovery of the House of Worship. When possible and appropriate, procedures should identify the roles of specific staff (such as teachers, ushers, greeters, etc.) in completing these tasks. This should include:
· Documentation of hours worked or volunteered directly related to recovery activities
· Specific documents required for insurance claims or applying for emergency relief funding
· Photos/video of before and after of damage.
Planning for fiscal recovery procedures should be done in consultation with insurance company and local emergency management office (including documentation required for FEMA applications following a disaster).]

	















	Psychological and Emotional Recovery Procedures
[List the procedures for psychological and emotional recovery of House of Worship congregants following a disaster. When possible and appropriate, procedures should identify the roles of specific staff (such as teachers, ushers, greeters, etc.) in completing these tasks. This should include:
· Who will serve as the leader for psychological and emotional recovery efforts
· Where will counseling and psychological first aid be provided
· How members will create a calm and supportive environment for the congregation, share basic information about the incident, and provide psychological first aid 
· Identify staff or congregants who are trained in crisis counseling or psychological first aid
· Coordination with external partners to obtain additional crisis counselors (such as interfaith networks, local or state human services agencies, etc.) Resource: https://www.tn.gov/behavioral-health 
· How to handle commemorations, memorial activities, and/or memorial structures, whether to allow tributes/notes, and how the congregation will be informed in advance
· Communication with congregants and community members about the status and availability of psychological and emotional recovery services.]

	


















	Specific Communication Procedures
[List any communication procedures the House of Worship may have for recovery scenarios, such as pre-scripted emails/messages, timelines for informing the public, designation of a public information officer to manage media inquiries, etc.]

	












INFORMATION, TRAINING, AND EXERCISES
Refer to the resources section at this end of this template and the Houses of Worship Emergency Operation Plan Self-Assessments to help with implementing training exercises. This section describes the critical training and exercise activities required to support this plan. This includes core training objectives and frequency to ensure that staff, volunteers, and others understand roles, responsibilities, and expectations. 
	Authority for Training & Exercises
[List who has the authority to determine requirements for training and exercises.]

	




	Statutory Requirements
[List specific requirements the House of Worship must have to conduct training and exercises. These may include requirements for denomination or grant requirements.]

	





	Level of Training Requirements
[List specific requirements each level of person is required to have for this plan. Congregants may need a simple overview of certain key concepts such as evacuation or active threat procedures, while staff and leaders would need more in-depth training and understanding of their roles and responsibilities. Certain positions of leadership or administration may also be required to achieve certain levels of training to fulfill the above stated statutory requirements.]

	







	Annual Training & Exercise Schedule
[Outline basic annual training and exercise program to be provided to key staff and personnel. This will include a projection or goal of the number of specific courses will be conducted, number of specific exercises (such as lockdown drills, tabletop exercises, or full-scale exercises) will be conducted.]

	










	New Staff Training Requirements
[List the specific requirements for disaster related training for new staff or volunteers to ensure they understand their roles/responsibilities.]

	






	Continuous Improvement
[List procedures for evaluating training and exercises, identifying areas for improvement, implementing corrective actions, and documenting training and exercise for accountability purposes. This should include designating a person (by title) within the organization to oversee the continuous improvement process.]

	











[bookmark: _Toc210736654]Administration, Finance, and Logistics
Complete the Financial Resilience Self-Assessment found in the Houses of Worship Emergency Operation Plan Self-Assessments prior to proceeding with this section. This section covers general support requirements and the availability of services and support for all types of emergencies, as well as general policies for managing resources. 
	Administrative Controls for Expenditures
[Identify policies, procedures, and internal controls designed to provide expenditure control and financial accountability. Reference specific policies and procedures outside of this plan when appropriate. May also attach house of worship financial policies if a separate document.]

	





	Activity Logs
[Describe how the House of Worship will maintain accurate logs of key activities.]

	






	Vital Records Management 
[Identify vital records that would need to be maintained or accessed during an emergency. Describe procedures for accessing these records. Provide details on how records generated during the incident, such as payroll, expenses, or activity logs will be preserved.]

	





	Replacement of Assets
[Identify specific funding mechanisms that could be used to replace assets lost or damaged in the incident. Refer to your denomination and/or TEMA public assistance.]

	





	General Policy References
[Identify general policies for keeping financial records; tracking resource needs; tracking the source and use of resources; acquiring ownership of resources; and compensating the owners of private property used by the House of Worship.]

	





PLAN DEVELOPMENT AND MAINTENANCE
This section addresses the overall approach to planning and the assignment of plan development and maintenance responsibilities.
	Authority for Plan Development and Maintenance
[List who has the authority and responsibility to review and make updates to the plan.]

	





	Procedures for Plan Review, Update, and Maintenance
[Identify administrative procedures for reviewing this plan and making updates. This should include how often the plan will be reviewed (usually annually) and what is the process for receiving approval for changes (such as approval by your safety committee).]

	








	Distribution of Plan Updates
[Describe how changes to plan will be distributed to relevant staff, volunteers, and external partners.]

	







	Plan Locations 
[List locations where your emergency plan will be kept (e.g. office, main worship area, digital copy, shared drive, website).]
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[bookmark: _Toc210736656]ANNEX A. CONTACT INFORMATION
The following annex contains contact information for leadership, emergency services, vendors, or other persons or agencies that may need to be contacted in an emergency. This list should be updated annually. Additional boxes should be added by the plan writer to represent all necessary contacts.
	Contact Title
	Name
	Contact Numbers

	House of Worship Leader
	

	Non-Emergency:

	
	
	Emergency: 

	Facilities Manager
	
	Non-Emergency:

	
	
	Emergency: 

	Security Manager
	
	Non-Emergency:

	
	
	Emergency: 

	Local Emergency Management Office
	
	Non-Emergency:

	
	
	Emergency: 

	Police Department
	
	Non-Emergency:

	
	
	Emergency: 

	Fire Department 
	
	Non-Emergency:

	
	
	Emergency: 

	Emergency Medical Services
	
	Non-Emergency:

	
	
	Emergency: 

	Hospital
	
	Non-Emergency:

	
	
	Emergency: 

	Power Company
	
	Non-Emergency:

	
	
	Emergency: 

	Water Company
	
	Non-Emergency:

	
	
	Emergency: 

	Gas Company
	
	Non-Emergency:

	
	
	Emergency: 

	Telephone Company
	
	Non-Emergency:

	
	
	Emergency: 

	Internet Company
	
	Non-Emergency:

	
	
	Emergency: 

	Food Vendor
	
	Non-Emergency:

	
	
	Emergency: 

	Insert Other
	
	Non-Emergency:

	
	
	Emergency: 

	Insert Other
	
	Non-Emergency:

	
	
	Emergency: 

	Insert Other
	
	Non-Emergency:

	
	
	Emergency: 




[bookmark: _Toc210736657]ANNEX B. FIRE SAFETY PLAN
Insert the facility’s fire safety plan. It is encouraged fire safety plans be reviewed and approved by the local fire official. Display all first safety plans and routes in all prominent locations within the facilities.


[bookmark: _Toc210736658]ANNEX C: FLOOR PLANS
Insert the facility’s floor plans for the facility. Floor plans should include:
· Facility site plan including location of utilities.
· Facility floor plan indicating primary and secondary exit routes for each floor, telephones, plan copy locations, fire extinguishers, and fire alarm boxes.
· [bookmark: _Toc207709582]Facility floor plan indicating shelter-in-place locations.





















[bookmark: _Toc210736659]ANNEX D: RELIGIOUS SCHOOLS
[If the House of Worship has a school co-located with the facility, provide the name of school director / administrator, work/home/mobile number, emergency after hours contact information. If school has its own plan, is the plan included in this document or is it separate? If separate, refer to the location here. ]
























[bookmark: _Toc210736660]FUNCTIONAL APPENDIX A: [INSERT SPECIFIC HAZARD]
In this section, insert the plan for specific hazards that is most likely to impact the House of Worship. This could be a tornado, earthquake, etc. based upon the community’s hazard vulnerability assessment. This can be obtained from the local emergency management office. 
	Authority
[List who has the authority to activate this specific appendix of the plan. Authority should also include making this determination in evening, weekend, or non-religious service hours when external groups may be using the facility.]

	




	Hazard Specific Supplies
[Describe hazard specific supplies that have been purchased, donated, or otherwise stored at the House of Worship to address this specific type of hazard. This should include the location of these supplies and any specific procedures for accessing them.]

	






	Hazard Specific Preparedness & Mitigation Activities
[List any activities that have been identified that would be conducted by the House of Worship prior to this hazard to prepare staff, volunteers, and congregants for the hazard, or to reduce the potential impact (mitigate) of the hazard on the House of Worship if it occurs. Such activities could include: notifications of warnings by email, recommendations of developing family preparedness kits, clearing drains and gutters around House of Worship, putting up storm shutters, etc. When possible and appropriate, procedures should identify the roles of specific staff (such as teachers, ushers, greeters, etc.) in completing these tasks.]

	


















	Procedures for Responding to [Specific Hazard]
[List the procedures for responding to this specific hazard at the facility. When possible and appropriate, procedures should identify the roles of specific staff (such as teachers, ushers, greeters, etc.) in completing these tasks. This should include:
· Alerting occupants of hazard
· Possible hazard-specific actions such as turning off heating, ventilation, and air conditioning (HVAC) systems, or sealing windows and doors
· Accountability of staff, volunteers, congregants, and visitors
· Procedures for securing restricted areas, items of historical or religious/cultural significance, cash donations, or other valuable items
· Procedures for assisting children, the elderly, or those with disabilities/access and functional needs
Procedures should account for peak operational hours (such as religious services) and afterhours events in which external groups are using the facility. Planning for hazard specific procedures should be done in consultation with local emergency management office, fire department, and police department.]

	














	Authority for Terminating Hazard Specific Response
[Identify who has the authority to authorize release of people from terminating the response to this hazard after consultation with local emergency response officials.]

	




	Specific Communication Procedures
[List any communication procedures the House of Worship may have for this hazard specific scenario, such as pre-scripted emails/messages, timelines for informing the public, designation of a public information officer to manage media inquiries, etc.]
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FUNCTIONAL APPENDIX B: [INSERT SPECIFIC HAZARD]
In this section, insert the plan for specific hazards that is most likely to impact the House of Worship. This could be a tornado, earthquake, etc. based upon the community’s hazard vulnerability assessment. This can be obtained from the local emergency management office. 
	Authority
[List who has the authority to activate this specific appendix of the plan. Authority should also include making this determination in evening, weekend, or non-religious service hours when external groups may be using the facility.]

	




	Hazard Specific Supplies
[Describe hazard specific supplies that have been purchased, donated, or otherwise stored at the House of Worship to address this specific type of hazard. This should include the location of these supplies and any specific procedures for accessing them.]

	






	Hazard Specific Preparedness & Mitigation Activities
[List any activities that have been identified that would be conducted by the House of Worship prior to this hazard to prepare staff, volunteers, and congregants for the hazard, or to reduce the potential impact (mitigate) of the hazard on the House of Worship if it occurs. Such activities could include: notifications of warnings by email, recommendations of developing family preparedness kits, clearing drains and gutters around House of Worship, putting up storm shutters, etc. When possible and appropriate, procedures should identify the roles of specific staff (such as teachers, ushers, greeters, etc.) in completing these tasks.]

	


















	Procedures for Responding to [Specific Hazard]
[List the procedures for responding to this specific hazard at the facility. When possible and appropriate, procedures should identify the roles of specific staff (such as teachers, ushers, greeters, etc.) in completing these tasks. This should include:
· Alerting occupants of hazard
· Possible hazard-specific actions such as turning off heating, ventilation, and air conditioning (HVAC) systems, or sealing windows and doors
· Accountability of staff, volunteers, congregants, and visitors
· Procedures for securing restricted areas, items of historical or religious/cultural significance, cash donations, or other valuable items
· Procedures for assisting children, the elderly, or those with disabilities/access and functional needs
Procedures should account for peak operational hours (such as religious services) and afterhours events in which external groups are using the facility. Planning for hazard specific procedures should be done in consultation with local emergency management office, fire department, and police department.]

	














	Authority for Terminating Hazard Specific Response
[Identify who has the authority to authorize release of people from terminating the response to this hazard after consultation with local emergency response officials.]

	




	Specific Communication Procedures
[List any communication procedures the House of Worship may have for this hazard specific scenario, such as prescripted emails/messages, timelines for informing the public, designation of a public information officer to manage media inquiries, etc.]

	









[bookmark: _Toc210736663]IMPLEMENTING YOUR HOUSE OF WORSHIP EMERGENCY OPERATIONS PLAN (EOP)
Developing your EOP is just the first step. Implementation ensures the plan is known, practiced, and actionable in times of crisis. The key to success is engaging leadership, staff, volunteers, and members so everyone understands their roles and responsibilities. Regular training, communication, and updates will keep your plan relevant and effective.
IMPLEMENTATION CHECKLIST
· Present EOP to leadership/board for review and approval.
· Assign an emergency coordinator (point of contact) with alternates for continuity.
· Share summary of plan through TRAINING EXCERCISES with staff, and lead volunteers/members, providing access to the complete plan.
· Post emergency evacuation maps and procedures in visible locations.
· Establish (if not already) communication channels (text alerts, phone trees, email lists, social media).  Ensure communications are accessible to vulnerable populations (non-English speaking, those with disabilities, elderly).
· Schedule at least one evacuation drill and one shelter-in-place drill annually.
· Verify first aid kits, AEDs, and fire extinguishers are available, maintained, and up to date.
· Share your EOP with your insurance provider and denominational leadership, if applicable.

[bookmark: _Toc210736665]BECOME A READYTN FAITH PARTNER
You are on the right path to enhancing the safety and resilience of your faith community during times of disaster. You're also just a step away from becoming a ReadyTN Faith Partner.
Why Become a ReadyTN Faith Partner?
· Receive monthly updates on emergency preparedness, recovery resources, and tools.
· Establish a direct partnership with the Tennessee Emergency Management Agency and the Faith-Based Partnerships Manager.
· Gain recognition as a ReadyTN Faith Partner, showcasing your house of worship's dedication to preparedness and its role in fostering a safer, more resilient Tennessee!
Learn more about becoming a ReadyTN Faith by visiting TEMA’s website at tn.gov/tema or contact us at TEMA.ExternalAffairs@tn.gov. 
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