
EMERGENCY 
PROCEDURES
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EMERGENCY CONTACT NUMBERS

FIRE:  911

POLICE:   911

AMBULANCE:  911

CHURCH OFFICE: 972-233-1898

DIRECTOR OF OPERATIONS (FACILITIES) CELL: 214-232-8072

RECTOR CELL:  401-316-3381
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1.0 INTRODUCTION

The Vestry of the Episcopal Church of the Transfiguration (referred to hereafter as 
the Church) has commissioned the preparation of this Emergency Procedures 
Guide to aid the church staff and parishioners in implementing uniform, safe and 
orderly procedures to use in the event of an emergency.

It is to be understood that this guideline is not a substitute for good common 
sense in dealing with any emergency.  It is recognized that all emergency 
situations are not alike.  It is also understood that staff and parishioners should 
not try to handle all emergencies on their own.  They are encouraged to call 
911 from either a church phone or a cell phone as soon as practicable, and 
summon qualified emergency aid and first responders.

Transfiguration has a large campus, which is shared with Parish Episcopal 
School (referred to hereafter as the School).  School procedures, which are 
available to the staff, are to be used whenever the emergency is on their part 
of the campus, or involves their facilities, students, or staff.  At the same time 
church staff should not interfere with school activities, unless there is a clear and 
compelling need.

Church staff, Vestry, lay leaders, ushers, and other worship and event staff should 
read and understand this document.

This document is a living document and will be updated from time to time. The 
Parish Administrator should keep and distribute copies of the latest revisions.

Rev # By Changed 
Sections

Date

Original BGT 07/18/2017
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2.0 FIRE - GENERAL
Fires in different parts of the facility and at different times may require a difference in 
procedures.  However, and most importantly, RCAF procedures should be implemented 
immediately regardless of when or where an incident occurs.

RCAF:  Rescue, Confine, Alert, Fight

A.  RESCUE:  Remove anyone from the immediate danger area.  This means the place (or 
room) of origin and the immediate vicinity of the fire.  This may not necessarily be an 
evacuation of the premises.

B. CONFINE:  Close the door to the room of origin.  This will act to confine the fire and 
smoke to that room for a longer period of time.

C. ALERT:  Note:  Even though there are various telephones throughout the campus, it 
may be preferable to use your mobile phone so you will not be confined to a location.

a. Call the Dallas Fire Department (911) and give the following information:

i. Nature of the emergency:  Fire, medical, etc.

ii. Your name

iii. Complete street address:  14115 Hillcrest Road, Dallas, TX 75254.

iv. Building name:  Sanctuary, office wing, Niles Building, etc.

v. Location in building:  floor, room

vi. Closest street intersection:  Northwest corner of Hillcrest Road and Spring 
Valley

vii. Call back number, if you have it.  NOTE:  DO NOT STAY ON PHONE IN THAT 
LOCATION IF YOU ARE IN DANGER!

b. Go to nearest pull alarm pull station and activate alarm.

c. Call church office 972-233-1898 (if you are not there) and report

D. FIGHT:  If the fire is small and confined to one object, such as a trash can, locate the 
fire extinguisher appropriate for fighting that fire and use it.  Never attempt to fight a 
fire unless:  1) You know how to operate the fire extinguishing equipment; 2) You have 
the appropriate type of extinguisher; 3) the fire is small; 4) you have access to an exit if 
you fail to put the fire out.

Responding to Alarms

The church’s fire alarm system is equipped with claxons (audible warnings) and strobe lights 
(visual warnings).  In the event the fire alarm system is activated:

1. Keep calm!  Do not panic, help is on the way to fight the fire and render assistance.  
Panic can spread faster than a fire.  It is important that calm and control be exhibited, 
particularly to younger and older parishioners and staff.  If anyone is showing signs 
of panic, calmly take them by the hand and lead them to the safety area, talking in 
conversational tones.

2. Evacuate.  Exit the premises by the closest available exterior exit.
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3. Close Doors.  Close office and conference rooms behind you as you exit.  This helps 
contain the fire and smoke.

4. Assemble: Assemble at the trash dumpsters at the top (Northwest end) of the parking 
lot.  This is out of the way of emergency responders, and serves as a point where 
attendance can be evaluated.  This is the designated assembly area.

If you are in the Sanctuary when the alarms go off, please try to close the fire doors as 
you leave if they have not automatically closed.  If they have closed you can either 
temporarily open them to pass through, or seek an alternative exit.  Proceed to the 
assembly area.

If you are in Roper Hall, close the doors to the hallways and exit through the exterior fire 
exits if possible.  Proceed to the assembly area.

If you are in the Choir Loft, exit through either the emergency exterior stairway, of interior 
stairway if available.  Proceed to the assembly area.

Second Floor offices and classrooms:  Use the closest stairways.  DO NOT use, or attempt 
to use, the elevator, it will be locked out for emergency responder use.  Proceed to the 
assembly area.

Fire in the Niles Building, Building A, Clothes Horse, Youth Center:  Use posted evacuation 
plans.  Proceed to the assembly area.

If all exit doors or stairwells are blocked by smoke or fire, return to an office and:

1. Close the doors.

2. Call the fire department (911) and notify them of your location and how many people 
are with you.

3. Place clothing, towels, etc. around and under the door to block smoke.

4. Cover heating and AC vents to block smoke.

5. Place a (preferably wet) towel or cloth over your mouth and nose.  Stay low, below 
the smoke.

6. Do not break out windows unless it is a last resort.  Falling glass is dangerous to people 
below, jumping without proper cushioning devices can be very harmful, and it can 
allow the fire to breathe and smoke to enter room.

When a Service is in progress in the sanctuary:

1. The officiant will calmly instruct the congregation to leave in an orderly manner.  
Center aisle through the main doors, side aisles through the rear side doors, transepts 
through the transept doors.  In the event of a door blockage, calmly instruct an 
alternate route.

2. Ushers will help safely direct the congregation to safety and to the assembly area.

3. Ushers will close sanctuary doors behind them.

4. Sacristy exits may be used if needed.
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Nursery evacuation:

1. Nursery workers will calmly take children to the assembly point by the dumpsters in the 
Northwest Corner of the parking lot.

2. Ensure no children are left behind in cribs, play sets, or closets.

Sunday School, Children’s Chapel evacuation:

1. Teachers are responsible for keeping the children calm and ensuring they are 
evacuated in a safe manner.

2. Classes should stay together at the assembly point in the parking lot.

3. When all children in each class have been accounted for, teachers may release the 
children to a parent or guardian.  Only parents or guardians may collect their children.

Handicapped evacuation:

1.  Visually impaired persons:   Each person should have a “buddy” who will give 
assistance in the event of an evacuation. The “buddy” should ask the  person  for the 
best method  for assistance  and the “buddy” should lead the individual  to safety. The 
“buddy”  should remain with the person until the emergency is over.

2. Physically disabled/non-ambulatory persons:  Each person should have a “buddy” 
who will give assistance in an emergency. Help may be needed  to move the person 
to a place of safety or the assembly area.  Ask the person  for the best way to help. 
The elevator will not be working.  Various lifting and moving and carrying techniques 
may be used.  Do not attempt to move scooters or wheelchairs down  the stairs. Stay  
with the person until emergency responders arrive  or the emergency is over.  DO NOT 
ATTEMPT TO MOVE WHEELCHAIRS OR SCOOTERS DOWN THE STAIRS.

Floor plans and evacuation routes for all buildings are included in the appendix, and are 
posted in office and other areas as required by code.

3.0 THREATS
Various threats can be issued against any institution or group of people.  They may be by 
mail, email, telephone, or in person.  They may be threats of physical violence against 
individuals, the church membership in general, or the church building and facilities.  They 
may be bomb or arson threats.

1. All threats must be taken seriously.

2. All threats must be reported to the authorities.

3. If a bomb threat is received, the premises must be evacuated and 911 called 
immediately.  Sound the fire alarm.  Go to the assembly area upon evacuation.

4. Do not engage any threatening caller in conversation.  This is not the movies; Walker 
Texas Ranger does not have a crack team trying to trace the call.  If the caller’s 
number comes upon caller ID, make a note of it to inform the authorities when they 
arrive.
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4.0 ACTIVE THREAT
Active threat scenarios have no set procedure as the situation will be highly flexible and 
can happen in a number of places in the church at a number of different times.  Law 
enforcement tends to favor the RHF (Run, Hide, Fight) process.

If you hear gunfire get to safety, which will be away from the shooting, and preferably a 
place with some concealment.  Call 911 as expediently as possible.

If you think you can safely make it out of the building by running, then do so. If you decide 
to run, do not run in a straight line. Keep any objects you can between you and the hostile 
person(s) while in the building. Use trees, vehicles or any other object to block you from 
view as you run. When away from the immediate area of danger, summon help any way 
you can and warn others.

If you cannot run, hide.  Hiding can be beneath a desk, behind a pillar, in a closet, under 
a pew, anywhere that offers concealment from direct view of the shooter.  Make sure it 
is a well hidden space or you may be found as the intruder moves through the building 
looking for victims.

When a hostile person(s) is actively causing or threatening imminent deadly harm or is 
barricaded within a building, the following procedures should generally be followed:

•	 Lock yourself in the room you are in at the time of the threatening activity.  Nursery 
and Sunday School children should be locked and hidden in a classroom.  There are 
windows on the classroom doors, so hiding out of sight of the windows is preferable.

•	 If communication is available, call 911 or other appropriate emergency #’s.

•	 Do not stay in open areas.

•	 Do not sound the fire alarm. A fire alarm would signal the occupants in the rooms to 
evacuate the building and thus place them in potential harm as they attempted to 
exit.

•	 Lock the window and close blinds or curtains.

•	 Stay away from windows.

•	 Turn all lights and audio equipment off.

•	 Try to stay calm and be as quiet as possible.

•	 If for some reason you are caught in an open area, such as a hallway or main 
congregation area, you must decide what action to take.

•	 If the person(s) is causing death or serious physical injury to others and you are 
unable to run or hide, you may choose to play dead if other victims are around you.

The last option you have, if caught in an open area, may be to fight back. This is 
dangerous, but depending on your situation, this could be an option.

 If you are caught by the intruder and are not going to fight back, follow their directions 
and don’t look the intruder in the eyes.

Once law enforcement arrives, obey all commands. This may involve your being 
handcuffed or made to put your hands in the air. This is done for safety reasons, and once 
circumstances are evaluated by law enforcement, they will give you further directions to 
follow.
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5.0 SEVERE WEATHER ALERTS
In the event of severe weather alerts, seek shelter.  Acceptable shelter areas include:  
Restrooms, pantry/kitchen storage area, interior offices and conference rooms.

If a service in the sanctuary is underway, the officiant should encourage the congregation 
to stay calm and follow directions.  If the weather is imminent or happening, the exterior 
fire doors should be closed.  It is possible the plexiglass skylights may blow out in the event 
of a tornado.  Once the fire doors to the Narthex are closed, the congregation should be 
guided into the outer area and beneath the balcony.  The transepts may also be used if 
they have been secured.

If there is time, the ushers should direct the congregation to safe points of refuge.  

Adults and children upstairs in the choir room or classrooms should go DOWNSTAIRS to the 
shelter areas.

6.0 DAMAGE ASSESSMENTS AND CONTROL
In the event of severe damage to the church facilities or building, the facilities manager 
should immediately be notified.  He is responsible for calling in needed resources to secure 
the building and make necessary repairs.  Members of the congregation should strongly 
be discouraged from turning up with ladders and tools, and politely, but firmly, turned 
away if they do.  Professionals must handle the work due to liability and control issues.

In addition, the Chairperson of the Altar Guild should be contacted to help safeguard 
sacred vessels and other objects used for worship.

7.0 MEDICAL EMERGENCIES
Medical emergencies can arise during worship, meetings, and the ordinary workday.

If a medical emergency occurs:

1. Evaluate the situation.

2. Render first aid if qualified to do so.

3. Call for help.

4. Stay with the person while someone calls 911.

5. Be prepared to tell the first responders exactly what happened.

6. There is always a desire to remove a stricken person from the sanctuary.  Do not do so 
unless instructed to by a doctor or other medical professional.

Locations of First Aid supplies and AED’s (Automated External Defibrillators) should be 
shown on the facilities map. 

If you are not qualified on an AED, please do not attempt to use it unless you can clearly 
comprehend and follow the directions.  It is preferable that a trained staff member or 
medical professional use it.



APPENDICES
Evacuation diagrams with locations of emergency equipment (pending)



www.transfiguration.net


