


Safety & Security Field Guide for Faith-Based Organizations
This field guide is designed for use by any faith-based organization or place of worship, without needing prior 
safety or security experience. It includes practical information, topic overviews, checklists, and forms, as well as 
a comprehensive self-guided assessment to support improved safety and security.

How to Use This Field Guide
Who:  Grab 2–3 people who know the building and grounds (e.g.: pastor/rabbi/imam, office admin, facilities lead). 

What You Need:  This guide, a pen, clipboard, a smartphone/camera, and keys.

What’s inside (and when to use it)
Self-Guided Assessment:  60–90 minute walk-through to spot strengths and gaps.

Checklists & Quick References:  Plain-language steps for common risks (doors, lighting, medical, emergencies). 

Forms & Logs (Appendix):  Incident report, drill log, camera export log, vendor/service log, keyholder roster, etc. 

Training & Drills:  Short practice plan suggestions and a one-page training matrix.

When You’re Running the Assessment
How to Answer:  Yes (2 pts),   In Progress or N/A (1 pt),   No (0 pts).

Time:  Spend 60–90 minutes inspecting and assessing inside and outside. Take photos of issues or problems. 

After:  Add up points by section, then total. Use the color score to pick next steps.

Safety First: If you find an urgent hazard (e.g.: gas smell, unsafe wiring, blocked exit), fix it or call for help 

immediately. Do not wait to finish the assessment.

Plain-language rule: If anyone in your group doesn’t understand an item in 10 seconds, rewrite it in your own words and keep going.
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Important Terms

Informational Only. This Field Guide and any related checklists, guides, scripts, assessments, forms, logs, or templates (collectively, the “Field Guide”) are provided for general informational and educational 
purposes to help faith-based organizations and places of worship improve safety and security. This Field Guide is not legal, medical, clinical, engineering, financial, security, or other professional advice, and it is not 
a substitute for consultation with qualified professionals.

No Guarantee or Standard. This Field Guide does not create, certify, or imply compliance with any law, code, or industry standard; it is not an inspection, audit, or accreditation. Conditions vary by location and over 
time; no warranty is made, express or implied, regarding completeness, accuracy, or suitability for any particular purpose.

Your Responsibility. You are solely responsible for decisions you make or do not make, and actions you take or do not take, based on or related to this Field Guide. The Pennsylvania State Constable's Office 
Nazareth – Lehigh Valley is not responsible or liable for any losses, injuries, damages, costs, or claims arising from the use or misuse of this Field Guide or reliance on it. Use of this Field Guide is at your own risk.

Follow the Law & Local Authorities. Always comply with applicable laws, regulations, building and fire codes, insurance requirements, and directives from law enforcement, fire, EMS, and emergency management 
agencies. Policies about weapons or concealed carry, employment/volunteer screening, cameras/recording, data privacy, and minors/vulnerable adults must follow all applicable laws and denominational/
organizational policies.

Seek Qualified Help. For site-specific needs, engage licensed or certified professionals (e.g., fire protection, life safety, medical/AED training, locksmith/access control, physical security, risk management, legal 
counsel, insurance). If you identify an urgent hazard, dial 911 or contact local emergency services immediately. The Pennsylvania State Constable's Office Nazareth – Lehigh Valley offers a variety of technical, 
advisory, public safety, crime prevention, and other services; and we are available to assist you.

No Duty to Update. This Field Guide may change without notice. This is a public document, shared on the internet, and freely accessible by anyone. Accordingly, we cannot notify you of any changes to this Field 
Guide, and, we have no duty to notify you of any updates.

Acceptance. By using this Field Guide in any manner, you acknowledge and agree to these terms.
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__  Greeter: At least one friendly greeter watches who comes in during services/classes.

__  Welcome Script: Greeters know how to welcome and what to do if something feels off.

__  Point Person: One person is in charge during services/events (knows how to call 911, where keys are).  

__  Clear Address: Street address is posted by phones, at main entry, and other common areas.

__  Emergency Numbers: 911 + local non-emergency + key staff numbers are posted and saved in phones. 

__  Check-In Habits: Unfamiliar bags or large packages are noticed and politely checked or watched.

__  Medical Plan: Someone is always present who knows where first-aid/AED are, and how to use.

__  Child Pickup: Children are released only to a known adult (written or app list is used).

__  Money Handling: Count offerings/donations in a dedicated, lockable room (preferably in view of a camera). 
 Two unrelated people count/deposit together; cash stays locked until deposit; a log is kept. 

__  Travel Between Buildings: Adults escort children and vulnerable persons between areas.

__  After Hours: Clear rules for who can be in the building, how doors are locked, how alarm is set.

__  Fire Plan Posted: Shows fire extinguisher and pull-station locations and evacuation routes.

Score: ____ / 24

Section B. Doors, Windows & Lighting (max 26 pts)

__  Main Door Control: During services, only 1–2 main doors are open; others locked from outside but open
freely from inside.

__  Exterior Locks: All exterior doors and windows latch / lock and operate properly.

__  Interior Locks: Class / office doors can be locked from the inside without a key, but still open freely from 
      the inside (meets fire code).

__  Door Closes Fully: Exterior doors fully close on their own (no props like wedges/bricks/mats).

__  Key Control: We know who has which keys/codes; lost keys/codes are changed.

__  Visitor Visibility: Greeters or office can see the main entrance (window, camera, or direct line of sight).  

__  Lighting at Night: Dusk-to-Dawn and night lighting works at parking, sidewalks, and doors.

__  Broken Windows: No broken latches or easy pry points.

__  Office Valuables: Offices with cash/equipment can be locked when empty.

__  Signs: Simple signs show main entry and office; “Please check in” on weekdays.

__  Mail/Package Location: One safe, visible place for deliveries; designated staff check daily.

__  Spare Keys: Not stored in obvious places (under mats, fake rocks).

__  Door Numbers: Every door has a number/letter posted inside and outside; matches the maps/diagrams.

Score: ____ / 26

REMINDER: For each item, Yes (2 pts), In Progress or N/A (1 pt), No (0 pts). 

Section A. People & Daily Routines (max 24 pts)

             DocID: 2526540https://NazarethConstable.org  Page 3 of 21

PRIMARY ASSESSMENT



__  First Aid Kit: Stocked, easy to find, someone checks it quarterly.

__  Stop the Bleed / Trauma Kit: Present, stocked (tourniquets, gauze, chest seal) and checked quarterly.

__  AED: Mounted, pads in date, good battery, people know how to use it, and checked quarterly.

__  Fire Extinguishers: Visible, inspected and tagged annually.

__  Smoke/CO alarms: Present where needed; test monthly; replace batteries on schedule (if battery powered).

__  Panic/Duress buttons (if installed): Staff know where they are and how they work; test per vendor guidance. 

__  911 Info Card: One small card near each phone with address, cross street, entry door.

__  Seating Aisles: Clear paths, no obstructions, wheelchairs can move easily.

__  Trip/Fall Hazards: Rugs are flat; cords taped or covered; wet floor signs used.

__  Weather Kit: Flashlights, extra batteries; know tornado/shelter areas; radio/phone alerts.

Score: ____ / 20

Section D.. Emergency Plans & Practice (max 30 pts)
__  911 Call Plan: Anyone can call; leaders know what to say (who/what/where).

__  Evacuation Map: Posted simple map with door numbers, exits, rally point outside, AED/Fire Ext./Kits marked. 

__  Shelter-in-Place Plan: A plan for severe weather or outside threat.

__  Active Shooter/Threat Plan: Clear steps for lock/evacuate/call; practice once per year with leaders/ushers. 

__  Suspicious Item Plan: If an unknown bag/device is found: do not touch, create space, call 911.

__  Fire/Smoke Plan: Pull alarm if needed; evacuate by nearest exit; meet at rally point; account for people.

__  Water/Flooding Response: Know locations of main water, gas, and electric shut-offs; who can operate them.  

__  Medical Emergency Steps: Call 911, send runner to door, get AED/kit, assign crowd helper.

__  Reunite Spot: Families and members know where to meet if evacuated (see more: Rally Point, Section G). 

__  Practice Drills: One short drill per year per major plan (e.g.: Active Shooter, Shelter-in-Place, etc).

__  Roles List: Greeter(s), Designated 911 caller(s), door guide(s), medical helper(s), children's area lead(s).

__  Communication: Group text or phone tree to notify leaders/members if needed.

__  Simple Diagrams: Keep a basic building/grounds diagram / map with key areas and all door numbers. 

__  Share: Provide maps and keyholder/emergency contact list to Police/Fire/EMS/911, and review quarterly. 

__  Meet Local Responders: Do a yearly meet-and-greet/walk-through with local police and fire.

 Score: ____ / 30

REMINDER: For each item, Yes (2 pts), In Progress or N/A (1 pt), No (0 pts). 

Section C.. Safety Gear & Medical (max 20 pts)
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__  Two-Adult Rule: At least two approved adults with children; doors have windows or stay ajar. 

__  Background Checks: Required for anyone working with minors/vulnerable adults.

__  Bathroom Policy: No one-on-one behind closed doors; hallway monitoring.

__  Incident Log: Simple notebook/form/binder to record any safety concerns and action taken. 

__  Custody List: Notes on who may/may not pick up a child (court orders on file if relevant).   

__  Private Counseling: Windows or open-door policy; schedule known to leadership.

Score: ____ / 12

Section F. Tech & Office Basics (max 10 pts)

__  Wi-Fi Split: Guest Wi-Fi is separate from office Wi-Fi (different name/password).    

__  Simple Backups: Important files backed up (cloud or USB) at least monthly.

__  Updates & Antivirus: Office computers/phones update automatically.

__  Money Safety: Offerings locked until counted; deposits made promptly; records kept. 

__  Privacy: Member lists and donation records are kept out of sight/locked.

Score: ____ / 10

Section G. Grounds & Parking (max 12 pts)

__  Address visible: Large high-contrast numbers that are visible from the street, day and night.

__  Clear Sightlines/Landscaping: Trim so people/objects cannot be concealed; cameras/windows not blocked. 

__  Main Entry Clear: No signage/displays/landscaping that hides people or blocks views.

__  Walkways: Even surfaces, ice/snow plan, handrails solid.

__  Rally Point: Outdoor sign or common meeting spot known by everyone during evacuations.

__  Neighbor Contact: Know a neighbor who can call you if something looks wrong or out of place.

Score: ____ / 12

REMINDER: For each item, Yes (2 pts), In Progress or N/A (1 pt), No (0 pts). 

Section E. Children & Vulnerable Adults (max 12 pts)

Your Total Score
Add section scores (A–G) below.

A B C D E F G TOTAL / 134

____ ____ ____ ____ ____ ____ ____ ________

Color Grade (use percentage = Earned ÷ Possible × 100)

Green  (92–100%): Solid Foundation. Improve 2–3 items this quarter.

Yellow  (78–91%):   Good Start. Fix easy items this month; schedule one drill in 60 days.

Orange  (66–77%):    Important Gaps. Choose 5–7 items now; assign responsibilities and define dates for completion. 

Red (<65%):  High Risk. Meet with leadership ASAP and seek outside assistance from qualified professionals; critical items 
  need to be addressed immediately.
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__  Fire Alarm: Present, inspected/tested on schedule; pull stations labeled.

__  CO Detection/Alarm: Present where needed; tested per code.

__  Panic/Duress (monitored): Buttons or key fobs connect to monitoring; staff trained.  

__  Burglary Alarm: Monitored; arming/disarming rules in place.

__  Motion Sensors: Cover offices/main rooms/halls after hours.

__  Glass Break Sensors: Protect main entries/offices.

__  Door/Window Contacts: On all exterior doors and sensitive interior doors.

__  Partitioning/Zones Labeled: Matches maps and door numbers, check with alarm company. 

__  Test Log: Monthly test record kept.

__  Vendor List & Codes / Keys: Up to date; lost codes / keys changed promptly.

__  Audible/Visual Alerts: Staff know what each alarm looks and sounds like.

__  Power & Battery: Backup batteries tested and replaced per vendor.

Score: ____ / 24

M2. Cameras & Recording (max 30 pts)

__  Coverage: Cameras inside, outside, or both (marked on map).

__  Blind Spots: Known and minimized; critical doors/parking covered.

__  Fixed vs. PTZ: List which are PTZ; who can operate them.

__  Night Vision: Confirm low-light / IR works after dark.

__  Power Backup: Cameras and recorder on UPS or generator.

__  Storage: Footage saved locally, cloud, or both; retention period ____ days.  

__  Redundant Storage: Secondary / backup recording enabled.

__  User Training: Number trained to view / export footage: ____ (goal ≥ 2).

__  Access Control: Unique logins; remove former users.

__  Wired vs. Wireless: Document which; prefer wired for critical views.

__  Network: Cameras/recorders on separate VLAN / guest network, not office PCs. 

__  Internet Exposure: No direct public ports; remote access via secure app / VPN. 

__  Time Sync: Correct date / time for court value.

__  Export Test: Quarterly test export saved.

__  Signage (Where Required): “Video recording on premises.”

Score: ____ / 30

REMINDER: For each item, Yes (2 pts), In Progress or N/A (1 pt), No (0 pts). 

Optional Assessment (score modules only if they apply)  

M1. Alarms & Sensors (max 24 pts)
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__  Leadership Approval: Written charter and scope (observe, report, assist).

__  Outside Guidance: Impartial, professional advisor consulted to set policy/training.

__  Member Selection: Background checks; code of conduct; training; de-escalation first.

__  Role Clarity: Not law enforcement; coordinate with clergy and local police.

__  Training Rhythm: Greeter skills, medical basics, evacuation, radio/phone use, drills.

__  Caution Note: Do not rely solely on police/military experience, follow current best practices.

Score: ____ / 12

M4. Concealed Carry by Congregants (max 12 pts)

Score: ____ / 12

M5. Transportation (max 10 pts)

M6. School/Education Wing (max 16 pts)

__  Secure Check-In/Out: Badges or classroom lists; two adult rule enforced.  

__  Door Numbers & Maps: Posted in halls/classrooms; staff trained on routes. 

__  Controlled Entry: Weekdays use single main door with office visibility.   

__  Severe Weather & Fire Drills: Practice age appropriate drills each term.   

__  Counseling Spaces: Windows or open-door policy; schedule known.   

__  Visitor Policy: All visitors must sign in and wear a visible badge/sticker.

__  Mandatory Reporting: Staff know local reporting duties and how to file. 

__  Medical Plans: Allergies/meds list secured; epi-pens where allowed.

Score: ____ / 16

REMINDER: For each item, Yes (2 pts), In Progress or N/A (1 pt), No (0 pts). 

M3. Volunteer Safety/Security Team (max 12 pts)

__  Driver Screening: Valid license/background check/insurance verified.  

__  Vehicle Checks: Lights, tires, first-aid/trauma kit, extinguisher.

__  Trip Logs: Rider list and destination; emergency contacts carried.

__  Seatbelts/Child Seats: Required by policy and state law.   

__  Pickup/Drop Zones: Well-lit, supervised, and on camera.

Score: ____ / 10

__  Know the Law: Review state / local rules for places of worship and private property posting. 

__  Written Policy: Approved by leadership; communicates where carry is allowed/prohibited.

__  Coordination: If armed volunteers exist, they are formally authorized, trained, and coordinated; 
otherwise, safety team is unarmed.

__  Storage: Clear rule against storing firearms in desks/closets; safe storage guidance if needed.  

__  De-Escalation First: Emphasize observe, report, evacuate/shelter; avoid confrontation.

__  Law Enforcement Liaison: Local police aware of policy to reduce confusion during emergency.
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REMINDER: For each item, Yes (2 pts), In Progress or N/A (1 pt), No (0 pts). 

M7. Other Liabilities & Concerns (max 12 pts)

Optional Modules Scoring
Add any module scores you completed here:  Optional Modules Total:  ____ / ____

__  Kitchens: Grease control, fire extinguishers (K-Class if needed), hood service.      
__  Playgrounds: Gates / locks, fencing, surface, equipment checks.
__  Stairs & Railings: Secure, well-lit, anti-slip.
__  Boilers/Mech Rooms: Locked, inspected; no storage blocking shut-offs.   
__  Insurance Review: Annual check of coverage, riders, and inventory photos.  
__  Special Events: Extra greeters; parking guides; extra security or police presence; cash handling plan.

Score: ____ / 12
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10 Easy Improvements (often free or low-cost)
  1  Close and lock unused exterior doors during services and events.
   2  Make a one-page “Call 911 + Roles” sheet and tape it near phones, sound booth, offices, etc.
   3  Post the street address at main entry and by office phones.
   4  Name a clear point person for/during each service (“Today’s lead is: ____”).
   5  Trim bushes and landscaping near all doors and windows, and fix any burned-out lights.
   6  Put two people on money handling; lock until counted.
   7  Add door windows or use open-door policy for children’s rooms (interior doors only).
   8  Designate/Label a meeting point outside (a safe distance away) and tell members once per month.
   9  Check Smoke/CO alarms and fire extinguisher tags; call vendor for service if expired or malfunctioning.
10  Start a leaders’ group text for emergencies and weather closures.

Simple Action Plan (document each item you’re fixing)

1 Problem: ____________________________________________ Photo #: ______

2 Owner: _______________________ Target date: __________________________

3 First step (today): ___________________________________________________

4 Follow-Up Needed: __________________________________________________

5 Completed (date): ___________________________________________________

Simple Scripts (post near entry / offices)

Greeter Welcome: “Hi! Welcome, my name is __. Is this your first time here? The main service is this 
way. Let me know if you need anything.”

If Something Feels Off: “Let me get someone who can help you.” (Notify the point person quietly).

911 Call: “My name is __ calling from (name of organization) at (full address). We have a (medical/fire/
police) emergency at the (sanctuary/classroom/parking lot). Entry is (door/location).” Remain calm and try 
to answer all questions asked by the 911 dispatcher. Remain on the line with 911 if safe to do so.

Evacuation: “Everyone, we are going to calmly step outside. Parents, please gather and help your 
children; ushers, please help those with mobility issues. Our meeting point is at (designated location).”

Easy Rhythm (don't get complacent)

Weekly (5 min): Check for any burned out lights, signs of damage/prying to doors or windows.  

Monthly (5 min): Check first-aid, AED, lights, locks, alarms, personnel lists/assignments.   

Quarterly (10 min): Review keyholder roster; verify contact numbers; share with Police/Fire/EMS/911.

Twice Yearly (15 min): Conduct a drill (e.g.: active shooter, fire, evacuation, shelter-in-place, etc).

Once Yearly (30 min): Review/update map diagrams, inspect fire extinguishers.   

After any Incident: Write incident report, detail what happened and how the response can be improved.
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Supplemental Items You May Add (No Score)

A. People & Daily Routine
Weekday Visitor Check-in: One entry; sign-in badge/sticker for visitors.

Bag Policy: Greeters know how to handle large/unattended bags (watch or redirect to storage area).

Headcounts & Aisles: Ushers monitor capacity and keep aisles clear during peak services.

Lost Child/Vulnerable Adult: Simple locate/lock doors/notify plan.

B. Doors, Windows & Lighting
Occupancy Posting: Current fire code occupancy posted and known to leaders.

Generator/UPS: Critical systems (phones, modem, cameras, alarms) on backup power.

Contractor Access: Short policy for keys/codes, escort, and sign-out.

C. Safety Gear & Medical
Hearing Assistance: If offered, devices maintained and available.

Evac Chairs/Elevators: Evacuation plan for upper floors; equipment checked.

Candles/Incense Policy: Open-flame rules (holders, distance, extinguishing tools).

D. Emergency Plans & Practice
Public Address: Test PA/portable bullhorn monthly.

Multi-Language Cue Cards: Evac/shelter phrases for common languages.

Incidents & Near-Miss Log: Simple logbook for incidents and “almost happened” notes; review quarterly.

E. Children & Vulnerable Adults
Name Tags/Pick-Up Tickets: Match-number system on busy days.

Medication Handling: Clear rule (generally avoid; if necessary, written consent and log).

Custody Alerts: Quiet flag in roster for restricted pickups.

F. Tech & Office Basics
Live-Stream Privacy: Camera angles avoid counseling/children's areas; consent for ceremonies as needed.

Data Protection: Basic password management; remove ex-staff accounts and access in less than 24 hours.

SDS/Chemicals: Cleaning supplies stored safely; Safety Data Sheets available.

G. Grounds & Parking
Playground Checks: Surfacing, fencing, hardware inspected.

Slip/Ice Kit: Salt, cones, and a named / designated person(s) to deploy them.

Signage Placement: No banners or displays blocking cameras, doors, or windows.
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Money Handling (Section A)
Why: Reduces theft risk and protects volunteers from accusations.

How: Walk to count room. Is it lockable? Is it in camera view? Is there a log showing two unrelated counters and deposit time?

Quick fix: Use a lockable room today; add a simple log; position a camera to view the count table/area.

Door Numbers (Section B)
Why: Lets 911 and your team give precise locations (e.g., “Fire near Door B-3”).

How: Stand outside and inside, Can you see the same label both sides? Do labels match your map?

Quick fix: Print large, high-contrast labels (4–6") and tape until permanent signs arrive.

Stop the Bleed / Trauma Kit (Section C)

Why: Severe bleeding can be fatal in minutes, and is a leading cause of preventable death.

How: Open the kit. Are tourniquets, gauze, and chest seals present? Check expiration dates.

Quick fix: Consider Stop the Bleed training; order a kit; mount near AED; add a one-page bleed control guide if not included.

Active Threat Basics (Section D)

Why: Plans, procedures, and practiced steps will save lives.

How: Ask three ushers what they’d do. Answers should be consistent (lock/evacuate/call, guide people, meet police). 

Quick fix: Post a one-page plan at key locations; run a 10 minute leader walk through.

Suspicious Item (Section D)

Why: Prevents injury/damage and avoids accidental handling of dangerous items.

How: Ask staff what they’d do. Best response: do not touch, create distance, call 911, evacuate, follow instructions.

Quick fix: Add a line to the entry/greeter script and office cheat sheet.

Camera Storage & Access (Section M2)

Why: Video is useless if not recording or retrievable.

How: Verify retention days in settings; perform an export test; confirm at least two trained users.

Quick fix: Schedule a 15 minute quarterly export test and write down the steps.

Volunteer Safety Team (Section M3)

Why: Clear scope and defined duties can prevent overreach and reduce liability.

How: Is there a charter? Are members background checked and trained in disciplines such as de-escalation?

Quick fix: Draft a resolution detailing scope and duties (observe/report/assist), appoint a coordinator, book outside advisor.

Concealed Weapons Policy (Section M4)
Why: Removes confusion for congregants and police during emergencies.

How: Is there a written policy consistent with state law? Are signs posted if prohibited?

Quick fix: Leadership adopts a short policy; notify local police; communicate respectfully to the congregation.

Context for Select Line Items (Why / How / Fix)
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Key Local Partners & Notes
Local Police Contact: __________________________          Local Fire Contact: ____________________________

911 Non-Emergency: __________________________         Poison Control Center: 1-800-222-1222 .

Nearest Hospital: ______________________________________________________________________________________________

Nearest Urgent Care/Clinic: ______________________________________________________________________________________

Insurance Agency/Rep:  _________________________________________________________________________________________

Locksmith/Electrician (24/7):  _____________________________________________________________________________________

Alarm Company:  ______________________________________________________________________________________________

Volunteer Safety Team (names & phones): __________________________________________________________________________

 ____________________________________________________________________________________________________________

 ____________________________________________________________________________________________________________

 ____________________________________________________________________________________________________________

 ____________________________________________________________________________________________________________

 ____________________________________________________________________________________________________________

NOTES: _____________________________________________________________________________________________________

 ____________________________________________________________________________________________________________

 ____________________________________________________________________________________________________________

 ____________________________________________________________________________________________________________

 ____________________________________________________________________________________________________________

 ____________________________________________________________________________________________________________

 ____________________________________________________________________________________________________________

 ____________________________________________________________________________________________________________

 ____________________________________________________________________________________________________________

 ____________________________________________________________________________________________________________

 ____________________________________________________________________________________________________________

 ____________________________________________________________________________________________________________

 ____________________________________________________________________________________________________________

 ____________________________________________________________________________________________________________

 ____________________________________________________________________________________________________________

 ____________________________________________________________________________________________________________
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Appendix A — Sample Forms & Logs

Purpose:

These simple forms support your safety program: capture facts, keep records, and make training stick. You can use
the forms as they are, or, edit them to fit your specific needs.

Quick Start (3 steps)
• Print blank forms and place clipboards at the office, sound booth, children’s check-in, etc.
• Add names/numbers to the Keyholder Roster, and share a copy with Police/Fire/EMS/911/Alarm Co. (quarterly).
• After any drill or incident, complete the relevant form(s) within 24 hours and file or scan to your records.

At-a-Glance: When to use, Who fills it, Where it lives

Form Name / Type When to Use Who Completes / Where to Keep or File

Incident Report Any safety/medical/security event or near-miss

Drill Log Evacuation, shelter, active-threat, tabletop

Post-Incident Checklist Immediately after an event (when safe) Point person; Attach to Incident Report

Bomb-Threat Call Sheet During/after a threatening call Call receiver; Keep by phones

Camera Export Log Any time video is exported Tech/admin; Attach copy of clip receipt

Vendor/Service Log Inspections & maintenance Facilities/admin; Proof for insurer

Keyholder Roster Quarterly review & share with responders Leadership/admin; Office + responders

Training Matrix Annual training status Safety lead/admin; With HR/volunteer records

Filing, Retention & Privacy

• Store originals in a labeled binder and scan to a restricted folder (need-to-know only).

• Retention: keep Incident Reports and Camera Export Logs at least 3 years (or per insurer/legal counsel).

• Do not email forms with personal medical details unless encrypted; avoid names in group texts.

• After incidents, preserve related CCTV immediately and document where it was saved.

Suggested Cadence

• Monthly: Spot-check key areas (lights/locks/first-aid/AED); ensure no signage/landscaping obstructions.

• Quarterly: Review keyholder roster; share with Police/Fire/EMS/911; verify contact numbers.

• Twice Yearly: Conduct a 15-minute drill (e.g.: active shooter, fire, evacuation, shelter-in-place, etc).

• Annually: Update training matrix; do one tabletop exercise; insurance/risk review; fire extinguisher inspection.

This Appendix and the forms and logs herein are informational only and does not constitute legal, medical, or other professional advice.
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Incident Report Form
Use for any safety, security, medical, or near-miss event

Date: Time: Location:

Reported by (name/role):

Type (check all that apply):

Suspicious item Theft/Loss

Other

Medical Behavioral

      Property damage Weather/utility 

What happened (facts only):

Actions taken (by staff/volunteers/emergency services):

Report completed by / date:

Follow-Up needed / recommendations:

Persons involved / witnesses (names & contact):
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Drill Log
Record brief evacuation / shelter / active-threat / other drills

Date Drill Type Leads/Participants What worked / improve Min
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Post-Incident Checklist
For use immediately after an incident (when safe)

Ensured scene was safe; called 911 if needed; provided aid if needed (first-aid / AED).

Notified leadership / point person.

Preserved evidence: did not clean/move items unnecessarily.

Exported & preserved camera footage (noted camera #, time range, saved file location). 

Photographed scene; noted positions/damage.

Collected witness names & phone numbers.

Documented actions taken and timelines.

Notified insurer if applicable; secured damaged areas.

Scheduled short after-action review; noted one item/area for improvement.

Notes:
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Bomb-Threat Call Sheet
Use during/after a call — keep by phones

Time: Phone line / Caller ID:Date:

Questions to ask: 

1. When is the bomb going to explode?

2. Where is it right now? What does it look like?

3. What kind of bomb is it? What will cause it to explode?

4. Did you place the bomb? Why?

5. What is your name? What is your address?

Caller characteristics (voice/background/noises/age/accent/emotional state):

Your name / position / contact:

Exact words of caller:
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Camera Export Log
Record each time you export video for an incident

Date By Cam/Area Time Range Saved To Case/Notes
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Vendor / Service Log
Track inspections and maintenance (alarms, extinguishers, AED, cameras, locks)

Date Vendor/Tech System/Device Work Done Next Due Notes
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Keyholder & Emergency Contacts Roster
Review quarterly and share with Police/Fire/EMS/911/Alarm Company

Last reviewed: Distributed on (date):

Name Role Phone (24/7) Keys/Codes Notes
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Training Matrix (Annual)
Track who’s trained in what — aim for refreshers yearly

Role / Topic Evacuation

Greeters/Ushers

Children’s/Youth

Clergy/Leaders

Office/Admin

Facilities

Safety Team

Notes:

Medical AidDe-Escalation& Report WritingObserving Radio/Phone Camera Sys. Active-ThreatShelter-in-Place
Welcome & Incident Reporting
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