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2 - LOSS PREVENTION 
 
201  Overview 
Fire, vandalism, arson, theft, water damage, and storm damage are the most common 
causes of property loss to parish/school/agency facilities. Your efforts to eliminate fire 
hazards, guard against criminal acts, and prepare for natural disasters are necessary in 
order to protect your property from loss and to minimize our insurance premiums. 
 
202  Periodic On-Site Safety Inspections 
To maximize the effectiveness of Diocesan Loss Prevention policies and procedures, 
Catholic Mutual Group and members of the Diocesan Properties & Risk Management Office 
will perform annual inspections at all schools and periodic inspections at all parish, school 
and agency locations. Loss prevention and safety inspections will be 
scheduled/communicated in advance and will include Catholic Mutual Group and Diocesan 
Risk and Insurance Management representatives. A parish/school/agency representative 
must participate and accompany Catholic Mutual and Diocesan representatives during the 
inspection. Following the inspection, the parish/school/agency will receive a written report of 
deficiencies and will outline any safety hazards and/or liability exposures. 
Parishes/Schools/Agencies are required to maintain a copy of this report for its records and 
return a copy, along with a plan of correction, to Catholic Mutual Group and the Diocesan 
Manager of Risk and Insurance within 30 days. Parishes/Schools/Agencies need not have 
corrected each deficiency within 30 days, however the report with “planned actions and a 
potential completion date” must be returned within 30 days of receipt. 
 
203  Annual Self Inspection Reporting Requirements 
Being that every church/agency location cannot receive an annual inspection, Catholic 
Mutual provides every Church/Agency location  with a “Self-Inspection Report” which 
requires that  a designated location representative perform a focused location walk 
through/inspection, complete, and return the “Self-Inspection Report.” The Self-Inspection 
Reports (SIRs) are critical to the identification of potential risk and liability exposure. These 
reports are Catholic Mutual’s “eyes and ears” as to the condition of each location so that 
Catholic Mutual and the Office of Properties and Risk Management can assist with identifying 
and correcting potential hazards. By completing these annual SIRs, a culture of safety is 
created and sustained It is the goal of the Diocese to ensure a safe, healthful environment for 
all, including, but not limited to, employees, volunteers, students, parishioners, vendors and 
other visitors. Injury losses from incidents can be devastating and costly, and many times are 
found to have been preventable.  
Parishes/Agencies are required to maintain a copy of this report for its records and return a 
copy, along with a plan of correction, to Catholic Mutual Group and the Diocesan Manager of 
Risk and Insurance within 30 days. Parishes/Schools/Agencies need not have corrected 
each deficiency within 30 days, however the report with “planned actions and a potential 
completion date” must be returned within 30 days of receipt. 
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204  Preventative Maintenance 
Preventative maintenance is the single most important loss prevention measure to preserve 
the value and integrity of buildings, equipment, and grounds and prevent excessive repair or 
replacement expenditures. 

 
205  Fire Prevention 

205.1  Electrical Hazards 
Electrical appliances, as well as building electrical system itself, are sources of ignition. In order 
to help minimize the likelihood of an electrical fire, we recommend the following: 

• Know where the main electrical panel, circuit breaker or fuse boxes for each of your 
buildings are located. Make sure that there is clear access and at least a three-foot 
clearance area is maintained in front of the panels. 

• Electrical service rooms are not to be used for storage of any kind. 

• If your building has fuse boxes, be sure that fuses are of proper amperage and that 
bypasses (such as pennies in fuse sockets) have not been used. 

• If you have circuit breakers that trip, fuses that blow, switches that get hot or other 
similar problems, call a licensed electrician for inspection and repair. 

• All electrical system replacement and repair work is to be performed by a qualified, 
licensed electrical contractor in compliance with state electrical building codes. 

• Portable electric resistance heaters (i.e., space heaters) that utilize a “glowing element” 
are NOT allowed and should be disposed of immediately. 

• Extension cords are not a substitute for permanent wiring. Furthermore, they may not 
be run under carpets, through walls, through concealed spaces, etc. 

• Outlet multipliers (devices that allow multiple cords to be plugged into a single outlet) 
encourage circuit overload and are not to be used. Underwriters Laboratory (UL) listed 
power strips with built-in circuit breakers are a better option. 

• Use UL listed surge protectors to help shield computers and similar sensitive electronic 
equipment from “power spikes.” 

• Keep combustible materials, wood, paper, dust accumulations, etc., well away from 
electrical appliances and outlets. 

205.2  Heating System 
• Proper inspection and maintenance are key to minimizing fires resulting from heating 

systems. 

• Boilers and other similar pressure vessels are to be inspected and certificates posted 
as required by state law. 

• Heating and air conditioning (HVAC) systems are to be checked annually by a qualified 
contractor. 

• Furnace filters are to be changed as needed. 

• Fireplace and wood-burning stove chimneys are to be professionally cleaned on a 
periodic basis. Frequency of cleaning depends on usage. 
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• Combustible materials are to be stored well away from any heat-producing appliance, 
such as boilers and furnaces. Do not use boiler or furnace rooms for storage. 

• Kerosene, or other portable fuel fired heaters are not to be used. 

205.3  Kitchen Hazards 
Kitchens, especially large, commercial kitchens, present significant fire hazards. Items to 
consider in minimizing kitchen fire hazard include: 

• The hood and vent system over cooking surfaces are to be cleaned with a frequency 
sufficient to prevent grease buildup, which may result in a fire. “Commercial” or 
“Restaurant Type” cooking surfaces, deep fat fryers and hood and vent systems are to 
be fitted with an automatic extinguishing system interlocked to cut off the fuel. The 
automatic extinguishing system (Ansul) should be serviced annually. 

• Every kitchen must be equipped with a readily accessible fire extinguisher, first aid kit 
and blood borne pathogen kit. 

• Know where the main water, gas, and electrical shutoffs are and how to use them. The 
emergency shutoffs should be properly identified. The color systems are Gas – Yellow, 
Water – Blue. 

• Chafing dishes and other food warming devices utilizing open flames should be used 
with caution. Liquid fuel, such as alcohol, should be avoided. Gelled fuels are 
preferable. At least one fire extinguisher of the appropriate size and type is to be 
dedicated to each area using chafing dishes and open flame food warmers. 

205.4  Smoking 
Smoke-free environments are encouraged because improper disposal of smoking materials 
may cause smoldering fires that erupt long after facility users have left the building. To help 
minimize the possibility of a smoking-related fire: 

• Post “No Smoking” signs as necessary and enforce the policy. Do not allow smoking 
in storage rooms, maintenance shop areas where flammable or combustible liquids are 
stored, etc. 

• If smoking is allowed, provide adequate, non-combustible ashtrays located no closer 
than 25 feet from any entrance or exit from a building. 

• Remove garbage from buildings immediately after events; make sure dumpsters and 
garbage cans are closed and not immediately adjacent to buildings. 

205.5  Lightning 
Susceptibility to lightning strikes depends upon several factors such as building height, 
construction, location, and the number and type of surrounding buildings. Taller buildings in 
open areas are generally more susceptible to lightning strikes than are shorter buildings in 
built-up areas. Lightning protection systems listed by Underwriter’s Laboratory may be 
beneficial in preventing lightning-related fires. We recommend that you consult with your local 
fire department regarding lightning strike susceptibility for your building. 

205.6  Portable Fire Extinguishers 
Even though your facility may be equipped with an automatic sprinkler system, portable fire 
extinguishers are also to be available for emergency use on small fires or in the interim 
between discovery of a fire and the functioning of automatic equipment and/or the arrival of 
professional fire fighters. 
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Extinguisher Requirements: 

• In compliance with all state and local codes 
• Approved by a recognized testing laboratory 
• Be the right type for each class of fire that may occur in the area 
• In sufficient quantity and size to protect against the expected exposure in the area 
• Located where they are readily accessible and clearly identified 
• Maintained in operating condition, visually inspected every 30 days, inspected annually 

and documented by an outside service, and recharged as required 
• Operable by area personnel who are trained to use them effectively 

Extinguisher Types: 
Portable extinguishers are classified to indicate their ability to handle specific classes or types 
of fires: 

• Class A – foam or water for use on wood, textiles, rubbish, and ordinary combustibles 
• Class B – foam, dry chemical, or carbon dioxide for use on flammable liquid such as 

oil, gasoline, paint, and grease 
• Class C – carbon dioxide or dry chemical for use on energized electrical equipment 
• Multipurpose dry chemical – for Class A, B, and C fires 

Never use a water-type extinguisher on live electrical equipment, since you can be 
electrocuted by the electrical current following the water stream to your body. Also, never use 
water on a Class B fire since you could splash flaming liquids over a wider area. 
 
205.7  Candle and Incense Safety 
Because candles and incense are important symbols of the Church and used in Church 
properties, the following policy must be followed to reduce the chance of fire in your facility: 

• If votive candle stands are used, noncombustible material such as glass, tile, stone, 
marble, or granite is to be in place beneath the candle lighting/burning area. If candle 
stands are positioned over carpet, a fire-resistant mat or Plexiglas sheet should be 
placed under the stands to reduce fire and protect the surface underneath from dropped 
matches or spilled wax. 

• Only allow candles manufactured by a reputable candle manufacturer. Do not allow 
candles to be brought into the Church from parishioners or visitors. Many of these 
candles are improperly made and have been the source of numerous fires. 

• Keep candles away from combustible items such as linens, runners, or curtains. Even 
flowers placed too close to a flame can ignite when they become dry. 

• Keep all open flames away from flammable liquids. 

• Candles are to be placed in double-insulated fire-proof containers or secured by a 
sturdy non-combustible base/holder. 

• Care must be taken in the placement of candles in relation to seating, foot traffic areas, 
and exits. 

• Keep candles free of foreign objects such as matches and wick clippings. 

• Ensure matches, lighting sticks and lighters are safely out of the reach of children. 
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• Provide a non-combustible container filled with sand to extinguish and place matches 
or lighting sticks. 

• Candles and incense are NOT permitted in schools or offices. The only exception is for 
religious/prayer purposes in a classroom, but the candle must be extinguished 
immediately when concluded. 

• Keep wicks trimmed to one-quarter inch and extinguish them when they get to within 
two inches of the holder. Candles are to be extinguished before the last half-inch of 
wax begins to melt. 

• Extinguish candles with a snuffer to avoid burns from hot wax. 

• Let candles and holders cool sufficiently prior to moving. 

• Never leave a candle burning in an unoccupied room. The only exceptions would be 
for votive candles and the sanctuary lamp candle. These candles are specifically 
manufactured to burn until they self-extinguish. 

• Never let candles burn for more than four hours at a time. The same exceptions as 
above apply. 

• No lit candles on live or artificial holiday greenery. Exception: any artificial wreath (i.e. 
Advent wreath must be fire retardant and candles set in a protective container). 

• Ensure a 5-pound Multipurpose (Class A, B, and C) dry chemical fire extinguisher is 
wall mounted near the location of candles. 
 

205.8  Extension Cords 
Please observe the following guidelines when using extension cords: 

• Use extension cords only when necessary and only on a temporary basis. 

• Never plug extension cords/powerstrips into other extension cords/powerstrips 
(“daisy-chaining”) 

• Never allow extension cords to run through a walkway or to create a tripping hazard. 

• Use polarized cords with polarized appliances. 

• Discard old, cracked, worn, or damaged extension cords. 

• Buy quality extension cords with safety closures and other safety features. 

• Use only three-wire extension cords for appliances with three-prong plugs. 

• Never cut off the third prong, which is a safety feature designed to prevent the risk of 
shock or electrocution. 

• Insert plugs fully, so no part of the prongs is exposed when in use. 
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• When disconnecting, pull on the plug rather than the cord to avoid damaging 
connections. 

• Do not place extension cords under rugs or carpets or in any areas where they could 
be damaged by furniture or foot traffic. 

• Check the plug and the body of the extension cord while in use. If the cord feels “hot,” 
this is a warning the cord is defective or the incorrect size and should be replaced. 

• Do not use staples or nails to attach extension cords to a baseboard or other surface. 

• Outlet multipliers (devices that allow multiple cords to be plugged into a single outlet) 
encourage circuit overload and are not to be used. Underwriters Laboratory (UL) 
listed power strips with built-in circuit breakers are a better option. 

• Use UL listed surge protectors to help shield computers and similar, sensitive 
electronic equipment from “power spikes.” 

• Do not overload light-duty cords by plugging in appliances which draw more watts 
than the rating of the cord. 

• Use special, heavy-duty extension cords for high-wattage appliances such as air 
conditioners, electric heaters, and freezers, or when used on a permanent basis. 

• For outdoor use, use only extension cords approved and labeled for outdoor use. 
 

205.9  Control of Combustible Materials 
Controlling the type, amount, and storage of combustible materials on premises will reduce 
the likelihood and extent of accidental fires. 
 
205.10  Common Combustible Materials 
Common combustibles include wood, paper, gasoline, and other similar materials. In order to 
help minimize the fire risk associated with such materials, we recommend the following: 

• Dispose of any unnecessary, combustible material, such as old magazines, scrap 
woods, furniture, etc. 

• Generally, at least a three-foot clear space above storage is specified in non-
sprinklered buildings and a 1-1/2 foot clearance is specified in sprinklered buildings. 
Clearance in non-sprinklered buildings is usually measured from the ceiling or roof 
trusses (whichever is lower) to the top of storage. In sprinklered buildings, clearance 
is usually measured from the top of storage to the sprinklers. 

• All stairways, aisle ways and exit ways are to be free of storage. 

• Eliminate storage in attics, electrical/mechanical rooms and other concealed spaces. 

• Avoid the use of portable space heaters that utilize resistant heat elements (Glowing 
red). Sealed-oil (radiator-type) and ceramic element space heaters are preferred and 
less hazardous.  

• No flammable or explosive material (i.e. Gasoline) should be placed or stored within 
any building or structure. 
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• Paints should be stored in a separate, lockable metal cabinet. 

• Natural combustible materials, such as grass clippings weeds and brush, must be 
cleared around the perimeter of buildings  

• Cut and remove any dead or dying portions of trees. 

• Remove that portion of any tree that is above or extends within 15 feet of any 
chimney or stove pipe. 

• Special furnishings (such as theater curtains) and tents used for public assembly are 
required to be made of flame retardant material. 
 

205.11  High Hazard Materials 
• For parish operations, high hazard materials include flammable and combustible 

liquids, such as gasoline, oil base solvents, thinners, and spray paint. In order to 
minimize the fire hazard due to these materials, we recommend the following: 

• Do not store any flammable and combustible liquids (including duplicating fluid). 
Whenever practical, buy only as much as you need for one use. 

• Fuel, such as gasoline, should not be stored on premises unless absolutely 
necessary. 

• Flammable or combustible liquids are to be used in a well-ventilated area away from 
sources of ignition. 

• Never use gasoline or other flammable liquids as cleaning solvents. 

• Old chemicals (paints, solvents, garden sprays, etc.) should be disposed of in an 
environmentally sound manner. Many old chemicals may be flammable or unstable. 

• All containers are to have their contents properly labeled. 

 
206  Building Security 
 

• It is recommended that Churches/Schools/Agencies form a Safety and Security Team 
to ensure that location security infrastructure and policy remains robust. Catholic 
Mutual has prepared a Parish Safety and Security Guide that provides valuable 
guidance and structure for Parish Safety/Security plan development and 
maintenance. Please contact the Office of Risk Management for more information. 

• Where applicable, and depending upon local fire codes, exterior doors are to be 
secured with a deadbolt lock with a minimum 1-inch bolt throw and a steel cylinder 
guard. Do not install door locks or window bars that obstruct emergency exits. All 
exits must be available for use whenever the building is occupied. 

• All exterior doors should be of solid construction and a minimum of 1-3/4 inch thick. 
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• All exterior doors with exposed hinge pins should have non-removable or welded 
pins. 

• All exterior doors with glass panels should use a double cylinder deadbolt lock. When 
locking from the inside, have a key available if emergency exit is required. 

• Glass may be replaced with burglar-resistant glazing such as polycarbonate glazing. 

• Door frames should be reinforced by adding shims between the door frame and studs 
where necessary. 

• Reinforced strike plates and boxes must be used with a deadbolt lock, using screws of 
sufficient length to reach into the studding. 

• Sliding glass doors are to be equipped with an auxiliary deadlocking device. 

• Provide adequate lighting for the exterior of the building, particularly in areas offering 
concealment. 

• Avoid the placement of any shrubbery, foliage, or decorative items that may offer 
concealment to a potential burglar. 

 
207  Water Damage Prevention 
Common sources of water damage include faulty roofing, cracked caulking around windows, 
doors and masonry joints, plumbing leaks, and improper maintenance of drains. To help 
minimize the likelihood of water damage losses, we recommend the following: 
 
207.1  Roofs 
All roofs are to be inspected on an annual basis. Gutter and roof drains are to be checked and 
cleaned semi-annually, along with the general condition of the roof and caulking. Also check 
to see that the roof is secure from wind damage. Leave roof inspection and repairs to 
professionals! Working on roofs requires special equipment and skills. Non-professionals may 
cause additional damage and are subject to dangerous falls. This is not a job for volunteers. 
 
207.2  Plumbing 

• Plumbing in unheated spaces or with direct exposure to outside air should be protected 
from freezing. 

• Know the location of main water and fire sprinkler system shut-off valves. 

• Assure that the valves are accessible and in good working order. 

• Water heater pressure relief overflow tanks must be secured to a rigid object and 
should never be supported by only the connecting pipe 

 
207.3  Drains 
Periodically check floor drains and sump pumps to assure that they are open and in working 
order. 
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Water heater pressure relief valve discharge is to be piped to a safe area outside the building 
or directly to the existing drainage system.  
 
207.4  Other Sources 
Windows and doors should be weather-stripped. Water supply and drain lines for boilers and 
air conditioners should be checked at least annually. 
 
208  Winterization 
Each year severe winter weather causes millions of dollars’ worth of commercial property 
damage: roofs collapse from weight of snow; sprinkler systems freeze up; pipes break; 
overheated furnaces and/or temporary heating systems set buildings on fire, etc. In addition, 
property losses interrupt the normal course of activities. 
Severe “freeze” losses can occur just by windows being left open at unoccupied buildings, and 
many losses can be prevented if buildings are properly prepared and inspected prior to severe 
winter weather. 
Please remember, this is an ongoing process during the entire winter season. 
 
209  Vacant or Unoccupied Buildings 
The following items need to be addressed for any vacant and/or unoccupied building: 

• The building should be well secured. Appropriate locks and lighting should be provided. 

• Conduct regular checks on both the exterior and interior of the building to ensure 
damage or break-in has not occurred. 

• If the building will not be heated, whenever possible contact the municipal water supply 
company and instruct them to shut off the water supply before it enters the building. If 
this is available, drain the entire system. It is recommended to consult with the water 
company whether your building’s main water valve and any others should remain open. 

• If the above situation is not available, the main water supply valve should be turned off. 
Any exposed piping up to the main valve needs to be appropriately protected. All 
remaining water in the building needs to be drained. This includes water in piping 
systems, all bathroom related fixtures and any holding tanks.  

• If any hot water tanks will no longer be utilized or heated, water should be completely 
drained.  

• Any plumbing or drain traps need to be filled with environmentally friendly antifreeze.  

• If the building is equipped with a fire sprinkler system, whether wet or dry, appropriate 
measures to drain and secure the system must be taken. Qualified service 
representatives are to be utilized for fire sprinkler system servicing and water removal. 

• All electrical breakers are to be shut off except those providing security lighting or 
heating, if any heating units are to remain operating. 
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210  Criminal Losses – Theft, Vandalism and Arson 
Intentional criminal acts, such as theft, vandalism, and arson, account for many of the property 
losses suffered by Diocesan Entities/Parishes. Any of these types of losses must be reported 
to the local authorities immediately. The following suggestions apply to prevention of theft, 
vandalism, and arson as a group, since these acts often occur together or in succession. 
Store items that are typical targets of theft in a secure area and away from public view. These 
items include: 

• Sacred vessels 
• Cash 
• Video equipment (projectors, monitors, televisions, phones, etc.) 
• Audio equipment 
• Computers and office equipment 
• Musical equipment 
• Power tools, lawn equipment, toolboxes and equipment 

210.1  Procedures to Safeguard Assets 
• Use an engraver or other means to put permanent markings on valuable equipment, 

theft target items, etc., so that they may be identified in case of theft. 

• Photograph and inventory valuables. Store these documents perhaps in a safety 
deposit box. Remember to photograph identifying marks. 

• If you have a video recorder, create a video tour and inventory. Remember to record 
identifying marks. 

• Store a copy of inventories at a safe, off-premises location. 

• The personal property of Priests and religious personnel is insured only to $25,000 
subject to a $250 deductible. A personal inventory of personal owned items must be 
on file at the Chancery if coverage/reimbursement is to apply. If items are valued at a 
high level, it is recommended that the owner secure additional coverage. This 
coverage will be at their own expense. 

• In matters dealing with money handling policies and procedures, please refer to the 
Diocesan Financial Policy Manual. 

• Do not let buildings look vacant. Do not abandon school buildings in the summertime. 

• Maintain contact with the local police department. Request more frequent patrols. 

• Strictly control the issuance of keys. Change or re-key locks as necessary. 

• Do not install door locks or window bars that obstruct emergency exits. All exits are to 
be available for use whenever the building is occupied. 

• Door and window hardware should be tamper resistant. 

• Close and latch windows securely when buildings are unused. 

• Consider protective screens or polycarbonate shield over exterior-mounted stained-
glass openings 
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• Use exterior lighting on timers or photo electric device for automatic operation at 
night. 

• Prune back dense trees and bushes close to the buildings where one could hide. 

• Eliminate easy ways for thieves to access the roof of buildings, stairways or light 
wells. 

• Move trash cans and dumpsters away from buildings and keep them closed. 

• Keep valuables in vehicles out of sight  

• Look for early warning signs of theft, vandalism, and arson, and increase security as 
necessary: 

o Suspicious persons loitering about or making frequent passes by the parish 
facility 

o Matches, combustible materials, etc., discovered in odd places  
o Failed break-ins or arson attempts. 
o Suspicious telephones calls or letters 
o Upswings in graffiti or minor vandalism 
o Holes cut in fences. (Repair them immediately.) 
o Look for clothing, bedding, etc. that could indicate someone seeking shelter on 

premises. 

• If you encounter persistent problems, contact local police and the Diocese’s Property 
& Risk Management Office for the possibility of hiring a security patrol service or 
installing a burglar alarm system. 

 
212  Hazardous Materials, Chemicals and Flammable Liquids  
Hazardous Materials, chemicals and flammable liquids cover a very wide range of materials 
that could prove dangerous for one or more reasons such as poisonous, flammable, explosive, 
hard to handle, hard to dispose of, or toxic. 
If you come in contact with a substance you are not sure of, or a material you are unfamiliar 
with, use caution. Always read the labels on the containers and follow the directions. If there 
are no labels or directions on the container and you are not sure of how to handle a potentially 
hazardous item, check with your supervisor.  
Caution must always be used when handling or mixing any chemical or flammable liquids. 
Chemicals cover a broad range of items, some of which we never consider as hazardous or 
dangerous – like bleach or detergents used in laundries, or cleaning solutions used in everyday 
housekeeping. If these items are improperly mixed, injury or damage can occur.  
If protective clothing is needed or if special procedures or precautions are called for, take the 
time to follow them very closely before attempting to handle or mix the chemical or flammable 
liquid. 
212.1  Chemicals 
Chemicals may include, but are not limited to the following:  
Germicide - Bleach 
Shampoo 
Foot Powder  

Antiperspirant 
Scouring Powder 
Ammonia  

Deodorizer 
Medicated Ointment 
Window Cleaner  
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Insecticide 
Furniture Polish 
Oven Cleaner 

General Purpose Cleaner 
Dust Mop Treatment 
Drain Cleaner 

Dishwashing Detergent 
Laundry Detergent 
Floor Finish 

 
Never take a shortcut when it comes to the recommendations or directions on the 
labels, as they are there for your protection and safety. 

• Keep all chemicals locked up when not in use. 

• Keep all chemical containers labeled at all times. 

• Protective clothing is to be worn when mixing or working with chemicals whenever 
necessary or prescribed. 

• Always store or transport flammable liquids in proper containers. 

• Always use caution against fires when working with or around flammable liquids. 

• Always store combustible materials that have become saturated with a flammable liquid 
in a covered metal container. 

• Always use proper respirators when handling any chemicals whose fumes or vapors 
can be toxic. 

• Remove your clothing immediately should it become soaked with a flammable liquid or 
corrosive chemical. 

• Thoroughly rinse all areas of the body that come in contact with a flammable liquid or 
corrosive chemical. 

• Do not assign inexperienced personnel to handle or mix any chemical or flammable 
liquids. 

• Do not try to handle any chemical or flammable liquids if you are not absolutely sure of 
what you are doing. If in doubt, contact your supervisor. 

• Do not mix chemicals unless so directed on manufacturer’s labels. 

• Do not alter the “Use of Directions” of chemicals; dilute only as prescribed on the label. 

• No chemicals are to be used by any employee at this facility that has not been approved 
for use. 

• Do not store flammable liquids in glass containers.  

• Do not dispose of any flammable liquid by pouring them down a toilet or drain. 

• Do not try to catch a sharp object or a glass object if it starts to fall. Let it go; then pick 
it up (if it is a knife or tool) or sweep it up (if it is broken glass). 

• Dispose of broken glass and crockery immediately in a proper waste container. 
 
212.2  Hazardous Materials 
Pressurized Cans 

• Do not spray contents in anyone’s face or eyes. 

• Do not direct spray from a pressure can at an open flame. 

• Do not puncture or incinerate pressure cans. 
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• Do not excessively use aerosols around persons who are non-ambulatory or confined 
to bed. 

• Always read and follow all directions on the label. 
 
Gas Cylinders 

• Cap all cylinders not in immediate use. 

• Secure cylinders to a wall or within an enclosure. 

• Remove wrappings from cylinders so that the label and colors are clearly distinguished. 

• Identify the gas contents by the written name on the label; do not depend solely on the 
color coding on the cylinder. 

• Do not subject cylinders to extremes of temperature, particularly heat. 

• Do not upset the cylinder or violently strike the regulator or valve. 
  
213  Safety & Security 
 

213.1  Controlled Entry and Access to Facilities and Emergency Response Guidelines 
Each institution must be capable of demonstrating that appropriate steps have been taken to 
secure its facilities for the safety of its visitors, students and staff. In fulfilling that requirement 
and as part of the risk management inspections conducted by the Diocese and Catholic Mutual 
Group, the following issues should be considered as they pertain to your particular premises, 
and be part of your safety and security plan: 

213.2  Emergency Response 
Each parish/school/agency shall be capable of demonstrating that appropriate steps have 
been taken to ensure emergency procedures are in place. 
The following emergencies shall be addressed with a written plan: Accident, Injury, Illness, 
Bomb Threat, Fire, Active Shooter, Weather Emergency, Hostage and Civil Disturbance, 
Student Abduction, Natural Disasters, Exposure to Blood and Bodily Fluids. 

213.3  Key Control Policy 
Parishes and schools can improve security by establishing a key control policy. The first step 
toward key control is developing an adequate method to key each building. A building can be 
keyed in a number of different ways, but not all are effective. Listed below is information on 
how a physical plant should be keyed. 
 
A Variety of Keys 

• Great grand master key – This key opens executive offices, all building, and all locks. 
Great grand master keys should be kept by top personnel (for example, the pastor or 
the principal). 

• Grand master key – This key opens all buildings and all locks, with the exception of 
executive offices. Distribute grand master keys to top personnel or highly trusted 
employees (for example, the pastor, principal, or plant manager). 
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• Sub master key – This key opens all locks in a specific building. Distribute this key to 
employees who have responsibilities which require a sub-master key for each building. 

• Common keys – These keys are for individual interior doors like offices, classrooms, or 
storage rooms. Distribute these keys to employees for their own offices or classrooms. 

Stamp all master keys “Do not duplicate” to prevent copying. Unfortunately, this stamp is not 
always effective, as some unethical key duplicators will copy any standard key. 
Restricted Keys 
One way to prevent your keys from being duplicated is to purchase restricted keys. A worldwide 
Swedish organization, ASSA, produces keys which cannot be duplicated anywhere other than 
where the key was purchased and then only by the original purchaser. By using restricted keys, 
if all keys are returned when employees terminate employment, one is assured there are not 
extra keys in the wrong hands. This could save re-keying the entire physical plant. Information 
about restricted keys should be available from your local locksmith. 
Key Logs 
Another positive step is establishing a key log. Each key in the key log can be checked out by 
authorized personnel when required. The log should include why the key is being used, who 
is using the key, and when it will be returned. Keep all keys in a locked cabinet and controlled 
by one person. 
Card Access Systems 
An ideal way to increase security for your facility is to install a card access system. With this 
type of system, you can control access to any part of a building without worrying about extra 
keys floating around. Each employee/volunteer/student is simply given a card which will limit 
access to areas on an “as needed” basis which is predetermined by management. You can 
also control when an individual would have access to the building based on the time of day, 
day of the week, etc. 
Each card has its own specific number which is assigned to an individual. The cards can be 
programmed on different levels to provide access much like a grand master, sub-master, etc., 
standard key would provide. If a card happens to be lost or stolen, it can quickly be removed 
from the system once management is notified without having to re-key the facility. 
The added benefit of this system is that a detailed printout can be obtained at any time listing 
the times, dates, and locations that a card had been used, thus allowing you to better monitor 
who is entering and what is happening in your facility. 
The costs of these systems can vary depending on the type of system installed, the number of 
doors involved, and the number of users. The initial investment is often well worth the 
increased security it provides for your facility. 
 
Other Precautions 
Finally, while adequate key control is essential, it is important to ensure that all windows and 
other entry points are adequately secured. Install proper lighting, locks and alarms. Catholic 
Mutual Group’s Risk Management Department can assist you with these additional subjects. 

213.4  Security Recommendations 
• Non-emergency exit exterior doors should be secured with a double cylinder or single 

cylinder deadbolt lock with a minimum 1-inch bolt throw and a steel cylinder guard. 

• All exterior doors should be of solid construction, a minimum of 1-3/4-inch thick. 
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• All exterior doors with exposed hinge pins should have non-removable or welded pins. 

• All exterior doors with glass panels should use a double cylinder deadbolt lock, same 
specifications as above. (When locking from the inside, always have a key readily 
available if emergency exit is required.) 

• Glass may be replaced with burglar-resistant glazing such as polycarbonate glazing. 

• All solid exterior doors should be equipped with a wide-angle viewer to allow the 
occupant of the residence to view any visitor without opening the door. 

• Door frames should be reinforced by adding shims between the door frame and studs 
where necessary. 

• Reinforced strike plates and strike boxes must be used with any good deadbolt lock. 
Use screws of sufficient length to reach into the studding. 

• Sliding glass doors should be equipped with an auxiliary deadlocking device. Doors 
that slide on the inside track may be secured with a “charlie bar” or broom handle laid 
in the track. Two large screws placed in the upper track will prevent the door from being 
lifted out when in the closed position. 

• Double-hung windows may be secured by drilling a hole on a downward slant through 
the upper corners of the inside sash and partway into the outer sash. Nails or metal 
pins placed in these holes will prevent forcing the window. (If this is done, make sure 
everyone is aware of how an emergency exit may be achieved.) 

• Sliding windows may be secured much the same as sliding doors. A dowel or broom 
handle in the track, two large screws in the upper track, and two large screws in the 
lower track will prevent lifting the window out when in the closed position. Auxiliary 
locking devices may also be used. 

• Garage doors may be secured by placing a case-hardened padlock on the roller tracks 
to prevent the garage door from being opened from the outside. Doors with panels less 
than ½-inch thick should be replaced or reinforced. 

• Basement windows could be secured with strong ornamental grills or screens. (These 
should not be used if the area is used as a bedroom or if there is only one exit from the 
basement). 

• Lighting: Care should be given to provide adequate lighting for the exterior of the 
residence, particularly in areas offering concealment. The address should be 
illuminated during hours of darkness so as to make it viewable from the street. 

• All personal property should be engraved with an identifiable marking or your name 
and address. All serial numbers of this property should be recorded. Warning labels 
should also be posted in conspicuous places stating that you participate in “Operation 
Identification.” Operation Identification is a burglary prevention program that involves 
marking property with an identifying number as a means of discouraging burglary and 
theft. It also provides police with a way to identify property should it be stolen and 
recovered. Operation ID has shown dramatic results in burglary reduction.

• Landscaping: Avoid the placement of any shrubbery, foliage, or decorative items that 
may offer concealment to a potential burglar. All existing plants and shrubbery should 
be trimmed to expose doors and windows. 

• Keys should not be left under a doormat, in the mailbox, hanging from a nail outside, 
or anywhere else a burglar could easily find it. Don’t give your house keys to a parking 
attendant, a casual acquaintance, or leave them in your coat pocket if you check your 
coat. 
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• Don’t leave ladders or tools outside the building where a thief can get to them and use 
them for break-in purposes. 

• Don’t let your building look unoccupied or advertise your absence. 

• Be wary of strange phone calls aimed at finding out when you will or will not be home. 

• Don’t let a stranger inside your home unless he can show proper identification 
indicating he has a legitimate reason to be there. 

• Before employing household help, check the person’s references to make sure they 
are not sizing up your house and your schedule for a potential break-in. 

• Know how to deal with a burglar if you meet him face-to-face. 

• If you become a burglary victim, get help from the nearest law enforcement agency 
immediately and then contact your insurance company. 

 

 
214  Bloodborne Pathogens Exposure Control Plan  
214.1 What Are Bloodborne Pathogens? 
Bloodborne pathogens are infectious materials in blood that can cause disease in humans, 
including hepatitis B and C and human immunodeficiency virus, or HIV. People exposed to 
these pathogens risk serious illness or death.    
In order to protect our employees as much as possible from the dangers of Hepatitis B, each 
school should make the Hepatitis B vaccinations available to: 

• at least one person in the school office 
• the coach of each athletic team 
• at least one member of the maintenance or custodial staff 

 
If the employee initially declines the Hepatitis B vaccination but at a later date while still 
performing the same duties decides to accept the vaccination, the school will make the 
vaccination available at that time. The cost of the vaccination should be borne by the school. 
The individuals who have had the vaccinations will be responsible for responding when there 
is an incident involving spurting blood or large quantities of blood. 
Do not allow any student to assist in the first aid or transportation of the injured person unless 
the situation is desperate. If students must assist, make sure they have gloves on. If no gloves 
are available, make sure students have no breaks in the skin of their hands. 
All employees who have taken the Hepatitis B vaccinations or who perform first aid functions 
on a regular basis but have declined the vaccination should go through an annual retraining 
program which will be conducted by a trained professional and will include the following: 

• the Bloodborne Pathogens Standard itself 

• the epidemiology and symptoms of bloodborne diseases 

• transmission of bloodborne diseases 

• the facility’s Exposure Control Plan 

• an explanation of how to recognize tasks that may involve exposure 
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• a review of methods that will prevent or reduce exposure (such as engineering controls, 
work practices, personal protective equipment, etc.) 

• how to select and use personal protective equipment; the use of biohazard labels, signs 
and container “color-coding” 

• information on the Hepatitis B vaccine, including efficacy, safety and benefits; also 
information on the facility’s free vaccination program 

• actions to take in case of emergencies involving bloodborne pathogens 

• an explanation of the procedures to follow if an exposure incident occurs, including 
reporting and medical follow-up information on the post-exposure evaluation and 
follow-up provided to employees in case of an exposure incident 

All employees should have a training session annually in which this exposure control plan 
is reviewed in its entirety. 

 

214.2 How Do I Know If I Need an Exposure Control Plan? 

An exposure control plan applies to work activities that may result in exposure to blood or other 
potentially infectious materials.  Teachers who are trained and required to render first aid in 
case of an emergency, could have these types of activities fall under the plan. 

The exposure control plan must include (a) a list of tasks identified as having a potential for 
exposure to bloodborne pathogens; (b) methods to protect students and employees; (c) dates 
and procedures for providing hepatitis B vaccinations; (d) procedures for post-exposure 
evaluation and follow-up in case of exposure; (e) content and methods for training students 
and employees; and procedures for maintaining records. 

215  Emergency Procedures 

215.1  Overview 
All locations are faced with potential emergency situations involving fire, medical, severe 
weather, etc. Each facility has a responsibility to develop specific procedures to help reduce 
the severity of anticipated emergency situations. The goal of emergency procedures is to 
save lives, help prevent injury and reduce pain and suffering. 
Proper emergency planning is also necessary in order to minimize insurance losses. 
Anticipating the types of emergencies that may occur including fire, medical emergency, 
tornado, hurricanes, terrorist threat, winter storm, natural lighting or power interruption and 
plan for each.  

215.2  Emergency Plans 
Items to incorporate in the emergency plan should include: 

• Assignment of local staff responsibilities in case of emergency is to be developed. 
Including back-up assignments. 

• Method to be used to announce emergencies (fire alarm, public address, e-mail, text, 
mobile phones etc.) 

• Method to report emergencies to the proper authorities to ensure prompt response: 
Vicar General/Vicar General and Diocesan Properties & Risk Management Office is 
to be notified immediately. 
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• Determine if your telephone system will work in the event of a power failure. Make 
arrangements so that at least 1 phone line can be used while power is out by use of a 
mobile phone. Mobile phones may or not be providing service during this time. Extra 
external battery is necessary if there is service. 

• What to do and say if a disaster strikes when the church or other facility is occupied. 

• Plan and assign evacuation routes. Post copies of evacuation routes. 

• Plan for prompt safe and efficient evacuation of all occupants including children, the 
physically disabled and the elderly. 

• Plan for first aid. 

• Procedures for shutting off utilities as required. 

• Plan for salvage, recovery and getting back to business as usual. 

• Perform periodic drills as needed or as required by the State of North Carolina. 

• Keep in contact with your local fire department. The fire department should be familiar 
with your facility and any special hazards associated with it. 

• Post emergency telephone numbers and brief “What to do in case of emergency” 
instructions. 

• Procedures should be posted. Review the plan with your staff. 

• Periodically make self-inspections of your premises for common hazards and make 
repairs as necessary before an accident occurs. 

• Assure that the alarm system and fire protection system, including fire extinguishers, 
are maintained on a schedule with by a qualified contractor. 

• Understand how to report claims and be familiar with claims reporting forms. 

215.3  Regulatory Requirements 
OSHA standards require development of a facility Emergency Action Plan and a fire 
prevention plan. Other regulatory agencies, including the local fire authorities or Homeland 
Security may also require a minimal emergency response plan. All Diocese/Parish/School 
properties should conduct an exposure assessment of their buildings to help implement an 
effective response to all reasonably anticipated emergencies. 
All emergency plans should be documented in writing, reviewed and updated at least 
annually. All staff and volunteer training, practice drill activities, or evacuation assessments 
should be retained to verify your efforts in these areas. 
The local fire department requires that your location maintain an evacuation plan that is 
based on the fire codes adopted by local, state and federal authorities. Their primary concern 
will be fire response evacuation, but we should secure their input regarding other potential 
emergencies as well. Communication with the local fire authorities should be documented to 
verify their participation in the development and implementation of your emergency plans. 

215.4  Alarm Systems 
The alarm system used to communicate an emergency must meet the following minimum 
requirements: 

• The alarm method must be referenced in the Emergency Action Plan and provide 
adequate time for safe escape. 
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• The alarm must be capable of being perceived above light or noise levels throughout 
all areas and buildings. 

• The alarm must be distinctive and recognizable. 

• Staff and volunteers must know how to report emergencies. 

215.5  Emergency Action Plan 
For all our operations, written Emergency Action Plans must be developed and cover those 
actions to be taken by management, response team members and employees to ensure 
safety from fire and other emergencies. The plan must specifically include: 

• Emergency escape procedures and escape route assignments. 

• Secure in place procedures for emergency situations when remaining inside of the 
facility is required 

• Active shooter and bomb threat response procedures 

• Procedures to be followed by employees who remain to operate critical equipment 
before they evacuate (i.e., sprinkler system pump, etc.). 

• Procedures to account for all employees after the emergency evacuation has been 
completed (identify a place outside the building for a rendezvous and head count). 

• Rescue and medical duties for employees tasked to perform them (i.e., first aid 
personnel). 

• The means/methods to be used to report fires and other emergencies (i.e., alarm 
system, public address system, bullhorns, etc.). If your public address system does not 
have power back-up to ensure operation in an emergency, have an alternative means 
for communicating emergency information. 

• Names or job titles of persons who play a major role in your plan and can be 
contacted for additional information.
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215.6  Procedure Guidelines - Tornado 
Tornado Emergency Planning 
Most tornado injuries and deaths result from flying debris. Large, heavy objects can be 
picked up and hurled several yards and small, lightweight objects, such as straw and twigs, can 
become deadly missiles and impale walls, trees, and other substantial objects due to the 
extreme force and velocities involved. As such, the best shelter areas are inside buildings 
of substantial construction. 
Each building should be surveyed systematically to help identify the best available shelter 
space. These spaces may not guarantee safety in a storm but should be the safest available in 
the structure. Staff should secure or make a line drawing of the building indicating all rooms, 
hallways, stairwells, and other spaces which might serve as shelter areas. The Federal 
Emergency Management Agency (FEMA) suggests allowing 6.5 square feet of shelter space 
per adult (more space may be necessary for disabled persons). 
The survey should begin with an exterior review of the building to identify any outside structures 
or elements that could pose a tornado hazard. Things to note include mechanical equipment on 
the roof, the electrical service entrance, chimneys and other high building portions, changes in 
roof level, etc. Shelter enhancements such as ground embankments against the side of the 
building should also be noted. Entrances, windows and general construction features should 
also be noted, particularly along the south and west sides of the building. 
Shelter selection begins by eliminating the most hazardous spaces. These include areas with 
roofs that are most likely to be blown off and fall in on occupants (also allowing debris and other 
projectiles access to the interior). Roofs most likely to blow off are those on the south and west 
sides, those with long roof spans, portions with load bearing wall supports, and portions with 
overhangs on the windward sides (usually south and west). Other areas to avoid are walls 
which are most likely to be partially or completely destroyed. Walls are most likely to be 
destroyed (in order) on the south, west, east, and finally north sides of the building. Corridors 
with direct exit to the outside should also be avoided due to a hazard from flying debris. Areas 
with windows should be avoided. 
 
Shelter Selection During a Tornado – Four Main Criteria 

1. Lowest Floor - A basement area probably offers the safest shelter space in the 
structure. 

2. Interior Spaces - Rooms that have no walls on the outside of the building offer some 
additional protection from collapse and debris. Avoid, however, interior spaces with large 
roof spans. 

3. Short Spans - With the exception of a basement, it will probably be difficult to find a single 
area that will afford a high degree of protection for all building occupants. It will be best to 
identify a number of smaller spaces with short spans for shelters. 

4. Rigid Structural Frames - Portions of the building supported by substantial structural 
frames such as steel, concrete, and wood are preferred over those that have load 
bearing walls. 

At this point, shelter selection should be refined to help identify the best spaces possible. Avoid 
spaces opposite doorways or openings into rooms that have windows on the exterior of the 
building. Avoid interior spaces that have glass windows, partitions, display cases, etc. Avoid 
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spaces within the falling radius of a chimney or other high roof element (the hazard radius for a 
chimney, for example, would be equal to the height of the chimney above the roof). 
Finally, the remaining spaces need to be evaluated in terms of usable space and accessibility. 
There may be some spaces that are more desirable due to location, access to 
medical/emergency supplies and equipment. If protection levels increase significantly and  
movement-to-shelter time decreases, it may be a more valid alternative to jam persons in the 
area at lower square-foot per person ratios. This may be confirmed with the local fire 
department or other agency, if you need on-site assistance. 
Once the shelter areas are selected, a building map identifying each shelter area and a basic 
procedure should be prepared, distributed to staff, and posted. The procedure should identify 
how severe weather situations will be monitored. This may be as simple as assigning someone 
to listen to commercial news radio broadcasts during threatening weather. Another alternative 
may involve securing a weather alert radio that will automatically activate when a “watch” or 
“warning” announcement is made by the National Weather Service. These radios are kept on 
standby at all times and will emit a loud alarm prior to the broadcast message from the National 
Weather Service.  
The procedure should also identify how the shelter alarm will be broadcast internally. In small 
buildings, this should not be a problem as this can be done verbally with designated “runners” to 
spread the word. Larger locations may be able to use an existing public address system. The 
written procedure for employees should be kept as simple and straightforward as possible. 
 
CLAIMS REPORTING 
 
Our Property insurance covers the physical loss or damage to any Diocesan-owned building 
and its contents.  In the event you sustain damage to any diocesan owned buildings or vehicles 
the following procedure should be followed: 
 

1. Do whatever is necessary to mitigate the damages and prevent further damage, such as 
calling in a contractor, plumber, electrician, etc. to patch and temporarily secure the 
building to prevent further damage.   

2. Take numerous photos of the building(s) and contents to document the extent of storm 
damages.   

3. Report the claim.  Complete and submit the form “Report of Property Damage form” 
(Form 1.B) to Catholic Mutual Group at reportaclaim@catholicmutual.org and the Office 
of Risk Management at riskmanager@rcdoc.org.    

 

215.7  Procedure Guidelines – Terror Threat 
Overview 
Hopefully this never happens; however, locations may someday be faced with threats of 
terrorism. Response to threats must be planned in advance and include contact with the local 
government or law enforcement agency. Experience indicates that over 95% of all written or 
telephoned threats are hoaxes. There is always a chance, however, that the threat may be real 
and appropriate action should be taken in each case to help ensure the safety of visitors and 
employees. 

mailto:reportaclaim@catholicmutual.org
mailto:riskmanager@rcdoc.org
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All threats must be reported to law enforcement personnel, the Diocesan Office of Risk  
Management at riskmanager@rcdoc.org and the Chancery. When in doubt, staff should err on 
the side of safety and evacuate the building. Employees and visitors should be moved well 
away from the building. Any search should be left to law enforcement personnel. 
 
216   CHURCH SECURITY – AWARENESS AND PREVENTION 
 

The Diocese encourages all diocesan locations to be pro-active when it comes to the risk of on-
campus violence. To assist you in achieving these objectives, Catholic Mutual has prepared a 
Parish Safety and Security Guide that provides valuable guidance and structure for Parish 
Safety/Security plan development and maintenance. Please contact the Office of Risk 
Management for more information at riskmanager@rcdoc.org. 
 

216.1   The Team: 

 
• It is recommended that each location form a Safety and Security Ministry Team.  Your 

safety and security team should consist of capable adults who are assigned specific 
responsibility for alertness and readiness to respond to emergency or threatening 
situations.  They should include ushers, staff, greeters, EMS, healthcare professionals, 
active/former law enforcement and other public safety officials. 
 

• Assign a competent safety/security coordinator to oversee all safety and security plans 
developed and implemented by the church.  This person would keep the plan active, 
updated, and effective.   

• Create and develop a local plan with team members to address anticipated emergencies 
including weather-related, medical, and violent acts.  Seek outside assistance from your 
local first responders to develop and organize a logical approach to emergency 
situations 
 

• Your team should be trained to report anything they perceive as a threat or anything that 
looks suspicious.  They should be able to identify a threat and take appropriate actions.  
 

• Take the opportunity to train and network with other Churches in your community.  The 
more people involved with training, the more ideas that can surface.  Keep in mind 
though, what works for one location may not be suitable for yours. 

 

 

 

 

mailto:riskmanager@rcdoc.org
mailto:riskmanager@rcdoc.org
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216.2   Strategies to Lessen the Potential for an Incident and Make Your Mass Safer: 

• Staff and volunteers should develop a sense of “situational awareness”. Become aware 
of your surroundings and do not let complacency rule. People often believe “it will never 
happen to them”. It’s time to change that mindset and develop procedures in anticipation 
of a security threat.  

• Develop three circles of security for your church and grounds.  Start with the parking lot, 
then the exterior doors and, finally, the interior of the church.   

o Parish property should be monitored by volunteers or staff before and during 
weekend and holy day Masses and other significant functions.  This consists of 
frequently walking the parking lot and grounds of the Church property.  Be alert for 
any suspicious vehicles or suspicious acting individuals especially those with large 
packages.  This can be perceived by most churchgoers as a greeter. 

o Entrances to the church should be monitored by volunteers or staff before and 
during weekend and holy day Masses and other significant church functions.  Be 
alert for any suspicious acting individuals and/or those with large packages. 

o Ushers should be positioned inside the Sanctuary so that they can easily monitor 
the congregation for suspicious acting individuals. 

• Anticipate the fact that many people in attendance in the church may have never visited 
your location before. Review and consider improved signage at exit doors and/or 
pathways to quickly evacuate people when necessary. Preventative measures should be 
taken such as ensuring your hallways and pathways to exit doors are not obstructed with 
tables, storage, etc. Hardware on doors should be inspected regularly to ensure the 
panic bar is working properly and the door opens freely with minimal effort.  Consider 
large exit signs for improved visibility. 

• Ushers should be trained to identify risks/threats and know how to respond.  They 
should be trained to identify behavioral signs of a potential threat, such as a nervous or 
angered demeanor, sweaty palms or a confused look.   

• Ushers and other designated individuals providing security assistance should be clearly 
identifiable by wearing some type of visible insignia representing who they are. This 
insignia should be large enough to see from a distance as in an emergency. 
Parishioners should be able to easily identify those who can offer assistance. When 
standing outside of the church, and clearly visible, this could be a deterrent to a potential 
threat. Ushers should also carry cell phones to make an emergency call when necessary 
or to communicate with other ushers.  

• Consider hiring off-duty active police officers to be present during Masses.  

 

216.3   Threats and Course of Action: 
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• When a threat is identified, 911 should be called.  Be sure the person knows you are 
watching them.  When a person poses a threat, it may be necessary to confront them if 
the situation allows. This should be done as a team approach whereas someone is 
already calling 911 to report their suspicion.  If you are uncertain whether to call 911 or 
not, it’s better to call to let law enforcement be readily available and able to assess the 
threat level.  

• Assess the situation and provide appropriate direction.  In cases of an active shooter, 
evacuate the premises if there is a safe and accessible escape route. If evacuation is not 
possible, instruct people to hide/crouch down on the floor between the pews.  Silence 
cell phones.  As a last resort, and only when life is in imminent danger, attempt to disrupt 
and/or incapacitate the shooter. (Run, Hide, Fight) 

216.4   Training and Best Practices  
 

• Have regular meetings with Team Members about what could possibly go wrong during 
Mass.  Discuss local or national events regarding issues that have occurred in other 
churches. 

• Practice situational roles to develop techniques and methods of handling threats or 
disruptions at mass.  This should be done for all ranges of incidents including weather 
related emergencies, medical emergencies, disruptive/unruly, combative and threatening 
individuals.  Practice slow walk-throughs and real-time scenarios for your training.  This 
will provide options for your emergency plan if scenarios are thought out in advance. 

• Training should include assistance and protection provided to the elderly.  Team 
members should have in place a method to assist with evacuation or protection to 
persons unable to quickly and safely evacuate.  In this case, here you might implement 
your Run, Hide, or Fight plan for the elderly. Identify locations inside the church that can 
be utilized as a hiding place and/or barricade from a threat. 

• Training should also include regularly recurring practice drills.  The amount of training 
can be based upon the level of involvement of your Team Members.  Play out an 
emergency scenario and review what went right as well as wrong.   

• Evacuation procedures within designated zones should be reviewed and practiced.  
Design evacuation zones with your church floor plan.  It is important to establish an 
alternative evacuation area as the threat or emergency may make it unsafe to evacuate 
in that area.  

• Prior to the arrival of parishioners, you should conduct a five-minute briefing with your 
team to plan your role during mass 
 

216.5   Firearms  
 

THE DIOCESE AND CATHOLIC MUTUAL DOES NOT RECOMMEND THE ORGANIZED 
ARMING OF EMPLOYEES OR VOLUNTEERS AS PART OF A SAFETY/SECURITY PLAN 
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If it is determined that the presence of firearms is necessary, it is recommended that only 
Authorized Security Officials, as defined below, be permitted to carry firearms or other weapons 
on Parish, School or Diocesan property. 

For purposes of these guidelines, “Authorized Security Officials” is defined to include only the 
following persons: 

• Active duty or retired law enforcement officers who qualify as either a "qualified law 
enforcement officer" or a "qualified retired law enforcement officer" under the Federal 
Law Enforcement Officers Safety Act of 2004 (“LEOSA”). * 
 

• Persons employed by a contract security services company licensed to provide armed 
security or protective services using North Carolina Department of Public Safety’s 
Private Protective Services Board-licensed armed security officers 
 
 

Armed Security Services Companies - Contract Approval  

All contracts for armed security services must be supported by the local authority and approved 
in accordance with Diocesan policy  

Should you have any additional questions, please contact the Office of Risk Management at 
riskmanager@rcdoc.org.  
 

 
217  Playground Safety  
 
These guidelines have been developed to aid in establishing sound practices for the supervision 
of youngsters involved in playground activities. These activities fulfill several important 
functions: 
 

• A means of helping youngsters develop needed motor skills 

• A healthy release for pent-up, nervous energy 

• A valuable, social learning experience 
 
The Pastor/Principal is responsible for seeing that safe practices minimize the accident 
potential in all areas of the playground 
 
The following list of recommendations is intended for use by the playground administrator 
 
Be Aware of Common Hazards 

• Check the playground equipment daily 

• Look for danger from broken glass, jagged metal, or other debris on playground areas 

• Look for tripping hazards from defective irrigation heads, holes, tree roots, or misplaced 
gardening equipment 

• Look for loose fastenings, worn, and broken parts on equipment 
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• Look for thinning of cushioning material under playground equipment 
 
 
 
Most Common Exposures to Accidents 

• Falls, particularly from slides, bars, and climbing apparatus 

• Being struck by moving equipment or thrown balls 

• Cuts from rough edges or protruding bolts on playground equipment 
 
General Grounds Maintenance Practices 

• Report all safety hazards or potential safety hazards to your parish priest/school principal 

• Report all defects in facilities or equipment such as loose or cracked steps to slide, 
damaged sprinkler heads, etc 

• Make sure that sand in sandboxes is clean and free of debris. Ensure that sand does not 
get scattered onto the asphalt playing area where it could cause a slipping hazard 

• Give proper instruction in the use of all equipment. Do not allow children to use equipment 
in such a manner that injuries may occur 

• Do not allow children to use playing areas for inappropriate activities 

• Vehicle access to the play area should be restricted to ensure everyone’s safety 

• The ratio of playground supervisors to children should be a ratio of an average class size 
to one adult. The exact ratio should be set based upon the type of playground equipment 
and the physical layout of the playground. Keep in mind, there should always be at least 
2 adults on the playground, even for a smaller number of children 
 

General Safe Practices 

• No rough-housing or chasing should be permitted 

• No games such as tag should be played on or near equipment 

• No throwing of debris on the playground area should be allowed 

• Children should only be permitted to use equipment designed for their age group 

• Only those using or waiting to use equipment should be in the designated area 

• Children should not be permitted to play near classroom windows 
 

Please contact the Office Risk Management at riskmanager@rcdoc.org for detailed 
playground specifications, maintenance procedures and other related guidelines 

 
 
218 Service Animals  
 
The Diocese of Charlotte recognizes the importance of Service Animals to individuals with certain 
disabilities. Service Animal policies ensure that those with disabilities, who require the use of 
Service Animals as a reasonable accommodation, receive the benefit of the work or tasks 
performed by such animals and to ensure that the rights of others are also protected.  
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The Diocese of Charlotte is committed to supporting individuals with disabilities, their use of 
Diocesan, Parish and School property and their attendance at sponsored activities.  Guidelines 
have been established concerning Service Animals, as follows: 

 

 Definition  

Service Animal:  

• Federal regulations define a “service animal” as” any dog that is individually trained to do 
work or perform tasks for the benefit of an individual with a disability, including a physical, 
sensory, psychiatric, intellectual, or other mental disability.” Other animals, whether wild 
or domestic, do not qualify as Service Animals.  

• The type of work or task a service animal performs must be related to the handler’s 
disability to be considered a service animal.  

• Examples of such work or tasks provided by a Service Animal include guiding people who 
are blind, alerting people who are deaf, pulling a wheelchair, alerting and protecting a 
person who is having a seizure, reminding a person with mental illness to take prescribed 
medications, calming a person with Post Traumatic Stress Disorder (PTSD) during an 
anxiety attack, or performing other duties.  

• Service Animals are working animals, not pets  

• Dogs, or any animal, whose sole function is to provide emotional support do not 
qualify as Service Animals and are not permitted on Diocese, Parish or School properties.  

 
Responsibilities and Guidelines  
 
Responsibilities:  

• The Owner is responsible for assuring that the Service Animal does not unduly interfere 
with the activity in which the individual is participating   

• Care and supervision of the animal are the responsibility of the Owner. The Owner must 
always maintain control of the animal   

 

• The Owner is responsible for ensuring the cleanup of the animal's waste and, when 
appropriate, must toilet the animal in areas designated by the location consistent with 
the reasonable capacity of the Owner  

• The Owner is financially responsible for the actions of the Service Animal including 
bodily injury or property damage that would result in the replacement of furniture, carpet, 
window, wall covering, and the like.  

Guidelines:  

• Bringing any pet/animal, other than Service Animals, onto parish/school property 
requires advance written approval from the local pastor/principal 

• Service Animals may travel with their owner throughout the location  



Risk Management and Insurance Manual – April 2016  2.30 

• Vaccination: In accordance with local ordinances and regulations the animal must be 
immunized against diseases common to dogs.  Dogs must have a current vaccination 
against rabies and wear a rabies vaccination tag 

• Licensing: The Diocese of Charlotte reserves the right to request documentation 
showing that the animal has been duly licensed 

• Training: Service Animals must be properly trained 
 

 
219 Automated External Defibrillators  
 
These guidelines are provided to assist locations with establishing a reasonable approach 
for the application, maintenance, and various other components of an early defibrillation 
program.   
 
An Automated External Defibrillator (AED) is programmed to analyze the heart’s electrical 
function and to advise the operator to deliver or not to deliver an electrical shock to the 
victim 
 

• AEDs do this through voice prompts and/or on-screen displays which guide the 
operator through all of the required steps 

• AEDs are safe and effective. They will not shock someone who is not in cardiac 
arrest. 

• AED’s are designed to be used by a non-medical person who has completed a short 
training course that covers CPR and AED 

A response time of three (3) minutes from time of incident to first shock significantly 
increases the likelihood of survival in the event of Sudden Cardiac Arrest (SCA). These 
guidelines are intended to serve as a reference and checklist for the basic elements of an 
early defibrillation program utilizing AEDs. 
 
 
Early Defibrillation Program  
 
The Diocese recommends that all locations develop a medical emergency response that 
includes basic and advanced first aid, cardiopulmonary resuscitation (CPR), and 
emergency defibrillation.  
 
The following guidelines are recommended as locations develop their early defibrillation 
plan: 
 
Pastor/Administrator, Principal  
 
It is the responsibility of the Pastor/Administrator or Principal to: 
 

• Ensure that adequate resources are allocated to achieve early defibrillation 
program goals 
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• Designate an Early Defibrillation Program Coordinator who understands early 
defibrillation and the use of defibrillators, and demonstrates the ability to manage 
teams 

 
• Review the program annually to evaluate effectiveness and readiness  

 
Medical Director 
 
When possible, it is recommended that the location designate a Medical Director - 
typically an emergency physician, cardiologist, occupational health physician, EMS 
physician or staff physician to: 
 

• Provide medical consultation and expertise 

• Develop and/or approve protocols for the use of the defibrillator and other 
medical equipment 

• Act as a liaison between the early defibrillation program site and EMS 

• Approve the early defibrillation training program and ensure rescuers are 
properly trained 

• Review all incidents involving the use of the defibrillator 

• Provide post-incident debriefing support 

Early Defibrillation Program Coordinator  
 
It is the responsibility of the Early Defibrillation Program Coordinator to: 
 

• Communicate with the Medical Director, Early Defibrillation Response Team 
Members, Pastor/Administrator or Principal and EMS regarding the early 
defibrillation program 

• Participate in case reviews, responder training and retraining, data collection 
and other quality assurance activities 

• Assure maintenance of the defibrillators and related response equipment 

• Assure program compliance with early defibrillation response protocols, 
maintenance, policies and procedures, and training 

• Develop and maintain the emergency response plan and company policies and 
procedures 

• Maintain a list of trained early defibrillation responders 

• Ensure compliance with the company policies and procedures of the Early 
Defibrillation Program 
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• Assure compliance with state and local regulations regarding defibrillator use 

• Track training requirements and notify each team member of any deficiencies 

• Conduct periodic drills of the early defibrillation response plan and protocols to 
evaluate program effectiveness 

o These drills may comprise a live re-enactment of an SCA event or classroom 
discussion of the overall response plan and protocols. Additional critique 
discussions with the ERT or Early Defibrillation Response Team may also 
follow any actual defibrillation events 

 
Early Defibrillation Response Team Members 
 
It is the responsibility of the Early Defibrillation Response Team members to: 
 

• Successfully complete all required training and skills evaluations 

•  Respond to emergency calls according to early defibrillation response protocol  

Defibrillator Equipment 
 

• The AED should only to be used in the event of a SCA 

• Each device should be maintained following manufacturer's guidelines 

• All AED equipment and accessories must remain with the defibrillator and be 
inspected monthly to ensure readiness for use and device integrity 
 

Maintenance 
 

• Refer to the suggested maintenance schedule in the AED’s Instruction Manual 
which should provide detailed maintenance instructions  

• I t  is important that a monthly check of the defibr i l lator be performed, as 
descr ibed in the AED instruct ion manual, to assure readiness 

Cleaning 
 
When necessary, clean the defibrillator using cleaning agents recommended by the 
manufacturer 
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