
 
 

Incident report: All events require an incident report to be filled 
out.  Incident reports are located with the first aid kits and then are 
returned to the USH office. 
This Emergency Operations Plan will be invoked whenever we call 911  (e.g., the police or fire 
department).  Use the flip chart.  The person making the 911 phone call, after the call has been 
made, is responsible for the following: 

• Remain at one location with the telephone or other phone linked to the same number 
as used to contact 911 to respond to any calls back. 

• Direct someone else to go to the front of the church building or the head of the 
driveway to guide responding units to the proper location. 

• Contact Karolina Wojtysko, Church Operations Manager 860-233-9897 ext.100 
• Contact the minister: Rev. Bob Janis, 860-233-9897 ext. 103 
• If the minister cannot be contacted, contact _______________________ 
• Delegate to others any tasks that are required to be carried out.  Until relieved by the 

minister or designee, this person will remain in one location and serve as the society 
emergency operations  commander.  

 

The  Church Operations Manager or designee after arriving at the scene will assume the role of 
emergency operations commander and will be responsible for the following: 

• If not yet notified, contact the minister, Rev. Bob Janis  
• Identifying themself to the leader or chief of the emergency responders who will be 

arriving or have already responded. 
• Request permission to be included in the fire or police incident command post as a 

resource.  (This is called "unified command.") 
• Designate a member of staff or a society member who will be able to respond to the 

affected areas to report back updated information and/or to relay directions to other 
society staff and members to carry out assigned tasks. 

• Maintain communications by telephone with that designated person at all times. 
• Once the situation is "under control," remain at the command post to assist in recovery 

efforts until relieved. 
• Remain as the liaison after the event for participation in any after action reviews and 

follow up activity conducted by the responding agencies. 
 

Small-scale operations involving actions not requiring a call to 911, e.g., a telephone outage 
with repairs expected in a short period of time, or a small spill of cleaning agents in the kitchen, 
may not require activation of the emergency operations plan.  Such events can be coordinated 
directly by the people affected.  The philosophy for activating and maintaining the emergency 
operations plan is to anticipate problems and prepare responses before the impact is felt on 
routine operations. 



 
 

 

Incident report: All events require an incident report to be filled 
out.  Incident reports are located with the first aid kits and then are 
returned to the USH office. 
 

EMERGENCY SITUATION ANNEXES 

 A: Electrical Outage 

B: Wind Damage 

C: Septic System Failure 

D: HVAC (air exchange vent.) 

E: HAZMAT 

F: Flooding 

G: Fire and Smoke 

H: Medical Emergency 

I: Intruder 

J: Disturbed Person – Armed 

K: Disturbed Person – Unarmed 

 

 

Incident report: All events require an incident report to be filled 
out.  Incident reports are located with the first aid kits and then are 
returned to the USH office. 
  



 
 

 

Annex A: Electrical Outage 

Contact Karolina Wojtysko, Church Operations Manager  
860-233-9897 ext.100 
 
Contact the minister: Rev. Bob Janis 
860-233-9897 ext. 103 
 
If the minister cannot be contacted, contact _____________________ 
 
 
 
  



 
 

 

Annex B: Wind Damage 

Contact Karolina Wojtysko, Church Operations Manager  
860-233-9897 ext.100 
 
Contact the minister: Rev. Bob Janis 
860-233-9897 ext. 103 
 
If the minister cannot be contacted, contact _____________________ 
 

  



 
 

Annex C: Septic System Failure 

Contact Karolina Wojtysko, Church Operations Manager  
860-233-9897 ext.100 
 
Contact the minister: Rev. Bob Janis 
860-233-9897 ext. 103 
 
If the minister cannot be contacted, contact _____________________ 
 
  



 
 

Annex D: HVAC (air exchange vent.) 

Contact Karolina Wojtysko, Church Operations Manager  
860-233-9897 ext.100 
 
Contact the minister: Rev. Bob Janis 
860-233-9897 ext. 103 
 
If the minister cannot be contacted, contact _____________________ 
  



 
 

Annex E: HAZMAT 

Contact Karolina Wojtysko, Church Operations Manager  
860-233-9897 ext.100 
 
Contact the minister: Rev. Bob Janis 
860-233-9897 ext. 103 
 
If the minister cannot be contacted, contact _____________________ 
 
  



 
 

Annex F: Flooding 
 

Contact Karolina Wojtysko, Church Operations Manager  
860-233-9897 ext.100 
 
Contact the minister: Rev. Bob Janis 
860-233-9897 ext. 103 
 
If the minister cannot be contacted, contact _____________________ 
  



 
 

Annex G:  Fire or Smoke STATEMENT OF OPERATIONS 

The emergency management plan will be activated when there is fire or smoke threatening 
property or safety. 
 
If we do nothing else, we must evacuate the building and call 911. 

 
If you discover fire or smoke: 

1. Immediately locate and pull the fire alarm.  
2. Evacuate the area and exit the building. 
3. After you evacuate the area, call 911. Report the location, nature, 

and cause of the fire. 
4. If clothing is on fire, STOP, DROP, and ROLL.  
5. Teachers: evacuate all children and RE classes to pirate ship 

playground.  
6. Parents: evacuate yourself, then join your children’s group at the 

pirate ship. 
7. Do not remove cars until you are told to. Leave driveways clear. 
8. Allow full driveway access to responders. 

 

If the alarm sounds evacuate immediately! 
 

• Once outside the building, NO ONE IS TO RE-ENTER FOR ANY REASON! 
• Do not move cars until you are told it is safe. Driveways must remain open for emergency vehicles. 
•  Once fire and police personnel arrive at the scene, they will assume control of all activity.  Everyone must 

cooperate fully with all requests made by any uniformed first responder. 
 

 
 

Incident report: All events require an incident report to be filled 
out.  Incident reports are located with the first aid kits and then are 
returned to the USH office. 



 
 

If the alarm sounds, evacuate immediately: 

1. Do not question whether the alarm or warning is false, simply evacuate. 
2. Do not use the elevator. 
3. Assist others who may need help evacuating. 
4. Evacuate in a calm and orderly manner to the main parking lot (north east). 
5. Take only those belongings you can gather immediately (e.g. purses and keys) and dress 

appropriately for the weather. 
6. Do not use the phone system except to sound the alarm or report the location of 

casualties or people with disabilities who may need assistance. 
7. Do not enter or return to the building until told to do so by public safety officials. 
8. Do not move your car or drive away. Keep the driveway clear for emergency vehicles. 
9. Do not return to an evacuated building until the “All Clear” is given. 

 

Sunday Service Roles – Do what you can to help but do not put yourself at risk! 

Do not use the elevator! 

• On-duty WA will be last out of the sanctuary. 
• On-duty Ushers check the upstairs bathrooms, rooms around the ambulatory, and 

elevator on their way out North and South exits. 
• Off-duty WA and Ushers, identify and assist slow movers to exit safely. 
• Greeters and Welcome table last to leave the lobby. 
• Board Members and Church Leaders – crowd control outside. 
• RE Teachers and Staff evacuate the children to the Pirate Ship and stay with them. 
• Parents evacuate yourself, then join your children’s group at the pirate ship. 
• Sunday Sextons check the three downstairs bathrooms, rooms around Fellowship Hall, 

the exit next to the nursery,  and get out of the building. 
• Liaison to first-responders – Karolina Wojtysko or her designee. 

 

What if it is not during a Sunday Service? 

Modified Roles for coffee hour TBD. Use the lower-level exits. Do not use the elevator. 

 

Meeting leaders and long-term renters will take charge of their group to evacuate, call 911, and 
liaison with first responders. Discuss emergency procedures with your group beforehand. 

 

Renters follow USH staff members’ instructions.  



 
 

Annex H: Medical Emergency 

If someone is found:  Quickly scan the scene for safety.  

Check the person for responsiveness and ask “Are you okay?”  

If person is unresponsive, call out for help and call 911: 

Check for breathing and pulse. If no breathing or pulse initiate CPR. (If 
not trained in CPR, call out for help.) Continue CPR until emergency 
personnel arrive. 

If breathing and pulse are present: Assess the person for any open 
wounds and if bleeding put direct pressure on the wound to control 
blood loss. 

If injury is suspected do not move the person until EMTs arrive.  

If unresponsive or semi-conscious do not give anything by mouth. 

If the person is responsive and alert, has normal breathing and pulse 
and has no signs of trauma but medical/safety concerns persist do call 
911.  Report findings to the dispatcher and follow that advice.  If 
warranted, the dispatcher will send the EMTs who will make the next 
decision to go to the ER or not. 

Getting home safely:  If accompanied by a responsible adult or family 
member and cleared by 911, the person may be driven home.  No one 
with a seizure, fainting or any signs of mental confusion can drive 
themselves home.  Alternative provision for returning home must be 
decided. 

 Incident report: All events require an incident report to be filled 
out.  Incident reports are located with the first aid kits and then are 
returned to the USH office. 

 

See Common Medical Emergencies on back of chart in alphabetical order.



 
 

Incident report: All events require an incident report to be filled out.  Incident 
reports are located with the first aid kits and then are returned to the USH office. 

Common Medical Emergencies 
 
Allergic reaction: Common allergic triggers include insect venom (stings), nuts, shellfish and other foods.  Hives, difficulty 
breathing and facial swelling are some of the symptoms of a reaction.  Many people with severe allergies carry an Epi 
Pen which should be administered.  If severe reactions like respiratory distress occur call 911. 
 
Bleeding: Apply direct pressure with a dressing or clean covering on the wound.  If bleeding will not stop or the wound 
might require stitches the person should be taken to the emergency room. 
 
Burns:  Apply cool moist compress with clean towel or cloth.  Large burns (more than 2 by 2 inches) should be seen by 
urgent care/ER.  Extensive burns call 911. 
 
Choking: If the person can cough or speak, encourage to keep coughing.  If no cough or speaking or respirations perform 
the Heimlich Maneuver.  If unconscious, continue Heimlich and call 911. 
 
Diabetic:  If the person has diminished level of responsiveness or difficulty swallowing do not give anything to eat or 
drink and call 911.  If the person is a known diabetic and is awake and aware and able to swallow, give 6 ounces of fruit 
juice or milk.  If they behave abnormally after 15 minutes or their condition worsens, call 911.  
 
Fainting/Dizziness:   If dizzy or fainting is occurring, ask, “Are you a diabetic?” then see above.  Otherwise, if the person 
is sitting, have them lean forward or have them lie down with legs elevated 6-12”.  If symptoms persist, call 911. 
 
Falls:  Keep the person safe and advise not to move until checked for serious injury.   
If there is a serious injury call 911.   
If loss of consciousness, no recall of injury or precipitating event, stunned, dazed appearance, dizziness, poor balance, 
vision problems, call 911.   
If no serious injury, help the person up and observe until assured no medical intervention is warranted. 
 
Foreign object in eye:  Immediate care requires stabilization of the object to prevent further injury.  Do not allow the 
person to rub the eye.  Do not try to remove the object.  For small objects, cover both eyes with loose pads (eyes move 
together Covering the other eye prevents movement of the injured eye.) 

Heart attack:  Chest pain, left arm pain, jaw pain, profuse sweating and shortness of breath call 911. If not breathing or 
no pulse, call for help and begin CPR. 

Strokes:  Confusion, drooping face or mouth, numbness, difficulty speaking or limp limb call 911. 

Seizures:  Sudden onset of muscle spasms, loss of consciousness, difficulty speaking, drooling.   Call 911.  Do not restrain. 
Keep the person safe by protecting them from hitting something. Do not attempt to put anything in the mouth.   

All events require an incident report to be filled out.  Incident reports are located with the 
first aid kits and then are returned to the USH office. 



 
 

Annex I: Intruder 

Contact Karolina Wojtysko, Church Operations Manager  
860-233-9897 ext.100 
 
Contact the minister: Rev. Bob Janis 
860-233-9897 ext. 103 
 
If the minister cannot be contacted, contact _____________________ 
 
  



 
 

Annex J: Disturbed Person – Armed 

Contact Karolina Wojtysko, Church Operations Manager  
860-233-9897 ext.100 
 
Contact the minister: Rev. Bob Janis 
860-233-9897 ext. 103 
 
If the minister cannot be contacted, contact _____________________ 
  



 
 

Annex K: Disturbed Person – Unarmed 

Contact Karolina Wojtysko, Church Operations Manager  
860-233-9897 ext.100 
 
Contact the minister: Rev. Bob Janis 
860-233-9897 ext. 103 
 
If the minister cannot be contacted, contact _____________________ 
 
 


