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Section 1: Safety & Security Program Description and Guidelines 

VISION 

Safe and Peaceful Worship at Grace Point Community Church 

MISSION 

To create a consistently safe environment for Grace Point Community Church (GPCC), our 

congregation, and all visitors who gather for worship, learning, and fellowship. 

PASTOR’S GUIDANCE 

Even though we as a church are in the primary business of soul care, physical safety is also very 

important to us at Grace Point.  We are grateful to the Safe Worship Team for developing and 

maintaining protocols for making that goal a reality.  We live in a day when a broken soul leads 

to wanting to injure others.  Let's work together to ensure one another's safety and support. 

PROGRAM GOALS 

Shepherding a flock inherently involves a commitment to protection. Establishing this Safe 

Worship Team would fulfill a biblical responsibility to be good shepherds of the people and 

property God has entrusted to his flock. 

 Develop and exercise this Safety & Security Plan (SSP) 

1. Create plans for emergencies that may be experienced during a worship service, daily 

staff work routines, and ministry activities that are conducted at GPCC 

2. Continually review, update, and revise the SSP for potential incidents, emergencies, 

threats, and other situations that may result in injury, loss or property damage 

3. Create and execute a schedule of needed training events 

4. Develop a solid risk management program, which includes written policies, 

procedures, and other tools to safeguard various aspects of the GPCC ministry  

 Train church leadership, staff, and volunteers on the SSP 

 Involve local Law Enforcement and Emergency Response Organizations in the SSP 

 Annually report the results of a program audit and recommendations to pastoral staff 

and the Board of Elders 

ORGANIZATION OF THE SAFETY & SECURITY PROGRAM 

Leadership Staff  

 Pastors and Elders 

 Administrative Staff 

Volunteer Staff 

 Safe Worship Team Director & Volunteers 

 Greeters & Hospitality Team 
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 Ushers 

 GPCC Leaders 

 Others 

SAFE WORSHIP TEAM  

Goal  

To manage and improve the personal safety and security of GPCC 

Areas of Responsibility for Risk Management 

Pastors, Board of Elders, Safe Worship Team, and church staff & volunteers are all responsible 

for Risk Management, which is the process of identifying risks and hazards facing GPCC, and then 

taking appropriate steps to minimize the effects of the risks on the church.  Led by the Safe 

Worship Team, risk management focuses on addressing problems that may lead to damage or 

minor/major injuries as a result of natural disasters, criminal activity, or simply failing to maintain 

a safe and secure environment.  A good risk management program may: 

 Save a life 

 Prevent serious injury 

 Protect a child from being abducted or sexually abused 

 Safeguard against burglary or arson 

 Prevent the theft of GPCC funds or property 

 Protect the reputations of our GPCC leaders 

 Prevent a costly lawsuit against GPCC 

 Demonstrate love, care, and concern for our church body 

General Physical & Personal Security Guidelines 

A highly visible security team can prove to be a major disincentive to all types of criminal activity. 

The Safe Worship Team is NOT a legally sanctioned police force, yet they are charged with the 

task of watching and assessing each individual that enters GPCC.   

 All staff & volunteers will be expected to take a proactive role in assisting with fire 

prevention & safety; protecting against slips, trips, and falls; advising the Safe Worship 

Team on issues regarding church building or grounds issues; and kitchen & food safety 

issues. 

 Initial and annual refresher training on this SSP, as well as key topics such as First Aid, 

CPR, etc., will be coordinated by the Safe Worship Team for all staff and applicable 

volunteers. 

 Background checks for staff and volunteers will be initiated by the Administrative 

Assistant, who keeps required records on file. 

 Safe Worship Team members, ushers, and greeters are very valuable in observing 

people’s behavior and demeanor to detect a person who may have the predisposition 
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for violence or who may cause an interruption.  Accordingly, appropriate training will be 

provided to assist in this specific Safe Worship mission. 

 The Safe Worship Team will have a minimum of two team members at each service.  

1. One team member will be a roving patrol, covering the parking lot, worship service, 

nursery and classrooms, and monitoring doors that are open during worship hours. 

He/she will be in radio contact with the second team member.  He/she will also listen 

for tornado sirens or impending severe weather alerts.  In addition he/she will also 

escort the offering to a safe place. 

2. The second team member will be strategically placed in the sanctuary and be in radio 

contact with the first team member. He/she will be able to warn the congregation 

and pastor of any impending emergency or problems that need immediately 

addressed. 

 Safe Worship Team members and other staff/volunteers should be First Aid, CPR, and 

AED certified, with recertification as recommended by the certifying program.  A 

centrally-located First Aid kit and AED will be maintained by the Safe Worship Team. 

 The Safe Worship Team will also maintain a “Team Box” located in the common area with 

equipment needed for this ministry.  Items to be maintained will include: 

1. Two way radios (at least 2) 

2. Flashlights (at least 2) 

3. Calling trees with staff phone numbers printed on 3x5 cards. 

 Office hour safeguards: 

1. Working alone in the church building or office presents certain risks to personal safety 

that should be taken into consideration.  When working alone is unavoidable, all 

exterior doors should be locked from the inside and no task that involves climbing on 

ladders, chairs, etc. should be performed. 

2. If solicited, ONLY non-cash assistance such as food or gas cards, tokens or vouchers 

should be supplied. 

3. DO NOT maintain large sums of cash in the office. 

4. DO NOT confront suspicious persons on Church property. Report the individual to 

police and observe from a distance. 

5. DO NOT hesitate to call 911 if you or a co-worker feels your personal safety is at risk. 

Safe Worship Team Member Qualifications 

 Be an active member of GPCC in good standing and integrally involved in the church 

ministry. 

 Be a person of obvious maturity who is known by and highly respected by the church 

body. 

 Demonstrate a lifestyle that is consistent with Biblical and GPCC leadership expectations 
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and reflects honesty, integrity, compassion, and fairness. 

 Be free of any criminal history and pass a background check investigation. 

Importance of Security Team Visibility 

 Safe Worship Team members shall wear an appropriate outer garment or personalized 

name tag monogramed with the GP Safe Worship logo (see cover page) when on duty. 

 This will allow for staff, congregants and guests to be aware that security is present, and 

who to listen to and follow in case of emergency, or to report any suspicious activity. 

 This will also provide a visible presence if someone is casing GPCC and lets them know 

that we are here to protect our church family. 

 Safe Worship Team members qualified to provide armed response will be encouraged to 

carry their firearm in church activities whether on duty or not to be able to respond if the 

need arises. 

Safe Worship Team Membership 

 Team Director – Matt Brooks 

 Training Coordinator – Mike Hudson 

 Team Member(s) – Rodger Hamilton, Tim Shaw 

INCIDENT REPORTING 

In the case of an injury or other incident, the Emergency Action Plan (Appendix A) shall be 

initiated in response.  Appendix B shall be used to document the pertinent data and facilitate 

communications with outside authorities, such as law enforcement, medical response, etc., as 

well as with parents/guardians when children or minors are involved.  Specific instructions for 

completing the form are provided in the appendix, however the following guidelines should be 

followed as well. 

 Copies of the Incident Report Form (Appendix B) can be found in each GPCC classroom, 

as well as in the Church Office. 

 In cases where more than one person is injured or affected, depending on the incident, 

a separate form should be completed for each person considered the victim or target of 

the incident. 

 Under no circumstance should information collected and recorded for an incident be 

provided to anyone not directly involved with the incident, or parent (legal guardian) of 

an involved minor, unless specifically approved by GPCC leadership. 

 When complete, Incident Report Forms should be provided to the Safe Worship Team 

for review and forwarding to GPCC leadership.  

AFTER ACTION REVIEW & REPORTING 

Following any incident, review, or test of this Safety & Security Plan, Appendix C shall be used to 

develop an After-Action Review with an eye toward improving the policies and procedures  
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contained in the plan. 

SPECIFIC POLICIES & PROCEDURES 

The General and Emergency procedures provided in following sections are listed in alphabetical 

order to facilitate finding them in the Table of Contents.
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Section 2: General Policies & Procedures 

These procedures help promote the physical safety and security of persons using the Grace Point 

Community Church building and/or persons involved in church activities. The intent is to provide 

instructions for how to deal with various situations. 

ALLERGY MANAGEMENT PLAN 

Notification of Allergies of Minors to the GPCC Youth Directors 

All families are asked to give the applicable GPCC Youth Director (Children’s or Student 

Ministries) written information on any serious or life threatening allergies that their child has. 

The written information should include the type of allergen and likely reaction. 

EpiPen Procedure 

 Children and adults who are prone anaphylactic reactions should have an EpiPen with 

them at all times. 

 MINORS WITH EpiPens: If a minor has an allergy that is significant enough to warrant the 

use of an EpiPen, the parent will notify the applicable GPCC Youth Director in writing. 

1. Written documentation should include whether the child carries an EpiPen at all 

times and has been trained in its use. 

2. Include the child’s triggers and how they present themselves in terms of reaction. 

3. The GPCC Youth Director will share the information with all adult volunteers who 

have contact with that minor. 

 The Safe Worship Team will coordinate training to volunteers as to the proper use of an 

EpiPen when the need arises due to a reported allergy. 

 If a situation should warrant the use of the EpiPen, or a child with a severe allergy or a 

first time reaction does not carry an EpiPen but appears to be having a severe reaction: 

1. One adult will stay with the child and provide calming support. 

2. Another adult will call 911 and then attempt to find or call the parent. 

3. A third individual should be sent to the front parking lot to wait for the emergency 

squad and direct them to where the child is. 

BUILDING KEYS POLICY 

 The Administrative Assistant will maintain an up–to-date record of key holders and have 

the primary responsibility of distributing and collecting keys, providing a “building lock-

up” orientation and facilitating the process of a semi-annual key holder review. 

 Key holders must receive an orientation for how to lock up the building safely. 

 Key holders may be asked to be added to the list for responding to calls from the alarm 

company under contract with GPCC. 

 Activity, committee or term-specific key holders should return their key promptly when 
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no longer needed or when term is completed. Longer-term key holders will update 

records with Administrative Assistant semi-annually. 

 Key holders will sign an acknowledgement of agreement with the building keys policy at 

the time of receiving a key and/or the new code. 

BUILDING OPENING PROCEDURE  

 Enter the building quickly without stopping to set doors to the unlocked position. 

 Depending upon the purpose for opening the building (Sunday morning, evening 

meeting, etc.) it may be appropriate to keep the doors locked or to set them to unlocked. 

If appropriate, set them to the unlocked position. 

 Turn on lights and change the thermostat settings as needed. 

BUILDING CLOSING PROCEDURE 

 Walk through each room of the building.  As you do so: 

1. Make sure no one is present. 

2. Ensure all exterior windows and doors are closed and locked. 

3. Verify all faucets are turned off and toilets are not running. 

4. Adjust thermostats as necessary and turn off lights. 

 Lock the front doors, but remain in the building. 

 Activate the alarm. 

1. Verify all zones/doors are “OK” for Zone Status and no one else is in the building. 

2. On the keypad in the entryway, press the shield symbol, then press “ARM”. 

 Leave the building within 60 seconds, making sure the doors are locked behind you. 

CARE AND SAFETY OF MINORS (AGES BIRTH THROUGH 18) 

Providing a safe and nurturing environment for children during events sponsored or hosted by 

GPCC is an important component of practicing hospitality, sharing our faith and nurturing our 

community.  The overall goal is for parents/guardians to feel supported and able to attend 

church events and, in turn, know that their children are cared for in a safe manner.  

Background Check for Staff and Volunteers 

To ensure the safety of our children, we require everyone over the age of 18 working with the 

youth ministries to pass a background check every three years.  Directors and/or the church 

administrative assistant will contact volunteers when their background check has expired.  Public 

school teachers and volunteers that have a valid background check on file with a local school 

system may provide a copy to the church in lieu of a separate check. 

The safety and behavior of each child is the responsibility of his/her parent or guardian unless 

the child is participating in an organized function such as a class or childcare arrangement during 

a particular church event.  Supervision for an organized function involving children will be 
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arranged by a GPCC staff member in accordance with our published Volunteer Policies which 

require the following. 

 At least two volunteers are always present with a child. 

 A minimum of one of these volunteers in each room must be an adult with a valid 

background check on file. 

 GPCC students in Grade 6 or older may serve as the second volunteer, working only under 

the direct supervision of an approved adult volunteer. 

Provision of Childcare for Routine Church Events 

Childcare is automatically provided for Sunday morning church events by our Children’s Ministry, 

assisted as needed to provide adequate supervision as defined above: 

 10 minutes before each Sunday morning service until 10 minutes after; 

 Other Congregational Meetings specifically designated for child care. 

*Note: If a volunteer must cancel at the last minute on a Sunday morning, they should contact 

their volunteer coordinator. 

Provision of Childcare for Other Events 

Church groups are encouraged to consider the need for childcare when planning events at the 

church, such as committee meetings, church-sponsored group functions, fundraisers, etc.  If 

participation by adults with children is desired, childcare should be arranged by the event 

coordinator. 

Emergency and Crisis Management for our Minors 

 The safety of children and prompt and clear communication with parents/guardians shall 

be the top priority in the event of facilities problems, natural disasters, accidents, 

injuries, illnesses, missing persons, or the threat or incidence of terrorist activity. 

 In the event of any emergency, children are to follow the directions of staff members or 

other adult leaders present.  

 In the event a child is injured or becomes ill during an event and requires medical 

attention, parents/guardians will be notified immediately and an Incident Report Form 

(Appendix B) shall be completed.  

 Minor injuries or illness that occur during GPCC events will be reported to the 

parents/guardians as soon as practicable.   

Administration of Medications and First Aid 

 Parents/guardians must notify the adult volunteer if their child has an extreme allergy or 

medical condition prior to leaving them in the care of that person. 

 Minors will not be allowed to administer their own medication during a church- 

sponsored event. If a minor must take medication while engaged in a GPCC event, the 

adult volunteer may administer the medication only with the written permission of the 

parent/guardian. 

 Any incident requiring first aid will be reported immediately to a GPCC volunteer or Safe 
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Worship Team member (if present). 

Sexual Contact, Sexual Abuse and Sexual Harassment 

 All adults working with children have responsibility to model appropriate relationships 

between each other as well as to refrain from and discourage inappropriate relationships 

with any child under age 18, no matter how mature the individual.  

 Common expressions of affections (hugs), affirmation (pats on the back), and support 

(prayers), or physical caretaking (changing diapers, toileting, etc.,) are completely 

appropriate in a community of caring Christians. 

 Adults must assume primary responsibility for maintaining appropriate boundaries 

between participants of all ages and cultivating an atmosphere of health and trust. 

 Adults must never engage in any manner of sexualized behavior with, or in the presence 

of, a child or youth. This refers not only to explicitly sexual behavior, but also to jokes 

with sexual content and “double entendres.”  

 In the case of a minor found engaging in sexual contact while in the care of GPCC, 

sexualized behavior or sexual harassment, the individual will be removed from the event 

immediately and parents/guardians will be notified.  Repeated incidents of such behavior 

may result in the minor being ineligible to take part in future events. 

 In the case of an adult engaging in sexual contact, sexualized behavior or sexual 

harassment, that person’s behavior will be reported to law enforcement officials and the 

person will no longer be eligible to take part in events involving children. 

Mandatory Reporting as Required by State Law 

 All staff members and adults working with our minors are subject to the Ohio Revised 

Code (i.e. state law) concerning mandated reporting requirements.  

 Any person who knows or has reason to believe a child is being neglected or physically 

or sexually abused, or has been neglected or physically or sexually abused within the 

preceding three years, shall immediately report the information to the church staff or 

call Delaware County Children Services at 740-833-2340. 

 Reports concerning the possibility of abuse or neglect must be made as soon as possible 

but in no event longer than 24 hours after obtaining knowledge or having suspicion. 

CONCEALED CARRY POLICY 

Current state law does not authorize a concealed handgun licensee to carry a concealed firearm 

into any church, synagogue, mosque, or other place of worship, unless the place of worship posts 

or permits otherwise.  GPCC recognizes that a growing number of citizens, including several 

church members and guests, have chosen to acquire a concealed handgun license (concealed 

carry permit) and routinely carry firearms for self-defense. 

 The possession of concealed firearms on church property, or during church-

sanctioned/organized events on or off premises, by licensed attendees or visitors to 

GPCC is acceptable provided no other legal restrictions exist, specific approval has been 
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granted by the Senior Pastor or Safe Worship Team Director, and that in no case shall a 

firearm be displayed, handled, or otherwise made visible to other congregants and 

guests. 

 The church may also authorize members to carry concealed weapons (CCW) in 

accordance with Ohio law, and for self-defense only, while serving in a volunteer capacity 

at GPCC.  Such authorization shall be in the form of a written letter signed by the Senior 

Pastor, and only to members presenting a valid CCW license recognized by the State of 

Ohio and evidence of concealed weapons training beyond the basic-level requirement to 

obtain a CCW license.   

 In all cases, the Safe Worship Team director should be notified of staff/volunteer 

approvals for concealed carry, as well as any church member/attendee request to carry 

a concealed firearm (regardless of approval status). 

FACILITY CLOSING (EVENT CANCELLATION) POLICY 

The building may be closed at any time if it is determined remaining open would be hazardous 

to the inhabitants. This could include, but is not restricted to, a building utility issue (such as a 

gas leak), weather or hazardous situation. 

 Sunday Mornings 

1. Generally, Sunday services will not be cancelled due to bad weather or due to 

cancellation by the scheduled speaker or service leader. 

2. If there is a government restriction against driving on the roads (a Level 2 emergency 

or above), or if no one is available to conduct the service, services will be cancelled. 

3. Church members will be notified of this decision via the website, email and text 

message. These activities will be initiated and organized by the GPCC staff. 

4. Children’s classes are always subject to the availability of a sufficient number of 

qualified adults to lead them. When there are not enough teachers for a specific class 

that class will remain in the sanctuary throughout the service. This will be announced 

early in the service. 

5. We respect the right of service leaders, speakers, and teachers to use their judgment 

before setting out for church when the weather is bad. As soon as a volunteer has 

decided that they will not be attending church, they are expected to contact their 

weekly coordinator or Ministry Director. 

 These principles and expectations will be shared with the GPCC community, particularly 

teachers and volunteers, on a regular basis. They will be included as part of volunteer 

orientation each session, with particular emphasis during the winter season. 

GPS MINISTRY POLICIES & PROCEDURES 

Youth Participation 

 Participation in off-site GPCC activities is open to all youth who are in grades 6-12, whose 
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parents/guardians have filled out permission materials allowing for such participation. 

For legal purposes, anyone the age of 18 or older but still a high school student living 

with parents/guardians, will be considered an adult however, parents/guardians must 

still sign any permission materials and follow the guidelines below. 

 Youth who participate in GPS activities must agree to adhere to the GPS Policies and 

follow verbal directions given by staff and adult leaders at all times. 

Transportation 

 Transportation to and from off-site GPCC events shall be provided by parents/guardians. 

Parents/guardians are responsible for making sure their youth arrives on time for events 

and is picked up promptly at the scheduled end time. 

 Youth who provide their own transportation to and from off-site GPCC events must do 

so with explicit parental permission which is communicated to staff members overseeing 

the event.  

 Carpooling from the church to off-site events shall be provided only by approved 

members, parents/guardians, or the church’s adult GPCC advisors who have been 

approved to provide such transportation. Youth the age of 18 or over may provide their 

own transportation but are not authorized to provide transportation for youth under the 

age of 18. 

 No single youth and single adult (other than that youth’s parent) are to be alone in a 

vehicle at any time during carpooling to and from off-site GPS events. A single adult may 

transport 2 or more youth in a vehicle as long as they are traveling with other vehicles 

going directly to and from the same off-site event. A single authorized adult 

(parent/guardian, staff member or youth advisor) may transport 2 or more youth in a 

vehicle with explicit written permission from each youth’s parents/guardians. 

 Parents/guardians/youth the age of 18 or over are to notify church staff and other adults 

working with GPS of any special considerations involving transportation well in advance 

of a scheduled event. 

 There shall be no talking on the cell phone, reading or texting while driving. 

 Chaperones will carry emergency contact information for children in their care. 

 The car must be in good working order with seatbelts for each person. The driver must 

have a valid driver’s license and car insurance. 

Adult Supervision/Chaperones 

 At least two adults will be present at all times during all GPCC events, or other church 

activities involving minors. 

 All adult volunteers and staff members who will be working with Youth must undergo 

screening, including possible criminal records background checks as deemed necessary. 

 All adult volunteers who will be working with youth on a regular basis must be members 

of the church in good standing and be approved to engage in such work by staff 



GPCC -- Safety and Security Policies & Procedures 

Page 12 

 

overseeing GPS activities. 

Monitoring of GPS Activities 

 Any room in which there are youth and less than two adults present must have its door 

open at all times, with all persons in the room in clear view to anyone outside the room. 

 At off-site events, staff members and adult leaders are responsible for monitoring the 

whereabouts and activities of all youth at the event. 

 Youth are prohibited from leaving the group for any reason without receiving explicit 

permission to do so from staff members or adult leaders at the event. 

Parent/Guardian Permission and Liability Waivers 

 All youth must have parent/guardian permission and a signed liability waiver before 

participating in any GPS event. Youth the age of 18 or over and their parents/guardians 

should both sign their permissions and liability waivers. 

 Special permission slips may be required for some off-site GPS events. 

 Permission must be signed, and in writing. Verbal permission does not suffice. 

 Permission slips/liability waivers will be kept on file in the GPCC office. 

 Church staff and adult GPS leaders shall respect the potentially sensitive nature of 

personal information provided on the forms. 

Conduct and Discipline 

 Youth are expected to exhibit appropriate behavior at all times, including speech, attire, 

and actions. 

 “Conduct” and “behavior” include actions, words, and attire. “Appropriate” and 

“inappropriate” are determined by staff and adult leaders. 

 In the event of disagreement, the decision of the staff will be followed. 

 All proactive measures (adequate preparation, chaperone placement, environmental 

setup, etc.) will be taken to ensure that youth will be sufficiently engaged in the event or 

activity so that the potential for misbehavior is minimized. 

 For off-site events, appropriate actions, words, and attire are also determined according 

to the standards and norms of the event site. 

 Use or possession of alcohol, tobacco or any illegal drug or substance during a GPS event 

is prohibited. 

 Youth will refrain from any actions which might endanger their own safety or health or 

the safety and health of others present at the event. 

 Violence, verbal abuse, destruction of personal or church property, and possession of 

weapons of any kind is prohibited. 

 The following procedure will be used if a young person engages in inappropriate 

behavior: 

1. Staff and/or adult leaders will ask the young person to behave appropriately. 
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2. If the inappropriate behavior continues, the youth will be removed from the 

immediate area of the event or activity for a conversation with the staff member or 

adult leader regarding the behavior. 

3. If the behavior does not improve, a parent or guardian will be contacted to remove 

the youth from the event or activity, and future participation in GPS will be evaluated 

by staff and/or adult leaders according to the circumstances. 

4. If a parent or guardian is not immediately able to come to the event site to remove 

the youth, she or he will be sent home by the most convenient means available within 

the transportation guidelines, at the parent’s or guardian’s expense. 

 The focus of all discipline will be on correcting the behavior. In no way shall a young 

person be made to feel embarrassed or ashamed. 

Overnight events 

 GPCC youth are not allowed to sleep in mixed-gender rooms. 

 GPCC youth and parents/guardians/youth the age of 18 or over must fill out all forms, 

and follow all procedures required by the coordinating group or organization, in order to 

attend and participate in such overnight events. 

Use of Media for GPS Events 

 Youth will be exposed to words and images that support the values and mission of GPCC. 

 All media used for GPS activities will be rated at a level appropriate for participating 

youth. In most cases, films will be rated G, PG or PG-13, with no R-rated materials used. 

Crisis Management 

 The safety of youth and prompt, clear communication with parents/guardians shall be 

the top priorities in the event of facilities problems, natural disasters, transportation 

delays, transportation accidents, injuries, illnesses, missing persons, or threat or 

incidence of war or terrorist activity. 

 In the event of any emergency, youth are to follow the directions of staff members or 

other adult leaders present. 

 If a GPS event must be cancelled, delayed or ended early because of severe weather or 

other safety concerns, parents/guardians will be contacted immediately by staff 

members or youth leaders. 

 In the event that a vehicle transporting youth to, from, or during an event is involved in 

an accident, all parents/guardians will be notified as soon as is practical, and be told 

about the accident, injuries (if any), and plans for the remainder of the event. 

 In the event a youth is injured or becomes ill during an event, medical attention will be 

sought (if necessary), and parents/guardians will be notified (immediately, if medical 

attention is necessary; or after the event, if it is a minor injury or illness). 

Adults have a responsibility to model appropriate relationships between each other as well as 

refrain from and discourage inappropriate relationships with any child under age 18, no matter 
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how mature the individual. Adults must assume primary responsibility for maintaining 

appropriate boundaries between all participants of all ages and cultivate an atmosphere of 

health and trust. 

HAZARDOUS MATERIAL STORAGE POLICY 

All hazardous materials such as paint, solvents, chemicals and cleaning supplies shall be stored 

in either the locked shed or in a locked storage room or cabinet. 

INSPECTION PROCEDURES 

Records of dates of inspections, battery changes and other applicable actions taken shall be kept 

by the Administrative Assistant in the church office. 

General Safety Inspection (Semi-Annually) 

 The Safe Worship Team Director will semi-annually appoint a team to do a self-inspection 

of all the church facilities and grounds. It is recommended that a minimum of two people 

do the self-inspection together to provide a variety of perspectives. 

 The team will be provided with the self-inspection checklist. Items on the checklist that 

don’t apply can be marked “N/A.” 

 Set a date and time for the inspection. If possible, use the same month of the year each 

year. 

 Perform the inspection using an approved checklist. 

 Develop recommendations for remediation of any problems that are discovered, and for 

overall improvement and communicate them to GPCC staff for approval. 

 Where possible, take action to remove or correct problems. 

Fire Extinguisher Inspection (Annual) 

Fire extinguishers must be visually inspected monthly and receive annual testing and 

maintenance. 

Automated External Defibrillator (AED) & First Aid Kit Inspections (Annual) 

 The AED must have the battery checked every year and should be replaced every five 

years. 

 First Aid Kit supplies should be checked for integrity (not opened or used) and for 

expiration dates.  Items that have expired or are within six months of the expiration date 

should be replaced as soon as possible.  (Expired AED pads should not be discarded when 

replaced, but rather kept for provisional use as improvised chest seals.) 

MONEY HANDLING PROCEDURES 

The handling of all monies associated with GPCC services and ministries will be in strict 

accordance with the Grace Point Financial Policies and Procedures.  The following items are 

highlighted with respect to security: 

 All cash collected by ushers will be counted and tallied by at least two unrelated adults.  
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The number of checks and tithing envelopes will be determined by at least two unrelated 

adults.  The cash, checks and tithing envelopes will then be put in a sealed envelope and 

secured until recounted, recorded and deposited by the Financial Secretary. 

 A petty cash account totaling no more than $50 will be maintained in the church office.  

This is to be used for minor expenses when printing a check may not be practical or 

possible.  It will be kept in a locked place at all times. 

SEX OFFENDER POLICY 

 The safety of our children, and all who participate at GPCC, as well as our commitment 

to radical hospitality, are high priorities in our community. However, we understand that 

at times, these two principles may come into conflict when a known sex offender would 

seek participation at our church. 

 In order to ensure the safety of our community, and particularly the children, a member 

of the GPCC pastoral staff or designated Safe Worship Team member will periodically 

check the Ohio state database of convicted sex offenders to determine if any registered 

sex offender is part of, or has recently visited, our community. In the event that a 

registered sex offender is attending, or wishes to attend GPCC, the steps outlined below 

will be implemented in order to balance that person’s need for, and right to, 

compassionate ministry, with the congregation’s need for, and right to, safety and 

security. 

 A response team consisting of a Pastor, a member of the Board of Elders, the Safe 

Worship Team Director (or designee) and other members of our congregation who may 

have an expertise in this area would be established.  The purpose of this team will be to 

gather information, using the resources available, to make a decision of possible 

inclusion into our community on a case by case basis.  Following the guidelines outlined 

in the current requirements of our liability insurance provider, this team will proceed to 

evaluate this request for limited participation.  This assessment might include: 

1. The willingness of the registered offender to work with the Pastor and response team 

to determine the limits of their participation at GPCC. 

2. The Pastor contacting the treatment provider or the parole officer. 

3. A risk assessment done by a qualified therapist with the outcome being a low risk 

factor for recidivism. 

4. A signed agreement between the person asking for inclusion and the church on the 

limits of participation. 

In considering the balance of safety and welcoming, there is not a guaranteed right to 

participate, but we strive to reach the best decision for the congregation and the individual. 

SMOKING POLICY 

Smoking is not permitted inside the building, on the playground or inside the entryway (glass 

doors). This includes all pipes, cigars, cigarettes and e-cigarettes.   
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VEHICLE / PARKING LOT SECURITY 

GPCC parking lots are monitored by various means during services. The most effective deterrent 

to prevent theft and vandalism as well as to identify other suspicious activity is an informed and 

aware congregation. Other security measures include: 

 Safe Worship Team member conducts patrols of the parking lots. 

 Door Greeters have a view of parts of the parking lot area. 

 Staff or volunteers able to view the lots as they move throughout the church. 

Any suspicious activity in the parking lots should be reported to the Safe Worship Team on site 

or to the church staff.  Do not confront suspicious activity by yourself.  If possible, record a 

description of the vehicle, tag number and occupants. 
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Section 3: Emergency Policies & Procedures 

ARMED INTRUDER POLICY & RESPONSE 

Having a known plan for dealing with an intruder, whether armed or not, is essential in any 

organization and can minimize the loss of life and injury in the event of a violent attack.  The 

Safe Worship Team will follow local law enforcement recommendations for building and 

personnel safety, and offer annual training about our emergency protocols.   

General Response 

At the writing of this policy document, the recommendation for all church attendees is to “Run, 

Hide, or Fight!” (also called Avoid, Deny, Defend) endorsed by the U.S. Department of Justice.  

This plan is based on the video “Run, Hide, Fight. Surviving an Active Shooter Event,” which can 

be found at http://www.youtube.com/watch?v=5VcSwejU2D0. 

 Run!  (Avoid) If it is safe to do so, the first course of action that should be taken is to run 

out of the building and far away until in a safe location. Congregants and staff should be 

trained to: 

1. Getting out of harm’s way is your #1 priority. 

2. If there is an escape path, attempt to evacuate. 

3. Evacuate whether others agree to or not. 

4. Leave your belongings behind. 

5. Help others escape if possible. 

6. Prevent others from entering the area. 

7. If you can, get out. Escape and encourage others to go with you. 

8. Don’t let others encourage you to stay. 

9. Call 911 when in a safe location. 

 Hide!  (Deny) If running is not a safe option, hide in as safe a place as possible. 

Congregants and staff should be trained to hide in a location where the walls might be 

thicker and have fewer windows. In addition: 

1. If you can’t get out safely, you need to find a place to hide. 

2. Act quickly. 

3. Secure your hiding place the best you can. 

4. Lock and/or blockade the door if possible. 

5. Make the room dark. 

6. Conceal yourself. Be quiet and calm. 

7. Silence your cell phone. 

8. Stay out of shooter’s view. 

9. Look for protection if shots are fired in your direction. 

http://www.youtube.com/watch?v=5VcSwejU2D0
http://www.youtube.com/watch?v=5VcSwejU2D0
http://www.youtube.com/watch?v=5VcSwejU2D0
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10. Look for a spot that is not a trap or restricts your options for movement. 

11. Hide along the wall closest to the exit but out of the view from the hallway (allowing 

for an ambush of the shooter and for possible escape if the shooter enters the room) 

12. Remain in place until given an all clear by identifiable law enforcement 

 Fight!  (Defend) If neither running nor hiding is a safe option, as a last resort, when 

confronted by the shooter, adults in immediate danger should consider trying to disrupt 

or incapacitate the shooter by using aggressive force and items in their environment, 

such as fire extinguishers or chairs. In a study of 41 active shooter events from 2000 to 

2010 that ended before law enforcement arrived, the potential victims stopped the 

attacker themselves in 16 instances. In 13 of those cases, they physically subdued the 

attacker. 

1. This is a last resort. 

2. Attempt to incapacitate the shooter. 

3. Act with physical aggression. 

4. Improvise weapons. 

***Call 911 when it is safe to do so. Provide the following information: location of the 

threat, number of intruders, description of intruder(s)—physical features, clothing, race, 

gender, number and type of weapons, number of potential victims and/or hostages. 

 When the responders arrive 

1. Remain calm and follow directions. 

2. Keep your hands visible at all times. 

3. Avoid yelling and pointing. 

4. Know that help for the injured is on the way. 

Safe Worship Team Response 

Policies, procedures and tactics will be dictated by the training program(s) selected, and 

whether or not the responding Team Member(s) are armed.  Such procedures and tactics will 

be provided in a separate policy document, and in all cases shall be accepted and approved by 

the pastoral staff and board of elders.  In the event of traumatic injuries resulting from a 

shooting, stabbing, explosion, or other violent event, every effort should be made to control 

life-threatening bleeding.  See Traumatic Bleeding Control Procedure in this section.    

BLOOD-BORNE PATHOGEN EXPOSURE PROCEDURE 

 Treat all bodily fluids as if they are contaminated. Do not touch blood or other bodily 

fluids without proper protections for the volunteer. 

 Always use gloves, which are available in all the first aid kits. Goggles and a mask can 

also be used when cleaning up bodily fluids. 

 How to Clean-up after an area is contaminated: 

1. Always use gloves, mask and goggles. 
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2. Cautiously approach all bodily fluids and warn others in the area before isolating the 

contaminated spot. 

3. Cover the spill with absorbent towels, then apply a 10% solution of bleach water to 

the towels. Mix 1 part bleach to 9 parts water OR ½ cup bleach to 1 quart water. 

4. Allowing solution to soak for 20 minutes before wiping up. 

5. Remove used towels and reapply clean towels and bleach solution a minimum of 

two times or as many times as necessary. 

6. Mop or wipe up the area and clean again with soap and water. May then wipe with 

disinfectant wipes. 

7. After a clean-up procedure, always remove and dispose of gloves, towels and other 

equipment in a trash bag labeled “BIO-HAZARD” that is sealed and disposed up out 

of the way from others. 

8. Wash hands thoroughly after dealing with any type of accident. 

BOMB THREAT RESPONSE PLAN 

Most bomb threats are received by phone. Bomb threats are serious until proven otherwise. 

Act quickly, but remain calm and obtain information with the checklist in Appendix D of this 

document. (Source for this procedure: Homeland Security website.)  A copy should be located 

near (ideally under) each land-line phone in the church building. 

General Guidance 

 Immediately call (or have someone else dial) 911 to notify the local police of the threat.   

 DO NOT USE A CELL PHONE as it could potentially trigger or activate an explosive device. 

Advise everyone inside the facility to NOT use portable electronic communication 

devices (i.e. cell phones etc…) for this very reason. 

 Consider suspicious or unusual persons, vehicles, items, or events that have occurred 

lately. 

 Decide if the property (building and grounds) should be searched and/or evacuated. The 

GPCC Staff who are present at the time need to make this decision with support from 

Law Enforcement. 

 If it is decided to evacuate the property, follow the Emergency Exit Plan on where to 

safely re-locate the persons in the church. 

 If it is decided to have the property searched by the police, the GPCC Staff present at 

the time may be asked to accompany in order to identify any object that appears to be 

out of place. 

 If a suspicious device is found, strongly consider evacuating the immediate area, 

immediately notify the police, and allow them to decide the next course of action. 
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If a bomb threat is received by phone: 

 If your phone has a display, copy the number and/or letters on the window display.  

Remain calm. Keep the caller on the line for as long as possible. DO NOT HANG UP, even 

if the caller does. 

 Listen carefully. Be polite and show interest. 

 Try to keep the caller talking to learn more information. 

 If possible, write a note to someone in the church to call the authorities or, as soon as 

the caller hangs up, immediately notify them yourself. 

 Complete the Bomb Threat Checklist (Appendix D) immediately. Write down as much 

detail as you can remember. Try to get exact words. 

 Immediately following the call, do not hang up, but from a different phone, contact 911 

immediately with information and await instructions. 

If a bomb threat is received by handwritten note: 

 Call 911. 

 Handle note as minimally as possible. 

If a bomb threat is received by email: 

 Call 911. 

 Do not delete the message. 

Always be on the lookout for signs of a suspicious package: 

*Note: DO NOT TOUCH OR MOVE ANY SUSPICIOUS PACKAGE; SEE PAGE 27 FOR SUSPICIOUS 

PACKAGE PROCEDURES 

DISRUPTIVE BEHAVIOR POLICY 

The Safe Worship Team may deny entry to the Church property, or attendance at any Church 

service or function, to any congregation member, congregational friend, or visitor deemed to 

be disruptive or potentially harmful to the Church or its members and guests. Such behavior 

includes, but is not limited to the following: 

 Threats to the safety of any adult or child. 

 The disruption of worship services, church functions, or church activities. 

If a congregant, friend, or visitor's behavior warrants immediate action, such action will be 

taken by a Safe Worship Team member and one of the pastors. This may include asking the 

offending person(s) to leave the property, or suspending the meeting or activity until such time 

as it can be safely resumed.  If further assistance is necessary, the Sheriff’s Office will be called.  

If not directly involved, the Safe Worship Team Director and Senior Pastor must be notified of 

these actions as soon as possible. 
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General procedure for verbal or physical disruption during worship or an event 

Firm but Friendly Engagement 

 If a situation arises, such as a disruptive individual in the worship service or suspicious 

persons/activities elsewhere in the church building or grounds, it should be dealt with 

in an assertive manner. Engage quickly to determine if a security response is necessary. 

Two church members are better than one for this. 

 Do not react in a hostile, humiliating or excessively fearful way, but be professional and 

polite as questions posed to a disruptive or agitated individual can either increase or 

decrease the chances that the individual will calm down.  

 Good, non-threatening questions that result in a response other than ‘yes’ or ‘no’ may 

provide tactical information about the individual(s) emotional or mental state. 

Examples: 

“How may I help you?” 

“May I help you find who you are looking for?” 

“Excuse me, can I talk with you for a moment?” (not “Hey you, come here!”) 

“Let me see if I understand what you are saying.” (not “Calm down! Be more reasonable.”)  

“What’s the matter, how may I help?” (not “What’s your problem?”) 

“I’m sorry, I’m not sure how I can help you.” (not “So?”) 

Worship service disruption 

 Situation: If an individual(s) causes a disturbance in the sanctuary or anywhere on 

campus, during the worship service, members of the Safe Worship Team or volunteer 

ushers should move to a location close to or surrounding the individual causing the 

disturbance in order to contain and/or de-escalate the situation. 

 Response: Safe Worship Team should engage the individual using de-escalation tactics. 

If at any time, the individual appears to threaten the safety of the congregation, the 

Team members should ask the individual to exit the property. Safe Worship Team 

members should fill out an incident report and notify the Team Director immediately. 

After any necessary immediate action has been taken, the following steps (listed in ascending 

order of response) must be considered to address the issue if the offender is a member, family 

of member or a friend known to the GPCC community. 

 Conduct a face-to-face meeting to resolve the issue, held between a Board Member, 

the security director and/or the Pastor and the offending party. 

 Send a letter from the appropriate GPCC leader and/or the Pastor to the offending party, 

specifically outlining the behavior that needs to be corrected. (This step may be 

conducted in addition to the step above.) 

 Conduct a special meeting between the GPCC staff (or designated sub- committee) and 

any other parties involved in the dispute, with the purpose of developing an appropriate 

individual action plan for addressing the issue. 
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If an individual action plan is developed, it will be administered by the GPCC staff (or designated 

sub- committee). Individual action plans may include, but are not limited to, the following: 

 Exclusion of the offending person(s) from GPCC property, worship services, functions, 

or activities for a certain period of time. 

 Specific conditions, behaviors, or terms under which the offending person(s) may return 

to GPCC property, and/or attend GPCC worship services, functions, or activities. 

 Specific conditions, behaviors or terms under which the offending person(s)' 

membership or attendance will be immediately terminated. 

 Permanent termination of the offending person(s) from membership at GPCC, and/or 

exclusion from GPCC property and participation in GPCC activities. 

EMERGENCY EVACUATION 

The decision for evacuation of the building or grounds may be initiated by church leadership or 

by the use of the building fire alarms system.  The designated evacuation point for fire alarms, 

bomb threats, and similar emergencies is on the grass field just north of the church parking lot.  

In the event of an armed intruder, people should attempt to exit the building as quickly as 

possible and move across Piatt Rd and to the far side of the houses across the street. 

 Assist children and any adults with limited mobility. 

 Do not attempt to get in your car and drive away. 

 Do not block entry to the church grounds by emergency vehicles. 

 Make a written list of all the evacuees in your group. 

Though accountability for each person evacuated is important, the safety and rapid evacuation 

of every person is the primary focus. 

EXTREME WEATHER PROCEDURE 

Severe Storm/Tornado Watch  

When the National Weather Service has declared a Severe Weather or Tornado Watch, the 

weather conditions are considered favorable for strong winds, hail and/or tornadoes to form in 

and near the watch area. 

 Identify a person from the staff, Safety & Security Team, or someone else who will 

monitor conditions. 

 While other church activities continue, the appointed person should: 

1. Listen for radio updates. 

2. Listen for sirens. 

3. Watch for these danger signs: a dark, often greenish sky; large hail; low-lying clouds; 

and/or a loud roar (similar to a freight train). 

 If conditions shift to that of a tornado warning, the appointed person should notify 

everyone in the building. 
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Tornado Warning Procedure 

When there is a Tornado Warning, a tornado has been sighted by the public or local law 

enforcement or a Doppler radar indicated an area of rotation that could develop, or has 

developed, into a tornado.  A tornado warning is also provided by sounding of emergency sirens 

for 3 minutes followed by a 7 minutes of silence. 

 If you are out in the open: 

1. Attempt to reach shelter, such as the building. If unable to escape or find shelter, lie 

flat in a ditch or depressions, avoiding areas subject to rapid water accumulation or 

flooding in heavy rains. 

2. Do not shelter in vehicles, low-lying areas that could flood, or by outside walls or 

windows. 

 If you are in or can reach the church building: 

1. Follow the direction of the Safe Worship Team and proceed to a DESIGNATED SAFE 

AREA: 

a. Kitchen 
b. Rest Rooms 

2. Help anyone with disabilities to the designated safe areas. 

3. Stay away from windows, mirrors, glass, and unsecured objects (e.g. filing cabinets 

and book cases). 

4. Remain in the safe area until at least 10 minutes has elapsed without the sounding 

of the sirens or the “All Clear” has been given. 

FIRE EMERGENCY PROCEDURE 

If you are on fire, STOP-DROP-ROLL. If another person is on fire, yell, “STOP! DROP! ROLL!” 

If you discover a fire: 

 Activate the nearest fire alarm on the alarm panel. Continue to the next step regardless 

of whether or not the alarm sounds. 

 Call 911. 

 If the fire alarm did not sound after being pressed, tell building occupants of the fire and 

the need to evacuate. 

 After activating the fire alarm and calling 911, you may attempt to put out the fire only 

if it is small (no larger than a wastebasket). If the fire is too large or you are 

uncomfortable or unfamiliar with the proper use of a fire extinguisher, simply close the 

door (if there is one) and evacuate the building. 

If an alarm sounds in the building 

 Begin immediate evacuation of the building. CLOSE ALL DOORS BEHIND YOU. 

 Evacuate the building using the closest door. Teachers should bring their attendance 

sheet. 
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 Do not block or wedge exit doors in an open position. The doors must remain closed to 

keep smoke out and keep them safe for evacuation and fire personnel. 

 Go to the Evacuation Assembly Point, which is in the grass field NORTH of the parking 

lot. Stay with the group that you were with or in family groups until everyone is 

accounted for. 

 If you are trapped by smoke, stay low, cover your mouth with a wet cloth, stay near a 

window and open it but do not break it, and if there is a door, put something in any 

cracks around the door. Phone 911 if possible. 

 Give special attention to any visitors or persons with disabilities. If you are near 

someone identified as a visitor or disabled, help them find the way out of the building 

and to the Evacuation Assembly Point, which is the grass field NORTH of the parking lot. 

 DO NOT get in your car and leave the premises until an all clear sign is given by a Safe 

Worship Team member or by the police/fire department authority.  We must account 

for all persons who were here at the time of the fire. 

MEDICAL EMERGENCY PROCEDURE 

In the event of a medical emergency, immediately seek the assistance of a Safe Worship Team 

member of church staff/volunteer that has received formal 1st Aid (etc.) training.  Then, 

 Stay calm. Assess the situation. Look for a Medic Alert bracelet or necklace on the 

person requiring help. 

 If the situation does not require a medical professional (for example, a slightly skinned 

knee), take action as appropriate using the resources available in the first aid kits. 

 If the medical situation requires a medical professional, do the following: 

1. Have someone call 911. If you are alone, yell as loudly as possible for help. If you are 

unable to summon help, you should call 911 first, then return and assist the person 

to the best of your ability. 

2. When calling 911, give the operator as much information as possible, i.e. type of 

emergency, what help is needed, exact address, phone number, information on a 

Medic Alert bracelet or necklace. Don’t hang up until you are told to do so by the 

911 operator. 

3. If another person is available, have them go outside to flag down the emergency 

vehicle and direct them into to the person in need of help. 

 DO NOT MOVE THE VICTIM. 

 If the victim is unconscious: 

1. CALL: Check the victim for unresponsiveness. If there is no response, Call 911 and 

THEN return to the victim. In most locations the emergency dispatcher can assist 

you with CPR instructions. 

2. It is no longer recommended to do mouth-to-mouth resuscitation. 
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***Face shield is located in the first aid kits 

3. CPR: If the victim is still not breathing normally, coughing or moving, begin doing 

chest compressions. Push down on the chest 1 ½ to 2 inches above the sternum, 

right in between the nipples. Pump at the rate of 100 per minute, faster than once 

per second. 

4. An automated external defibrillator (AED) is located in the church office.  Have 

someone get it and apply it using the instructions. 

 The HeartStart Home AED is designed for use on adults and infants and 

children under 25 kg or 55 lbs. or 0-8 years old.  SMART Analysis automatically 

assesses the person’s heart rhythm and will only deliver a shock if it is needed 

— even if the Shock button is pressed.  You don’t need to worry about shocking 

someone unnecessarily. 

 Video instructions for AED use may be viewed at this link: 

https://www.usa.philips.com/healthcare/product/HCM5068A/philips-heartstart-

home-defibrillator#galleryTab=VID 

5. Continue with CPR or AED, as applicable, until help arrives. 

 If the victim is choking: 

1. Make sure they are coughing and getting air. 

2. If the victim cannot speak or cough, and you think something may be lodged in their 

throat, from behind, slip your arms around the victim’s waist. Make a fist with one 

hand and grasp with the other hand. Place your fist right above the navel area. Press 

into the abdomen with quick upward thrust. Repeat until the object is removed, or 

the victim starts breathing or coughing. 

 If the victim is bleeding: 

3. USE RUBBER GLOVES. They are in all first aid kits. Apply pressure to the area. 

4. If possible, elevate bleeding area above level of the heart. 

5. For uncontrolled bleeding that may be life-threatening, see Traumatic Bleeding 

Control Procedure (see page 28) in this section. 

YOU MUST FILE AN INCIDENT REPORT (Appendix B) for any accident that occurs on the 

premises. They are to be given to the Safe Worship Team or Office. The administrator/director 

will notify the Senior Pastor of all incident reports. 

MISSING CHILD PLAN 

Procedures Common to GPCC 

This plan applies to all children participating in any and all GPCC programs: 

 All staff, volunteer teachers, and supervisors of GPCC children shall utilize and work with 

the parents/appointed guardians to complete the drop-off (i.e. sign-in) and pick-up 

(sign-out) form each service day, along with attendance records to insure child security. 

https://www.usa.philips.com/healthcare/product/HCM5068A/philips-heartstart-home-defibrillator%23galleryTab=VID
https://www.usa.philips.com/healthcare/product/HCM5068A/philips-heartstart-home-defibrillator%23galleryTab=VID


GPCC -- Safety and Security Policies & Procedures 

Page 26 

 

Parents/Appointed Guardians shall provide their phone numbers where they can be 

reached if there is an issue with their child. 

 GPCC volunteers shall frequently and methodically take a head count of the children in 

their class/group. 

 GPCC volunteers shall not dismiss children from any class/activity until their 

parents/appointed guardians have arrived to claim them. 

 The nursery will use a number system with matching number for the child. 

When it is determined that a child is missing or potentially missing, the following process shall 

be used: 

 GP Kids & Nursery: When a teacher determines that a child is missing or potentially 

missing, he/she shall immediately report this to the youth pastor 

 Vacation Bible School: When a leader determines that a child is missing or potentially 

missing, he/she shall immediately report this to the youth pastor or appointed assistant. 

 GPS: When a leader determines that there is a missing or potentially missing child, 

he/she shall immediately report this to the applicable director. If the child cannot be 

located, the police shall be called and provided with the information on the missing 

child, and then the parents shall be notified. 

The GP Student/Children’s Ministry Director or appointed assistant shall: 

 Immediately monitor all entry/exit doors to insure that no one enters or exits the 

building without being monitored. 

 Make an immediate search of the church facilities and outside grounds in attempt to 

quickly locate the missing child. 

 Complete applicable sections of Appendix B with the name of the child, age, description, 

clothing worn etc. It is critical to be as accurate and complete as possible. This 

information will be needed for the police report. The more complete and accurate the 

description, the better the chances are that the child will be safely found. 

 Notify the parents of the missing child to see if they have the child. 

 Report the missing child to the police and provide them with the description of the child 

if the child is not located within 5-10 minutes. 

Procedures Specific to GPCC Youth Activities (GP Students/GPS) 

Youth Activities apply to the children of GPCC who are in the 6th-12th grades. They have reached 

an age where their parents/appointed guardians have given them some level of personal 

responsibility and independence. Therefore, the security procedures are as important but less 

protective than those of younger children of the church. 

 Parents/appointed guardians may drop off and pick up their children at the location of 

the youth activity or may allow their children to be driven by someone else. 

 The GPCC Student Ministry Director or appointed assistant will take attendance at all 
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youth activities. 

 When the Student Ministry Director or appointed assistant determines that a child is 

missing or potentially missing, he/she shall immediately search for the child at the 

location of the activity and immediate surrounding areas. 

 If the Student Ministry Director or appointed assistant cannot locate the missing child 

within 10-15 minutes, he/she shall complete applicable sections of Appendix B with the 

name of the child, age, description, clothing worn, etc. It is critical to be as accurate and 

complete as possible.  The more complete and accurate the description, the better the 

chances are that the child will be safely found. 

 After the police are notified, the GPCC Student Ministry Director or appointed assistant 

shall notify the parents of the missing child. 

SUSPICIOUS PACKAGE (ETC.) RESPONSE PLAN 

General Guidance 

 If a suspicious device or package is found, strongly consider evacuating the immediate 

area, immediately notify the police, and allow responding authorities to decide the next 

course of action. 

 If a note or other type of threat is found with or near the suspicious package or object, 

immediately refer to the Bomb Threat Response Plan in this section. 

 Always be on the lookout for signs of a suspicious package, which may include the 

following: 

1. No return address  

2. Poorly handwritten address(es), misspelled words, incorrect titles 

3. Excessive postage, foreign postage 

4. Stains, strange odor 

5. Unexpected delivery or restrictive notes 

6. Strange sounds 

Specific Procedure 

 DO NOT TOUCH THE OBJECT 

 Immediately clear the people from the area around the item. 

1. Tell everyone to NOT use their cell phone or any radio while in the vicinity of the 

item. Instead, wait at least until they are at least 100 yards from the device before 

using their cell phones. 

2. Evacuate the premises, but DO NOT use the fire alarm to alert others in the building 

that they must leave. 

3. If necessary use chairs, tables, or other means to block off the area near the device 

so that people evacuating do not walk by nor disturb the item. 
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 Call 7911 or 9911 (look at phone) and report the problem. 

1. Use a land line if possible. If you use your cell phone ensure you are at least 100 

yards from the device before calling. 

2. Tell the operator, “I have a suspicious package or bomb at Grace Point Community 

Church.” 

3. Calmly answer the operator’s questions. 

4. The church address is: 2393 Peachblow Road, Lewis Center, Ohio 43035. 

5. The church telephone number is: (740) 548-7718. 

 Ensure everyone moves well away from the building.  

1. Tell everyone to NOT use their cell phone or any radio while in the vicinity of the 

item. Instead, wait until they are at least 100 yards from the item before using their 

cell phones. 

2. Tell them NOT to leave in their cars until after fire/rescue vehicles have arrived and 

parked (to ensure the driveway remains open for the fire, police, and rescue 

vehicles). 

3. Ask them to pray for the safety of all persons involved. 

 When the first police or fire/rescue vehicle arrives, approach it and tell an official what 

has happened and whether anyone needs medical attention. 

 Keep out of the way of the emergency response vehicles and personnel as they do their 

work. 

 If the Senior Pastor, Terry Lewis, is not present call his cell phone (614) 571-1019 with 

information about what has happened at the Church. 

 If you are unable to directly talk to the Pastor, call the next pastor (Tom Houser, 614-

557-2222), elder board member, and Safe Worship team member to tell what has 

happened at the Church.                                                                                         

TRAUMATIC BLEEDING CONTROL PROCEDURE 

No matter how rapid the arrival of professional emergency responders, bystanders will always 

be first on the scene.  A person who is bleeding can die from blood loss in less than five minutes, 

so quickly stopping the bleeding is critical. Those nearest to someone with life threatening 

injuries are best positioned to provide immediate care if they are equipped with the appropriate 

training and resources.  The following procedures and additional resources can be found at 

https://www.bleedingcontrol.org/ 

 Locate and use a Bleeding Control Kit (centrally located and with all fire extinguishers) 

 Call 9-1-1 yourself OR tell someone to call 9-1-1  

Ensure Your Safety 

 Before you offer any help, you must ensure your own safety!  If you become injured, 

you will not be able to help the victim.  

https://www.bleedingcontrol.org/
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 Provide care to the injured person if the scene is safe for you to do so. 

 If, at any time, your safety is threatened, attempt to remove yourself (and the victim if 

possible) from danger and find a position of relative safety. 

 Protect yourself from blood-borne infections by wearing gloves, if available.  

Look for Life-Threatening Bleeding 

 Find the source of bleeding 

 If possible, open or remove clothing over the wound so you can clearly see it.  

 Look for and identify “life-threatening” bleeding. Examples include: 

1. Blood that is spurting out of the wound or pooling on the ground/floor. 

2. Blood that won’t stop coming out of the wound. 

3. Clothing that is soaked with blood. 

4. Bandages that are soaked with blood. 

5. Loss of all or part of an arm or leg. 

6. Bleeding in a victim who is now confused or unconscious. 

Compress and Control 

Key Point: There are a number of methods that can be used to stop bleeding and they all have 

one thing in common—compressing a bleeding blood vessel in order to stop the bleeding.  

 If you don’t have a trauma first aid kit: 

1. Apply direct pressure on the wound (Cover the wound with a clean cloth and apply 

pressure by pushing directly on it with both hands)  

2. Take any clean cloth (for example, a shirt) and cover the wound. 

3. If the wound is large and deep, try to “stuff” the cloth down into the wound. 

4. Apply continuous pressure with both hands directly on top of the bleeding wound. 

5. Push down as hard as you can. 

6. Hold pressure to stop bleeding. Continue pressure until relieved by medical 

responders. 

 If you do have a trauma first aid kit: 

For life-threatening bleeding from an arm or leg and a tourniquet is available: 

1. Apply the tourniquet  

2. Wrap the tourniquet around the bleeding arm or leg about 2 to 3 inches above the 

bleeding site (be sure NOT to place the tourniquet onto a joint—go above the joint 

if necessary). 

3. Pull the free end of the tourniquet to make it as tight as possible and secure the free 

end.  

4. Twist or wind the windlass until bleeding stops.  

5. Secure the windlass to keep the tourniquet tight.  
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6. Note the time the tourniquet was applied.  

Note: A tourniquet will cause pain but it is necessary to stop life-threatening bleeding. 

For life-threatening bleeding from an arm or leg and a tourniquet is NOT available OR 

for bleeding from the neck, shoulder or groin: 

1. If possible, open the clothing over the bleeding wound. 

2. Wipe away any pooled blood. 

3. Pack (stuff) the wound with bleeding control gauze (preferred), plain gauze, or clean 

cloth.  

4. Apply steady pressure with both hands directly on top of the bleeding wound.  

5. Push down as hard as you can. 

6. Hold pressure to stop bleeding. Continue pressure until relieved by medical 

responders. 

For life-threatening bleeding from a junction area (armpit, neck, groin or pelvis): 

1. Pack the wound as deeply as possible with gauze and apply direct pressure.  

*Note: REFER TO BLOOD-BORNE PATHOGEN EXPOSURE PROCEDURES (PAGE 18) FOR 

PRECAUTIONS AND CLEANUP PROCEDURES 

USE OF FORCE POLICY 

The Safe Worship Team shall develop and recommend for approval specific policies that 

address the following, at a minimum: 

 Physical contact policy 

 Use of impact or chemical weapons policy 

 Use of firearms policy 

 Restraint/detainment policy 
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Policy Approval 
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Appendix A: Emergency Action Plan (EAP) 

The ability to follow the steps listed in this appendix requires a basic understanding 

and familiarity with the policies and procedures listed herein, and in certain cases 

specific training to ensure an effective emergency response.  This EAP is intended to 

provide a quick reference for GPCC staff and volunteers, including the Safe Worship 

Team members, in response to any type of incident, regardless of severity. 

 

1. In the event of an incident, emergency, or indication of an immediate threat to 

the health or wellbeing of any person or property, IMMEDIATELY NOTIFY THE 

NEAREST SAFE WORSHIP TEAM MEMBER or GPCC pastor. 

 Safe Worship Team will respond as applicable 

2. In the case of an emergency, direct someone to call 9-1-1 (see next step) and 

perform/assist with the applicable Emergency Procedure in Section 3 of this 

document (see table of contents). 

3. If the situation warrants, or you are directed by a Safe Worship Team member 

AND IT IS SAFE TO DO SO, immediately call 9-1-1 and provide the following: 

 Your name and phone number 

 Your location  

Grace Point Community Church 

2393 Peachblow Road,  

Lewis Center, Ohio 43035 

 Nature of emergency (such as:) 

A fire has started and is out of control. 

A burglary, assault, or other crime is in progress. 

There has been a car crash or other accident. 

Someone is seriously injured (bleeding severely, in shock, etc.) 

Someone has suffered a medical emergency (like a heart attack, 

stroke, or seizure) 

 State whether or not you or others are in danger 

 Follow the 9-1-1 dispatcher’s instructions 

4. When able, gather applicable information to complete an Incident Report 

Form (Appendix B). 

5. Non-emergency and utility numbers are as follows: 
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Appendix B: Incident Report Form 

Instructions 

Complete this report under any of the following situations:  

 Any person becomes ill or receives an injury that requires First Aid or medical 

treatment while in your care; 

 A minor/child receives a bump or blow to the head or other visible injury 

regardless of treatment; 

 Any person is transported by ambulance from Grace Point or GPCC event; 

 An unusual or unexpected incident occurs that jeopardizes the safety of a 

person, such as a child left unattended, a vehicle accident (with or without 

injuries), or a person is exposed to a threatening person or situation;  

 There is an allegation or reasonable suspicion of abuse of a child.      Important: 

Consult your state’s mandatory reporting requirements for further 

information on abuse reporting; OR  

 As otherwise required by any state licensing or other authority, such as 

childcare or daycare licensing. 

 

Date of Incident: Time of Incident: 

Name and Approximate Age of Person Involved (One Report per Victim): 

Contact Information for Person Involved (or Parent/Guardian of child): 

Name:  __________________________________________________________ 

Address:  _________________________________________________________________ 

Telephone:__________________________   Email:   ______________________________ 

Nature of Injury/Incident:  
 

Location of Incident: 
 

Description of Incident: 
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Was the above information:  
 

       Reported to you by someone else? If so, who: __________________________________ 
    OR 
       Directly observed/witnessed by you?    
 

Action(s) Taken: (Check all that apply.) 
 
      Provided First Aid, etc. What/When______________________________________ 

 

      Call placed to 911 By Whom________________________________________ 

 

      Taken to hospital By Whom________________________________________ 

 

      Notified Parent/Guardian Who/When: ______________________________________ 

 

      Notified Church Official Who/When:______________________________________ 

 

      Notified Authorities Who/When: ______________________________________ 

 

      Other ________________________________________________ 
 

Witnesses to Incident: 
 
Name:_____________________________________________________________________ 

Address:___________________________________________________________________ 

Telephone:_________________________________________________________________ 

Email:_____________________________________________________________________ 

 

Name:_____________________________________________________________________ 

Address:___________________________________________________________________ 

Telephone:_________________________________________________________________ 

Email:_____________________________________________________________________ 
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Name of Person Completing This Report:___________________________________________ 
 
Position at the Organization: _____________________________________________________ 
 
Address: _____________________________________________________________________ 
 
Telephone: _______________________  Email: _____________________________________ 
 
Signature: _________________________________   Date: _______________________ 
 
Signature of Church Official: ________________________________  Date: _______________ 

 

WITNESS REPORT 

 
Name: ______________________________________________________________________ 
 
Address: ____________________________________________________________________ 
 
Telephone Numbers:   

Home: _______________________   Work: _____________________________ 
 
Cell: _________________________ Email: _____________________________ 
 

Fully Describe What You Observed: 
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WITNESS REPORT (continued) 

(from previous page) 

Anyone else you know who may have witnessed the incident? 
 

Name: ___________________________________________________________________ 
 
Address: _________________________________________________________________ 
 
Telephone:_______________________   Email:__________________________________ 
 

 

 
Name of Witness:  ___________________________________________________ 
 
Signature: ___________________________________________________ 
 
Date Signed: ___________________________________________________ 
 

Reviewed by: 

 Safe Worship Team                Senior Pastor                 Student/Children’s Dir. (minor/child only)     
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Appendix C: Lessons Learned / After Action Reporting (AAR) 

To facilitate effective planning for future emergencies, it is important to analyze the 

performance of staff and volunteers during activities and exercises conducted in 

response to incidents and create an after action report (AAR). The analysis and 

reporting contained in this report is useful for:                                     

 Serving as documentation for response activities. 

 Identifying successes and failures that occurred during the event. 

 Providing an analysis of the effectiveness of the existing Safe Worship plan. 

 Describing and defining a plan for making improvements in the Safe Worship 

Plan. 

 

Depending on the nature of the incident or policy/procedure to be reviewed, either 

a formal or informal process may be used. 

 For minor incidents or minor injuries (simple first aid used), routing of the 

(Appendix B) Incident Report Form per the “Reviewed by” section at the 

end of the form may suffice.  This informal process should consider any 

opportunities for improvement to the policies and procedures in place at the 

time of the incident, as well as any training opportunities or lapses that may 

have presented at that time. 

 For exercises and any significant/major incident (i.e., EMS is called, physical 

force/restraint is required, etc.) a more formal process is called for.  This 

process should examine all evidence or documentation generated as result 

of the exercise or incident, and a formal report should be developed for 

review and approval by GPCC leadership.  

Regardless of the level of review chosen, the following elements should be 

considered at a minimum: 

 Exercise / incident details 

 Policies or procedures applicable, used or affected 

 List of all participants (participating organizations) 

 Strengths of the response (what went right or particularly well) 

 Areas for improvement (what needs improvement) 

 Recommendations 
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Appendix D: Bomb Threat Checklist 

Copies of this checklist may be downloaded or printed directly from this link: 

https://www.dhs.gov/sites/default/files/publications/dhs-bomb-threat-checklist-

2014-508.pdf 

 

https://www.dhs.gov/sites/default/files/publications/dhs-bomb-threat-checklist-2014-508.pdf
https://www.dhs.gov/sites/default/files/publications/dhs-bomb-threat-checklist-2014-508.pdf

