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[bookmark: _Toc163642992]Provisions applicable to any Emergency
[bookmark: _Toc163642993]Key terminology used in this Policy
	Activity
	[bookmark: _heading=h.3znysh7]An activity involving children organised by the Church, including an Event. Examples are Kids Church, Youth on Sunday mornings, Youth on Friday nights and regular church services attended by children.

	Adult
	A person aged 18 years or older who is NOT a participant (as distinct from a Leader) in Youth Ministry Activities.[footnoteRef:1] [1:  The law defines an adult to be a person aged 18 or over. For the purpose of this Policy, we have modified that definition in order to include in the concept of ‘young person’ those aged 18 or over but still at school and participating in Youth Ministry Activities.] 


	Attendees
	Everyone on site (including staff, contractors, lessees, volunteers and visitors) when an Emergency occurs.

	Board
	Has the same meaning as in the Church’s Constitution.

	Child
	A person aged under 18 years.

	Children’s Ministry
	A Ministry primarily organised for and attended by children up to and including School Year 5.

	Children’s Ministry Leader
	Anyone (including an employee or a volunteer) working with children in an Activity (either in a leadership role or by assisting leaders). ‘Leader’ includes Coordinators and anyone appointed by a Coordinator to supervise an Activity.

	Church
	Northridge Vineyard Church.

	Coordinator
	In respect of a Ministry or Activity, the person appointed under clause 8 of the Church’s Child Protection Policy to be the leader of the Ministry or Activity.

	Crèche	
	A childminding Activity offered to children aged 1-5 years aimed at enabling parents to attend another Activity occurring concurrently.

	Emergency
	A situation that is dangerous or potentially dangerous to life, property or environment.

	Emergency Procedure
	A procedure for the Attendees to evacuate or lock down a building in an orderly and safe manner during an Emergency.

	Emergency Warden
	A person appointed to facilitate and oversee an Emergency Procedure.  If an Emergency occurs during the Sunday services, the person in the role of Service Leader is the Emergency Warden.

	Employee
	A person employed by the Church.

	Evacuation Maps
	The maps referred to in clause 13 of this Policy.

	Event:
	[bookmark: _heading=h.2et92p0]An occasional Activity not being a regular Children’s Ministry Activity, a regular Youth Ministry Activity or a regular church service. Examples are Excite and the Storehouse Christmas Party. ‘Event’ includes an Event (such as Cracker Night) taking place at an activity not organised by Northridge.

	First Aid Officer
	A person appointed to provide first aid at an Activity at which an Emergency arises.

	Marshalling Area
	A pre-specified safe location in the vicinity of the Church site, to where Attendees are relocated and evacuated, and held safely until the Emergency Warden deems it appropriate to leave.

	Medical Emergency
	An incident that results in harm to an individual which could be  critical or fatal.

	Ministry
	One or more Activities (which, if more than one, are linked primarily because of the demographic of the children intended to be involved in them). Examples of Ministries are ‘Kids Church’ and ‘Youth’.

	Natural Disaster
	A natural event such as a flood, earthquake, or hurricane that has the potential to cause great damage or loss of life.

	Parent:
	Includes a guardian and any other person (such as a grandparent) who signs a Kids Church Enrolment Form or Youth Permission Form.

	Pastor
	An employee whose title includes the word ‘Pastor’.

	Youth Emergency Sign out sheet
	A sign out sheet containing all the names of the young people who attend Youth Ministry. This sheet is housed either in the back of a folder or on a clipboard to be kept with the Youth Leaders throughout Youth Ministry.

	Young Person
	A person in the age brackets covered by students attending School Years 6-12 inclusive, including a person aged 18 or over who is a participant (as distinct from a Leader) in Youth Ministry Activities.

	Youth Ministry
	A Ministry primarily organised for and attended by young people.



[bookmark: _Toc163642994]Policy Statement 
The Church is committed to providing a safe space and system of work for all Attendees. It recognises that an Emergency may occur which requires a well-rehearsed and standardised response, aimed at ensuring the safety of all Attendees on site at the time.  
The information contained in this document provides a framework of action and response in an Emergency, and provides direction for all Attendees on site at the time.
[bookmark: _Toc163642995]Who must comply with this policy? 
All Attendees must comply with this policy.
[bookmark: _Toc163642996]Who becomes the Emergency Warden?
[bookmark: _heading=h.4d34og8]In an Emergency:
a) During a church service, the Service Leader (and if there is more than one, one of the Service Leaders appointed by that group) is the Emergency Warden for all activities taking place at the site during that church service including Kids Church and Youth);
b) At an Event, the Coordinator of the Event is the Emergency Warden; or
c) At any other time, a person who either self-appoints, or is requested by others to be the Emergency Warden, is the Emergency Warden (this includes when an Emergency occurs in the office building).
[bookmark: _Toc163642997]Who becomes the Search Wardens?
In an Emergency, the Emergency Warden must appoint at least two Search Wardens – usually they will be employees or, if the Emergency occurs during a Church Service, other people who are on the service leaders roster. However, it is in the Emergency Warden’s discretion to appoint anyone they think appropriate to carry out this role. 
[bookmark: _Toc163642998]Key Personnel during Emergencies
	Role
	Who
	Responsible for
	Identified by

	Emergency Warden (EW)
	See 4 above
	Coordinating the overall evacuation procedure and liaising with emergency services
	Yellow hat and yellow vest

	Senior Leadership (SL)
	Senior Pastors, Assistant Pastors
	Assessing and managing risk
	

	Children’s Ministry Coordinator (CMC)
	Nominated Children’s Ministry Coordinator at the relevant time.
	[bookmark: _heading=h.3rdcrjn]Coordinating the Kids Church Ministry emergency response
	Their regular lanyard

	Youth Ministry Coordinator (YMC)
	Nominated Youth Ministry Coordinator at the relevant time.
	Coordinating the Youth Ministry emergency response
	Their regular lanyard

	Search Warden (SW)
	Appointed by EW (see 5 above)
	Coordinates search of all areas to ensure no one is left behind.
	Orange hats and orange vests

	Leaders
	Any Kids Church or Youth Leader in attendance at the relevant time
	Assists in the safe evacuation of all children and youth
	



[bookmark: _Toc163642999]Procedures applicable to any Emergency 
In an Emergency,
(a) [bookmark: _heading=h.lnxbz9]the Emergency Warden is the facilitator and point-person for any evacuation or lock down. Emergency Wardens must ensure they are identifiable during an evacuation by wearing a Yellow hat and Yellow hi-vis vest (in the auditorium building these items are located on hooks outside the kitchen door and in the office building they are located on hooks on the first floor at the top of the stairs), and
(b) the Search Wardens must assist in notifying Attendees of the Emergency, evacuating Attendees, and ensuring all Attendees are accounted for by searching the property during the Emergency. Search Wardens must ensure they are identifiable during an evacuation by wearing an Orange hat and Orange hi-vis vest (in the auditorium building these items are located on hooks outside the kitchen door and in the office building they are located on hooks on the first floor at the top of the stairs).
[bookmark: _Toc163643000]Evacuation procedures
Evacuation procedures and maps showing escape routes and location of fire-fighting equipment must be mounted in clearly visible places when doors are open at the places shown in the Evacuation Maps.



[bookmark: _Toc163643001]FIRE EMERGENCY
[bookmark: _Toc163643002]Fire Emergency
[image: ]

A smoke detection system has been installed in the auditorium building and the office building. 
[bookmark: _heading=h.2jxsxqh]An activation of the detection system in the auditorium building results in an alarm sounding in the foyer. The Emergency Warden can access the Control Panel next to the Emergency Exit door in the foyer (next to the coffee machine) where the alarm can be silenced and the location of the alert can be read on the panel.
An activation of the detection system in the office building results in an alarm sounding outside the building. The alarm can be silenced by pressing the button on the individual smoke alarm that has been triggered.

	[bookmark: _heading=h.z337ya]FIRE EMERGENCY
FIRST RESPONSE

	Suspected FIRE EMERGENCY in or near the building, detected by:
a)	Personal observation, or
b)	Smoke Alarm System


	EW organises assessment and assesses.


	NO RISK: Investigation reveals no fire


	Procedure:
· EW shuts down alarm system (if activated)
· EW informs people in the auditorium, CMC and YMC of the situation.

	LOW RISK: Fire can be extinguished on the spot


	Procedure:
· Leaders in the vicinity of the risk use extinguisher to stop the fire
· EW informs people in the auditorium, CMC and YMC of the situation.
ACTION: Evacuation is dependent on smoke levels


	HIGH RISK: Emergency Services Required


	Procedure:
· EW initiates Evacuation Procedure
· EW initiates contacting emergency services
· EW appoints SWs to search all rooms of the building
ACTION: Evacuate – refer to Evacuation Procedure






	[bookmark: _heading=h.3j2qqm3]EMERGENCY EVACUATION

	EW:
· contacts emergency services if required
· notifies CMC and YMC of the situation
· appoints two SWs, and 
· announces that the EW will be leading the emergency response and giving directions.
[image: ]

	Procedures for Crèche, Kids Church and Youth to be enacted.
See individual group procedures for instructions.
[image: ]

	EW instructs Adult Attendees to evacuate the building and proceed directly to the Marshalling Area (MA) (cars must not be moved) to await further instructions. Hospitality team to assist in directing people to the MA.

EW to ensure:
· Little Seeds parents leave first to collect their children on the way
· Other parents are informed that their children will be evacuated by their Kids Church and Youth leaders and that they should meet their children at the MA.
SWs check the building (including toilets and fire escape) to ensure no one is left behind and give the all clear message to the EW once the search has been completed.
[image: ]

	EW to assess the extent of the fire and direct any volunteer firefighters to the MA when appropriate.

EW to remain in the building until the SWs confirm there is no-one else in it.
[image: ]

	Once all Attendees have been evacuated to MA, EW to supervise orderly dispersal from the MA.

	Incident reports must be completed by EW/SWs/CMC/YMC and other appropriate witnesses identified by the EW within one week of the incident.




	[bookmark: _heading=h.1y810tw]EMERGENCY EVACUATION
Little Seeds

	
EW informs CMC of the need to evacuate.

CMC informs Little Seeds leaders of the situation. 

EW then instructs Little Seeds parents to collect their children. 
[image: ]

	Parents collect their children from the Little Seeds room.

Little Seeds leaders ‘sign off’ children as they leave.
[image: ]

	Parents, with their children, move to the Marshalling Area (MA) and remain there until further directed by the EW.
[image: ]

	Little Seeds leaders ensure all children have been collected and inform CMC.

Little Seeds leaders must hand over the sign in folder to the CMC and then move to the MA until further notice.
[image: ]

	CMC informs EW that the evacuation of Little Seeds is complete.




	EMERGENCY EVACUATION
Kids Church

	
EW informs CMC of the need to evacuate.

CMC instructs Kids Church to evacuate and YMC instructs young people to evacuate, starting with those closest to the fire
[image: ]

	Leaders of each group check the ‘Sign In’ folder to check all children are present.

Leaders must notify CMC immediately if any children are not present.

SW must be notified whether all children are present. If any are missing, the SW must alert the EW and search all rooms.
[image: ]

	CMC uses rope to assist evacuation: All children to hold the rope with one hand and walk in single file together to the Marshalling Area (MA). Leaders must be at each end of the rope and one Leader must bring the ‘Sign in’ folder. All children must remain holding the rope in the MA until further directed by the EW.
[image: ]

	At the MA, a Leader must check all children are present using the ‘Sign In’ folders. SW must be notified whether all children are present. If any are missing, the SW must alert the EW and search all rooms.
[image: ]

	At the MA, parents must sign out their children on the ‘Sign In’ folders before collecting them from the MA.
[image: ]

	When all children have been signed out and collected by parents, a Leader must give the ‘Sign In’ folders to the CMC. The CMC must then inform the EW that the evacuation of Kids Church is complete.



	[bookmark: _heading=h.4i7ojhp]EMERGENCY EVACUATION
Youth

	
EW informs YMC of the need to evacuate.

YMC informs Youth leaders of the situation. 
[image: ]

	YMC to confirm the number of young people present using the Youth ‘Roll’. 

YMC must notify the SW whether all young people are present. If any are missing, the SW must alert the EW and search all rooms.
[image: ]

	YMC must escort all young people to the Marshalling Area (MA). 
[image: ]

	At the MA, the YMC must check all young people are present using the Youth ‘Roll’. SW must be notified whether all young people are present. If any are missing, the SW must alert the EW and search all rooms.
[image: ]

	At the MA, parents must sign out their young people by initialling the Youth ‘Roll’ before collecting them from the MA. A Youth Leader, at the EW’s discretion, may sign out a young person if no parent is available. 
[image: ]

	When all young people have been signed out and collected by parents, the YMC must give the initialled ‘Roll’ to the EW and confirm to the EW that the evacuation of Youth is complete.





[bookmark: _Toc163643003]PERSONAL THREAT
1. [bookmark: _Toc163643004]Personal threat
[image: ]
A personal threat situation is an incident whereby the personal safety of Attendees is at risk. 
This threat may arise from:
· an armed or unarmed person confronting one or more people on site in a violent or threatening manner, or
· as a result of a bomb threat received in some way.	
	PERSONAL THREAT EMERGENCY
FIRST RESPONSE

	Person witnessing Personal Threat (PT) immediately notifies EW, providing as much detail as possible.


	EW quickly discusses the situation with the church Senior Leadership(SL) and the CMC and YMC, if present. 

SL (if present) and EW decide on necessary action.


	LOW RISK: Situation resolvable through negotiation


	Procedure: EW & SL approach person/s involved and resolve situation.

ACTION: Relocation or Lockdown Procedures only if deemed necessary


	HIGH RISK: Situation requiring external assistance

Eg Flames and large amount of smoke


	Procedure: EW contacts Emergency Services

ACTION: Lockdown/Relocation Procedure as directed by EW






	[bookmark: _heading=h.3whwml4]LOCKDOWN PROCEDURE
Kids Church & Youth

	If EW decides that a LOCKDOWN is required, EW:
· contacts emergency services if required
· instructs CMC and YMC to LOCKDOWN Kids Church and Youth
· appoints two SWs
· announces that the EW will be leading the emergency response and giving directions.
[image: ]

	CMC and YMC must ensure doors are locked with Leaders and children and young people remaining in rooms until otherwise directed.

Communication to be established by mobile phones between EW, CMC, YMC, Senior Leadership, Leaders and SWs. (Phone numbers can be found in ‘Sign In’ folders.)
[image: ]

	Leaders must check all children and young people are present using the ‘Sign In’ folders and Youth ‘Roll’. SW must be notified by mobile phone whether all children and young people are present. If any are missing, the SW must alert the EW and search all rooms if deemed safe to do so.

SWs to take all reasonable and safe steps to locate any missing children or young people and keep EW informed of the location of all children and young people.
[image: ]

	When the incident requiring the Lockdown is over, EW to inform SWs that rooms can be unlocked. SWs to inform CMC and YMC that doors can be unlocked.
[image: ]

	Standard sign out procedures to be followed for all groups as children and young people are collected by parents.

	Incident reports must be completed by EW/SWs/CMC/YMC and other appropriate witnesses identified by the EW within one week of the incident.





	RELOCATION PROCEDURE
Kids Church & Youth

	NOTE: RELOCATION when there is a Personal Threat Emergency should be used only if:
· it is expected to provide increased safety for children and young people; and
· it can be carried out safely.
EW must use their discretion to decide whether all or only part of Kids Church and Youth should be relocated.
[image: ]

	If EW decides that a RELOCATION for all or part of Kids Church and Youth is appropriate, EW:
· contacts emergency services if required
· identifies a SAFE ZONE (SZ) 
· instructs CMC and YMC to RELOCATE to the SZ that part of Kids Church and Youth they have determined should be relocated
· appoints two SWs
· announces that the EW will be leading the emergency response and giving directions.


	CMC and YMC must supervise moving the relevant children and young people to the SZ using standard evacuation procedures eg rope/single file.

Communication to be established by mobile phones between EW, CMC, YMC, Senior Leadership, Leaders and SWs. (Phone numbers can be found in ‘Sign In’ folders.)
[image: ]

	Leaders must check all children and young people are present using the ‘Sign In’ folders and Youth ‘Roll’. SW must be notified by mobile phone whether all children and young people are present. If any are missing, the SW must alert the EW and search all rooms if deemed safe to do so.

SWs to take all reasonable and safe steps to locate any missing children or young people and keep EW informed of the location of all children and young people.
[image: ]

	When the incident requiring the Relocation is over, EW to inform SWs that children and young people can be returned to their normal locations. SWs to inform CMC and YMC that children and young people can be returned to their normal locations.
[image: ]

	Standard sign out procedures to be followed for all groups as children and young people are collected by parents.

	Incident reports must be completed by EW/SWs/CMC/YMC and other appropriate witnesses identified by the EW within one week of the incident.






[bookmark: _Toc163643005]NATURAL DISASTER
[bookmark: _Toc163643006]Natural disaster
[image: ]
(For Sunday Services & church events in the building)
A Natural Disaster is an event such as a flood, earthquake or hurricane that has the potential to cause significant damage or serious injury or loss of life.
These are events that require greater attention and response than a simple evacuation – it may require a lock-down or evacuation of Attendees. 
Examples of Natural Disasters: 
•	Severe Rain/Wind (Storm)
•	Flooding
•	Earthquake
•	Bushfire
	[bookmark: _heading=h.3as4poj]NATURAL DISASTER EMERGENCY
FIRST RESPONSE

	Person witnessing or becoming aware of a Natural Disaster (ND) immediately notifies EW, providing as much detail as possible.


	EW quickly discusses the situation with the church Senior Leadership (SL) and the CMC and YMC, if present. 

SL (if present) and EW decide on necessary action.


	EW informs CMC and YMC of decided action (Evacuation, Lockdown or Relocation). CMC and YMC must then act in accordance with the relevant procedure set out elsewhere in this Policy ie implement an evacuation, lockdown or relocation as instructed by the EW..


	When emergency response is over, EW informs CMC, YMC and SWs CC) of appropriate action on leaving the site.





[bookmark: _Toc163643007]MEDICAL EMERGENCY
[bookmark: _Toc163643008]Medical Emergency
[image: ]
Medical emergencies are events requiring greater attention and response than basic first aid. Examples are: 
•	Serious Injury (e.g. Significant head Injury, broken bones, significant burns) 
•	Heart Attack 
•	Anaphylaxis / Allergic Reaction 
•	Epileptic Fit / seizures
•	Asthma-related emergency

	MEDICAL EMERGENCY
FIRST RESPONSE

	First person aware of the Medical Emergency(ME) should immediately provide details of the incident to the SL, CMC or YMC (as appropriate depending on the location) (‘Relevant Leader’).


	The Relevant Leader should inform a First Aid Officer (FAO) Or Medically Trained Person (MTP) if available.


	The relevant Leader should obtain the First Aid kit from the kitchen while FAO or MTP quickly make an assessment of the severity level of the incident.
 

	LOW LEVEL: Only general First Aid required

	Procedure:
· FAO/MTP administer First Aid
· Parents must be notified (if child/young person involved)
· FAO/MTP/CMC/YMC/witness complete incident report and follow up.


	MEDIUM LEVEL: First Aid & extra medical attention required

	Procedure:
· FAO/MTP administer First Aid to stabilise
· Parents must be notified (if child/young person involved)
· Further treatment discussed with relevant persons and transport options decided
· FAO/MTP/CMC/YMC/witness complete incident report and follow up

	HIGH RISK		Life threatening, requiring ambulance

	Procedure:
· EW/FAO/MTP organise ambulance - call 000
· FAO/MTP administer appropriate first aid (including defibrillator)
· EW must notify parents(if child/young person involved)
· EW to direct ambulance to situation
· FAO/MTP/EW/CMC/YMC/witness complete incident report and follow up





[bookmark: _Toc163643009]RESOURCES
[bookmark: _Toc163643010]Evacuation maps
Drawings of the Evacuation Maps for the Warehouse and office building are located in Google drive at Church Files>Policies> Emergency Response Policy>Current Version> Evacuation Maps
[bookmark: _Toc163643011]Incident Report
The NVC Incident Report can be found at Appendix 9 of NVC’s Child Protection Policy.
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