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FROM THE DIOCESAN DISASTER & CRIS IS MANAGEMENT COMMITTEE  

 
The Diocese of Davenport has experienced the effects of disasters throughout her history.  In recent years, the 

Diocese has experienced the destruction of churches due to tornado and fire damage.  Many communities were 
affected by the devastating floods in 1993 and 2008.  The Diocese has also dealt with a variety of other crises.  

The potential for disasters occurring in the Diocese remains. 

 
Many local and national agencies have assisted the Diocese in the recovery process following disasters, including 

the American Red Cross, the US Department of Homeland Security, the Federal Emergency Management Agency, 
the Center for Disease Control, the National Disaster Education Coalition, Catholic Charities, and other faith 

groups.  We will work collaboratively with these agencies in preparing for a disaster and in bringing assistance to 
victims. 

 

In this document, the word ñdisasterò will be used to denote natural and unnatural disasters of all scopes 
including local crises.  The following guidelines have been designed to meet a variety of disaster situations.  The 

first part of the planning guide addresses planning for disasters in general.  Subsequent guidelines address 
specific disaster situations such as pandemic influenza. 

 

I am asking each Pastor and parish life administrator to establish a parish disaster planning committee.  While 
each parish, school and church institution may develop its own disaster preparedness and response plan to meet 

local circumstances, the plan must be consistent with the Diocese of Davenport Disaster Preparedness and 
Response Planning Guide.  An effective disaster response plan must be created in collaboration with the offices of 

the bishop in order to maximize resources, minimize duplication of services, avoid gaps in service delivery, and to 
ensure that those persons who are most in need receive assistance. 

 

This manual has been adapted from a variety of resources, including the Matthew 25 Disaster Preparedness and 
Response Manual from the Archdiocese of New Orleans, the Galveston-Houston Manual developed by the Diocese 

of Galveston-Houston, the Diocese of Davenport Policies Relating to Planning for Pandemic Influenza, and state 
and federal resources.   

 

The Diocesan Disaster & Crisis Management Committee is available to assist you in your planning process.  
Questions regarding this plan can be sent to Dc. David Montgomery, Director of Communication, 

montgomery@davenportdiocese.org, and Dc. Frank Agnoli, MD, Director of Liturgy, 
agnoli@davenportdiocese.org. 

 

Thank you for the work that you have done and will continue to do to prepare and respond to disasters and 
crises.  

 
Most Rev. Martin J. Amos, Bishop of Davenport 

 

DEFINITION OF DISASTER  

The term ñdisasterò is used for natural and unnatural (human-caused) disasters of all scopes including local crises 

such as  earthquake, hurricane, storm surge, drought, blizzard, pestilence, fire, explosion, building col lapse, 
transportation accident, or other situation that causes human suffering or creates human needs that the victims 

cannot alleviate without assistance. 
 

A disaster is characterized by its (a) causative agent, (b) financial impact, and (c) type of respo nse necessary.  

Disasters fall into one of two broad categories of disasters, natural and unnatural.  Within these categories there 
is a general range that defines the scope of a disaster according to the area affected:  

 
1. Family Emergency individual family  (Example: home fire)  

2. Local Disaster city     (Example: tornadoes) 
3. State Disaster state     (Example: winter storms)  

4. Major Disaster national   (Example: pandemic influenza) 

mailto:montgomery@davenportdiocese.org
mailto:agnoli@davenportdiocese.org
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PURPOSE OF THE DISASTER GUIDE  

 
Churches of all denominations have been responding to human suffering caused by natural disaster, both large 

and small, for centuries, historically serving those who would have otherwise fallen through the cracks of other 
helping systems. 

 

The purpose of this Disaster Preparedness and Response Planning Guide is to assist diocesan staff, parishes, 
schools and the Catholic community to be well prepared for a disaster and to guide collaborative relief efforts in 

response to whatever calamity may occur.  This guide also is intended to serve as a tool that parish es, schools, 
and church institutions can use to assist in preparing, developing, implementing and monitoring disaster response 

plans specific to each institutionôs needs. 
 

Disaster planning is a collaborative effort involving a continuous process of assessment, evaluation, and 

preparation.  It is a process that requires research, analysis, decision-making, teamïwork, implementation, and 
updating.  A disaster plan is not a single document and is never ñfinalizedò; rather, it is a ñlivingò document. 

 
The goals of this plan are to (a) reduce human suffering, (b) adequately protect sacramental records and church 

property, and (c) promote outreach efforts to assist our neighbors outside of the Diocese affected by disasters.  

Being prepared can greatly lessen the traumatic effects experienced both during and after a disaster.  Most 
importantly, proper planning can save lives. 

 
This guide has been prepared in three sections.  The main section consists of disaster preparation information 

and worksheets for the parish disaster committee to complete.  The second section contains forms in an appendix 
to complete with information particular to the parish.  The third section contains the revised draft of the Policies 
Relating to Planning for Pandemic Influenza and Other Influenza Outbreaks. 
 
A copy of the completed disaster manual created by the parish should be kept by each person on the incident 

command team with a duplicate copy at each team memberôs home. 
 

For the purposes of this guide, ñPastorò also refers to Parish Life Administrators and other administrators of 

Diocesan entities.  Hereafter the term  ñparishò also refers to setting up disaster planning in schools and 
institutions. 

 
Abbreviations Used:  

 

 
BCDW Bishopsô Committee on Divine Worship  

Bishop Bishop of Davenport 
c. (cc.) Canon(s) from the Codex Iuris Canonici 

(Code of Canon Law) 
CCUSA Catholic Charities USA 

CDC Centers for Disease Control and 

Prevention 
COOP Continuity of Operations 

CRS Catholic Relief Services 
Diocese Diocese of Davenport 

DHS Department of Homeland Security 

EMHC Extraordinary Minister of Holy Communion 
EOC Emergency Operations Center 

FEMA Federal Emergency Management Agency 
GIRM General Instruction of the Roman Missal 

HHS Department of Health and Human 

Services 
ICC Iowa Catholic Conference 

ICS Incident Command System 
IDPH Iowa Department of Public Health 

NIMS National Incident Management System  

NWR NOAA National Weather Radio 
OCF Order of Christian Funerals 

PSI Pandemic Severity Index 
RCIA Rite of Christian Initiation of Adults  

UK United Kingdom 

USCCB United States Conference of Catholic 
Bishops 

VOAD Voluntary Organizations Active in Disasters 
WHO World Health Organization 
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DISASTER PHASES 

 
Disaster planning can be divided into four management phases.  These phases do not always occur in isolation or 

in this precise order.  Often phases overlap and the duration of each phase greatly depends on the severity of the 
disaster: 

 

1. Mitigation ï Taking steps before a disaster occurs to minimize its effects 

2. Preparedness - Planning how to respond 

3. Response - Minimize the hazards created by a disaster 

4. Recovery - Returning the community to normal  

 

Mitigation   
Mitigation activities eliminate or reduce the probability of disaster occurrence, or reduce the effects of 

unavoidable disasters. Mitigation measures include building codes; vulnerability analyses updates; zoning and 

land use management; building use regulations and safety codes; preventive health care; and public education.  
The mitigation phase includes the shaping of policies and plans that either  modify the causes of disasters or 

mitigate their effects on people, property, and infrastructure.  
 

Preparedness   
Preparedness is a level of readiness to respond to any emergency situation.  

The level of preparedness can be enhanced by having in place response 

mechanisms and procedures, rehearsals, long-term and short -term 
strategies, public education and early warning systems.  Preparedness can 

also take the form of ensuring that strategic reserves of food, equipment, 
water, medicines and other essentials are maintained in cases of national or 

local disasters.  

 
Response   

The aim of emergency response is to provide immediate assistance to 
maintain life, improve health and support the morale of the affected 

population.  The focus in the response phase is on meeting the basic needs 

of the people until more permanent and sustainable solutions can be found. 
Humanitarian organizations are often strongly present in this phase of a disaster.  

 
Recovery   

As the disaster is brought under control, the affected populat ion is capable of undertaking an increasing number 
of activities aimed at restoring their lives and the infrastructure that supports them.  Recovery activities continue 

until all systems return to normal. Recovery measures, both short and long term, includ e returning vital life -

support systems to minimum operating conditions; temporary housing; public information; reconstruction; 
counseling programs; and economic recovery.  Information resources and services include data collection related 

to recovery and documentation of post event analysis.  
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EXPECTATIONS OF THE DIOCESE  

 
In the event of a disaster in a community, the primary responsibility  for providing peopleôs basic needs (i.e. food, 

shelter, medical help, and clothing) and other essentials (i .e. electricity, police protection and emergency 
communication) rests with civil authorities  (i.e. the American Red Cross, parish, police, and fire departments, 

etc.).   

 
The Diocese of Davenport, through its parishes, schools and institutions, collaborates with these agencies in 

providing maximum disaster response and work toward ensuring that even the most marginalized persons receive 
the assistance they need. 

 
NOTE:  The Federal Emergency Management Agency (FEMA) personnel come into a community once the 

President of the U.S. declares the geographic area a ñFederally Declared Disaster.ò   FEMA coordinates its efforts 

with local voluntary agencies active in disasters (VOADôs) and provides financial assistance to individuals and 
families only.  FEMA does not provide disaster relief assistance for damage to church facilities except through 

insured losses in its National Flood Policy. 
 

The Bishop of the Diocese of Davenport will establish a Disaster and Crisis Management Committee.  This 

purpose of the committe e is to:  

1. Assist parishes, schools, families and individuals in planning for disasters by providing criteria for local 

disaster plans and providing resource information 
2. Assist the Diocese in building a system of early responders 

3. Monitor the environment for potential disasters and provide advisories to the Diocese 
4. Provide advice to the Diocese during disasters 

5. Assist the chancery safety team in planning for disasters that affect the chancery staff  

 
Relief Agencies  

In the Diocese of Davenport, the bishop has designated Catholic Charities USA (CCUSA) and Catholic Relief 
Services (CRS) for domestic and international relief efforts. 

 

Domestic Disasters  
Catholic Charities USA (CCUSA) has been designated by the U.S. Catholic Conference of Bishops as the agency of 

the Church to respond to domestic disasters. 
 

CCUSA has memoranda of understanding with the American Red Cross, St. Vincent de Paul Society and other 

institutions to clarify its role in mid to long -term recovery efforts.  Neither CCUSA, nor the local Catholic Charities 
agencies should be viewed as a relief agency.  The American Red Cross, the Salvation Army, and FEMA all 

provide the first assistance (relief) necessary to disaster victims and their families.  
 

Funds are available for local Catholic Charities to tap for ñlesserò disasters and are limited to $10,000.  The 
President of the Bishopsô Conference must declare a disaster ñmajorò and call for a second collection of funds 

from the Catholic community in the U.S. before significant dollars will be available  for recovery support.  

 
International Disasters  

 
It is the Dioceseôs desire that all international relief efforts be coordinated through Catholic Relief Services (CRS).  

CRS provides: 

1. Assessment of the scope of the disaster; 
2. Coordination of the internation al collection of resources; and 

3. Specification of the need for financial resources versus in-kind goods. 
 

The bishop of the Diocese of Davenport will inform Pastors about the timing and extent of assistance needed to 
help our brothers and sisters outside the United States. 
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INCIDENT COMMAND SYSTEM  

 
In the 1970s, several wildfires in California caused millions of dollars in damage and the deaths of several people.  

Local, state, and federal fire authorities collaborated to form FIRESCOPE (Firefighting Resources of California 
Organized for Potential Emergencies).  Out of this collaboration, local, state and federal agencies collaborated in 

creating the Incident Command System (ICS) to address five issues: 

1. Nonstandard terminology 
2. Lack of organizational flexibility to expand and contract  

3. Nonstandard and nonintegrated communications 
4. Lack of consolidated action plans 

5. Lack of designated facilities 
 

Today, the ICS is used universally to provide a way for many agencies to work together smoothly under one 

management system.  ICS is very flexible and can grow or shrink to meet the changing needs of an incident , 
making it applicable to both small and large disasters.  The ICS has been tested in more than 30 years of 

emergency and nonemergency applications, by all levels of government and in the private sector. It represents 
organizational best practices and as a component of the National Incident Management System (NIMS) has 

become the standard for emergency management across the country. 

 
Response to all crises requires a clear chain of command between all responders. The ICS is based on the 

premise that every crisis has certain major elements requiring clear lines of command and control.  FEMA is a 
good source for information on and training in the ICS.  According to the I CS, a number of critical functions must 

be attended to in a crisis.  A single individual may take on more than one role.   
 

Incident Commander : Sets the incident objectives, strategies, and priorities and has overall responsibility at 

the incident or event .  This position may be assumed by the Pastor, Principal, DRE, Youth Minister or other staffð
though it may be an emergency responder.  

 
Command Staff: 

Public Information Officer:   Serves as the conduit for information to parishioners, parents, staff and the  

public, including the media or other organizations seeking information directly from the incident or event.  
 

Safety Officer:  Monitors safety conditions and develops measures for assuring the safety of all assigned 
personnel. 

 

Liaison Officer:  Serves as the primary contact for supporting agencies assisting at an incident.   
 

General Staff: 
Operations Chief:  Conducts the operations to carry out the plan. Develops the tactical objectives and 

directs all resources.  This includes care to the individuals present during a crisis, being attentive to their 
physical, medical, psychological, and spiritual needs.  

 

Planning Chief:  Prepares and documents the plan to accomplish objectives; collects and evaluates 
information, maintains resource status, and maintains documentation for incident records.  

 
Logistics Chief:  Provides support, resources, and all other services needed to meet the operational 

objectives such as food, water, bathroom facilities and transportation.  

 
Finance/Administration Chief : Monitors costs related to the incident, provides accounting, procurement, 

time recording, and cost analyses. 
 

At least one alternate should be identified to perform the essential functions of each position.  In the event a key 
staff member is unavailable to report for duty i n an emergency, the Incident Commander will be responsible for 

re-assigning any and all roles and responsibilities of that key staff member to other staff members.  Specific roles 

for all staff members during times of emergencies or disasters are detailed in the appropriate sections that follow.  
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Fill out the incident command chart for your parish, school or Diocesan entity found in the appendix, Form A-1. 

 
Transfer of Command  

 
The transfer of command is the process of moving the responsibility for incident command from one Incident 

Commander to another.  This may take place for a number of reasons:  

 When a more qualified person assumes command 

 A legal requirement to change command, for example, to emergency services 

 There is normal turnover of personnel  on long or extended incidents 
 The incident response is concluded and responsibility is transferred back 

 

The transfer of command process always includes a transfer of command briefing, which may be oral, written, or 

a combination of both.  
 

The Incident Command System for the Chancery Staff  
 

Incident Commander : the Bishop of Davenport 

 
Public Information Officer : Director of  

Communication 
Safety Officer : Director of Liturgy  

Liaison Officer : Director of Social Action 

Operations Chief : Vicar General 

Planning Chie f : Chancellor 
Logistics Chief : Maintenance and Security 

Supervisor 
Finance / Administration Chief : Chief Financial 

Officer 

 
 

OUTLINE OF ROLES AND RESPONSIBILITIES  
 

A. Diocese  
 

Mitigation Phase 

1. Establish a Diocesan Disaster and Crisis Management Committee 

2. Provide initial leadership and subsequent direction in establishing Diocesan, parish and other institution 
preparedness and response plans 

 
Preparedness Phase 

3. Network with other organizations and faith communities to develop working relationships and plan 
disaster relief activities 

4. Serve on local and state VOAD (Voluntary Organizations Active in Disaster) committees 

5. Assist parishes in the development of a Volunteer Data Base/Talent Bank 

6. Identify, protect, and ensure the ready availability of electronic and har dcopy documents, references, 

records, and information systems needed to support essential functions 
 

Response Phase 

7. Ensures that effective communication takes place between the Diocese, parishes and schools affected 

8. Provide leadership and general direction to relief activity  

9. Call for the mobilization of resources and funds 

10. Coordinate the dissemination of volunteer information during a disaster  

 

Recovery Phase 
11. Work with Bishop and Chief Financial Officer to secure additional emergency funding if needed 

12. Produce a summary report of Diocesan, parish and school activities, funds received and funds expended 

at the conclusion of the disaster recovery period 
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B Parish/School/Institution  

 
Mitigation Phase 

 
1. Create a disaster planning committee 

2. Identify essential funct ions that enable organizations to provide vital services 

3. Identify the authority to make key decisions  
4. Ensure that people know who has authority and responsibility if the leadership is incapacitated or unavailable  

5. Develop a relationship with another parish within their deanery for mutual support  
6. Plan for the need to transfer authority and responsibility for essential functions from an organizationôs primary 

operating staff and facilities to other staff and facilities  
7. Determine if a parish facility should be considered as a shelter 

8. Identify where emergency worship services could be held 

9. Serve on local VOAD (Voluntary Organizations Active in Disaster) committees. 
10. Develop a team of volunteers willing to serve the community following a disaster  

11. Encourage parishioners/staff to develop their own family disaster plan  
 

Preparedness Phase 

 
12. Identify the availability and redundancy of critical communication systems  

13. Prepare for the possibility of an unannounced relocation of essential functions and personnel 
14. Prepare parish facilities for disasters 

15. Prepare parish staff for disasters 
16. Provide other agencies with the names of key parish contacts willing to assist with long -term recovery efforts  

17. Network with other parishes (and other local faith communities) to share informatio n, ideas, concerns, 

resources 
18. Identify, protect, and ensure the ready availability of electronic and hardcopy documents, references, 

records, and information systems needed to support essential functions 
19. Assess, demonstrate and improve the ability to execute plans and programs during an emergency through 

training and exercises 

 
Response Phase 

 
20. Communicate promptly to the Diocese when impacted by disaster 

21. Survey parishioners to determine evacuation needs 

22. Disseminate disaster-related material/information to p arishioners 
23. Attend to the spiritual needs of the faith community during and after a disaster  

 
Recovery Phase 

 
24. Reconstitution: Plan for the resumption of normal operations  

25. Produce a summary report to the Diocese of parish and school activities, funds received and funds expended 

at the conclusion of the disaster recovery period 
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COMMUNICATION  

 
During a disaster, common communication modes may or may not exist.  Alternate modes of communication 

should be identified in advance of a disaster.  These include but are not limited to: land phone calls or faxes, 
cellular phone calls, Internet messages, cellular phone text messages, family radio services (FRS), citizens band 

and amateur radio, and in -person visits. 

 
The Diocese has provided a phone number for emergency contact and all clergy should use this number to inform 

the Bishop of their status and location du ring and after a disaster:  
 

 866 -363 -3772 extension 238  or  
 563 -324 -1912 extension 238 to the Vicar General    

 

Clergy in this country with an I -20 visa must be located as soon as possible. 
 

Local radio stations should be monitored for changing conditions and alerts.  In addition, other sources for 
emergency notification should be monitored by parishes, schools and institutions:  

 

NOAA Weather Radio All Hazards (NWR) is a nationwide network of radio stations broadcasting continuous 
weather information directly from the nearest National Weather Service office.  NWR broadcasts official Weather 

Service warnings, watches, forecasts and other hazard information 24 hours a day, 7 days a week.  NWR also 
broadcasts warning and post-event information for all types of hazards ï including natural (such as earthquakes 

or avalanches), environmental (such as chemical releases or oil spills), and public safety (such as AMBER alerts or 
911 telephone outages).  NWR requires a special radio receiver or scanner capable of picking up the signal.  

 

The Emergency Email & Wireless Network is a free notification service that sends notification to citizens of local, 
regional, national and international emergencies utilizing the Internet and email.  For more information, go to: 

www.emergencyemail.org. 
 

Messaging to Cellular Phones  It is also possible to send short e-mail messages (max 160 characters) to cellular 

phones.  If addresses can be grouped, a large number of people can be contacted.  However, some cellular 
phones do not receive messages in a timely fashion.   

 
The recipient will need text messaging enabled on their cellular plan (most carriers enable it by default) and have 

a phone capable of receiving text messages (most new phones are text-capable).  To use, compose a short email 

message using less than 160 total characters in any email client) and address it to the cellular number at the 
carrier's email domain.  Remember to remove your signature from the message before sending.  Email sent to 

cell phones is billed to the subscriber as a text message.  Many carriers allow customers to receive free 
messages.  The major US cellular carriers use the 10_digit_number@cell.carrier_domain.com format for 

messaging to SMS to text capable cell phones.  Send Email to cellphonenumber@....: 
 

 

Alltel  10digitnumber@message.alltel.com 
 

AT&T  10digitnumber@mms.att.net 
 

Iowa Wireless  10digitnumber.iws@iwspcs.net 

 
Nextel  10digitnumber@messaging.nextel.com 

 
Qwest  10digitnumber@qwestmp.com  

 
Sprint  10digitnumber@messaging.sprintpcs.com 

 
T-mobile  10digitnumber@tmomail.net 

 

US Cellular  10digitnumber@email.uscc.net 
 

Verizon  10digitnumber@vtext.com 

 

http://www.wrh.noaa.gov/wrh/nwspage.php
http://www.nws.noaa.gov/nwr/nwrrcvr.htm
http://www.emergencyemail.org/
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COMMUNICATION WITH THE CHANCERY IN THE EVENT OF DISASTER  

 
See Form F-1 in the appendix for more information.  

 
1. The Pastor notifies the Parish Disaster Planning Coordinator and the Vicar General of the Diocese of 

Davenport with the specifics of a disaster including any damage to parish property and injuries or disaster-

caused illness to staff or parishioners; also contact the Diocesan insurance company. 
 

2. Any damage to sacramental records is reported immediately to the Diocesan Chancellor. 
 

3. Any damage to critical computer systems is reported to the Diocesan Director of Technology. 
 

4. The Vicar General notifies the Bishop and the Chief Financial Officer. 

 
5. The Pastor and parish disaster planning committee assess the needs and resources of the parish and the 

community and develop a plan of appropriate response to the disaster.   
 

6. Catholic Charities may provide limited amounts of financial assistance for victims.  Catholic Charities has 

developed a case management program to assist victims directly or assist parishes in their supportive efforts.  
Assistance requests should be directed to the Diocesan Liaison Officer. 

 
7. Catholic Charities coordinates with FEMA, the parish disaster planning committee, and appropriate community 

and interfaith groups to develop a program of short and long -term recovery for individuals and families.  The 
American Red Cross has primary responsibility for disaster assistance in the short term.  Diocesan assistance 

through its Catholic Charities agency will be dedicated to medium to long-term recovery. 
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ESTABLISHING A DISASTER PLANNING COMMITTEE  

 
This section is designed to help the Pastor and/or the designated Disaster Coordinator work through the steps of 

setting up a disaster committee in each parish, school, or institution.  It will help them make decisions such as 
who should be involved in preparing the parish for different types of disasters and how to access already existing 

resources in the parish.  It also will help them determine what role a parish should play in serving the community 

after a disaster has occurred. 
 

The first step to preparing a parish for a disaster is appointing a Disaster Planning Committee.  Each Pastor may 
approach this step differently depending on the makeup of his parish.  Some Pastors may appoint only a Disaster 

Coordinator, relying on this coordinator to identify and appoint the other members, while other Pastors may 
appoint several key persons to the committee, allowing the committee members to appoint a coordinator.  

Members of the incident command team should be members of the Disaster Planning Committee. 

 
The Importance of Having a Disaster Coordinator  

 
When establishing basic roles for the committee members, it is important that the key position of Disaster 

Coordinator is appointed early in the planning process.  The role of the Disaster Coordinator is crucial for 

collaboration with neighboring parishes and the chancery.  A small disaster that may affect either one or two 
parishes can be better addressed when two parishes join resources to help the community recover.   The Disaster 

Coordinator also can be responsible for setting up activities such as canvassing neighborhoods for vulnerable 
parishioners or assembling baby care kits to give to families who have lost property in a flood.  

 
Enter the information for the Disaster Coordinator in the appropriate section of Form A -1 in the appendix.  

 

Appointing Disaster Committee Members  
 

Once the Disaster Coordinator is identified, other roles and responsibilities need to be determined including the 
incident command team, other committee members and parish staff members.  The parish may have doctors, 

nurses, crisis counselors, childcare workers, skilled contractors, boat owners, etc.  All of these areas of expertise 

can be utilized before, during and following a disaster.  Additionally, staff or volunteers should be assigned to 
operate the phones to inform parents/parish visitors about em ergency situations, evacuation of buildings, 

protection of archival records, backing up of hardware/software, etc.  Later on in this manual, parishes will be 
guided through developing a calling tree and emergency list.   The Pastor and/or the Disaster Coordinator may 

either create an entirely new com mittee composed of parishioners having disaster response planning experience 

and staff members, or they may want to utilize existing committees  in addition to the incident command team.  
 

Fill in the additional members of the Disaster Planning Committee found in the appendix, Form A-1. 
 

Although a large group may want to participate in disaster preparedness and response planning, larger groups 
tend to lose focus.  Later, once goals are established, including more members of the parish may be necessary.  

Sub-committees may be formed as needed. 

 
It is useful to recognize that many parishes have historically participated in disaster relief activities (i.e. cleaning 

out homes after floods, cooking food for disaster vict ims, distributing donated goods, providing for emergency 
expenses, etc.) in informal ways.  Therefore activities should be identified that are already taking place at the 

parish, assess their utility, and include them in the formal plan.  
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List any activities occurring now in the parish that could be incorporated in the disaster plan  

 
Activity Committee Responsible 

 
 ________________________ 

 

 ________________________ 
 

 ________________________ 
 

 ________________________ 
 

 ________________________ 

 
 ________________________ 

 
List parish leaders whose participation on the committee would enhance planning and preparedness efforts in 

addition to the incident command team.  Complete the list of additional members of the Disaster Planning 

Committee and the staff found in the appendix.  
 

  

  

  

  

  

  

  

  

  

Including representatives from the 
following groups may enhance 
your parishôs ability to prepare for 
and respond to disasters: 
 

 Youth Group Leaders 

 Boy Scouts/Girl Scouts 

 Spanish-speaking 
Representatives 

 Knights of Columbus 
Councils 

 Knights of Peter Claver 

 Catholic Daughters 

 Saint Vincent DePaul 
Society 

 Parish Social Ministry 

 Parent/Teacher 
Organizations 
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Scope of the Committee  

 
Once the Pastor and/or the Disaster Coordinator have determined disaster committee membership, decisions 

such as the length of membership, the roles of committee members, and the basic goa ls of the committees will 
need to be made. 

 

How long will members serve on this committee?  ( one year, two years, rotating membership, etc.)  
 

 ________________________ 

Disasters tend to ignore geographical boundaries.  Will the committee and volunteers respond to other areas 
outside of the geographical boundaries of the parish?  If so, how far and for how long?  

 

 ________________________ 

 ________________________ 

Is the parish willing to partner with another parish or work  in collaboration with the parishes in its deanery for 

mutual disaster support?  Which parish(es)? 
 

 ________________________ 

 ________________________ 

Is the parish willing to collaborate with other parishes to help with disaster planning?  Which parishes?  

 
 ________________________ 

 ________________________ 

It is recommended that the disaster committee meet several times a year; more frequently prior to an d during 
peak disaster seasons in order to update and test the disaster plan.   

 
 

Committee meeting frequency (monthly, quarterly etc.):  

 
____________________________________________________________________________________________ 

 
____________________________________________________________________________________________ 
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Disseminating and Documenting Disaster Information  

 
It is import ant to make sure the parish community is informed of the activities of the Disaster Planning 

Committee.  Parishes with active disaster preparedness and response planning have often lamented that with 
each disaster they are ñreinventing the wheelò because of a lack of documenting what was done during past 

disasters, making it difficult to learn from past mistakes and successes. 

 
In order to keep the parish informed and up -to-date on disaster planning and lessons learned from previous 

disasters, consider distributing a copy of the committeeôs goals to the Pastor, parish council, and parishioners.  
Some recommendations include putting the minutes in a weekly bulletin, making announcements on Sunday, 

making a webpage for disaster planning, posting notices on a bulletin board or Internet groups online.  
 

 

How will the committee disseminate information about the disaster plan to the Pastor, parish leaders, and 
parishioners? 

 
 ________________________ 

 ________________________ 

During this entire disaster planning process it is important to keep records of the committeeôs activities since the 
roles and responsibilities of the committee and its members may evolve over time.  Information should include , 

but may not be limited to,  types of activities undertaken (what type  of assistance was provided, who was helped, 
etc.) and not undertaken, and why.  It is especially critical to keep a concise record of activities during and after a 

disaster so that future disaster relief efforts donôt need to be organized from scratch.  Appointing a secretary or a 

record keeper will facilitate this important step.  The Planning Chief is responsible for maintaining documentation.  
 

What types of records should be kept? 
 
 ________________________ 

 ________________________ 

Once the committee is established, it is important to validate its existence by announcing to the parish that the 

committee is formed and ready for action.  This could be done in the form of a commissioning service, 

announcement of the parish committee in the bulletin, or pos ting on a church information board.  
 

How will the parish formally recognize the committee?  
 

 _______________________ 
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RECEIVING AND GIVING PROPER NOTIFICATION OF A DISASTER  

 
It is important to prepare to provide warning for any type of emerge ncy/disaster that could affect the parish.  

Parishes should be equipped with the following emergency/disaster communication equipment to ensure that 
necessary warnings take place: 

 

A portable AM/FM radio tuned to a local station and a NOAA weather radio should be located in the parish office 
and rectory. 

 
Phone number to contact parish staff during normal business office hour s: _______________________________ 

 
Emergency cellular phone numbers: , _________________________________ 

 

The following are re commend ations of steps to take once a warning is issued:  
 

1. Staff members receive the warning (depending on type of disaster) and notify the Pastor or Parochial 
Vicar. 

2. Based on the warning, the Pastor activates the appropriate hazard disaster plan. 

3. Personnel report to the assigned disaster planning location. 
4. Staff members info rm all on-site personnel and parishioners of the potential disaster.  

5. In the event of a potential or actual evacuation, the Pastor implements plans for evacuation based on the 
emergency situation. 

6. The Parish office is responsible for immediately notifying the chancery  of damage to the parish by filling 
out the Disaster Report Form B-1 and the Report of Individual Injuries Form B -2 from the appendix and 

fax to 563-324-5842. 

 
 

DETERMINING ON -SITE  AND OFF-SITE MEETING LOCATIONS  
 

It is important to decide before a disaster strikes which parish room will serve as a n Emergency Operations 

Center (EOC), the central area of decision-making.  The location should have adequate computer Internet access 
and number of telephone lines including fax line access. 

 
List the location of the EOC at the parish:  

 

Building:__________________________________  Room: ____________________________________________ 
 

List the off -site location where the committee will meet i f the parish is inaccessible.  This site could be the partner 
parish depending on the nature of the disaster and the distance involved . 

 
Building:__________________________________  Room: ____________________________________________ 

 

Be sure to inform the chancery of the intention to evacuate and the parishôs alternative location. 
 

Complete Form B-3 in the appendix.  
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THE BASICS OF EVACUATING  

 
See Form B-4 in the appendix for more information.  

 
If the parish already has evacuation procedures, examine them. I f you need additional help in writing a disaster 

evacuation plan, please contact the Diocesan Disaster & Crisis Management Committee. 

 
Be sure that the alternative receiving facility identified in Form B-3 and authorities have been notified.  

 
Make sure that transportation is available to successfully evacuate everyone.  Make sure that all vehicles being 

used for transportation have maps to the destination, and th at the drivers have cell phones and/or portable 
radios. 

 

Examine the emergency supply list, making sure that all supplies needed are packed in boxes and ready to 
transport.   

 
Determine the order of evacuation; try to keep floors/wings etc. of people together to make determining a 

headcount easier. 

 
Determine if some of the staff/residents have relatives that could come and pick them up.   

 
If you are evacuating to a residential facility such as a shelter, be sure to tell each person to take the following  if 

possible: 
 

 Two to three changes of clothing  

 One pillow 

 Two blankets 

 All toiletry articles needed 

 Glasses, hearing aids, medicines, etc. 

 

 
EVACUATION RECOVERY 

 
This section focuses on basic information about helping the parish recover after a disaster.  There is information 

in Sections D and E about recovery specific to each type of disaster.  Section G discusses how the parish can help 

their community in need.  
 

Re-entry into the Facility  
 

The Pastor should be the individual responsible for authorizing re-entry into the parish.  Only after  the Pastor has 
been assured by local authorities and the Diocesan insurance carrier and/or local contractors that the safety of 

the parish has been restored should re-entry occur. 

 
Designated staff members and/or parish volunteers should form a damage assessment team to (a) survey the 

parish after a disaster, (b) report findings to the Pastor, and (c) ensure that timely and accurate data is received.  
Members could include people with experience in construction, home repair, etc. 

 

Identify the members of your damage assessment team:  
 

    ______ 
 

    ______ 

 
List these individuals in the appropriate section of Form A-1 in the appendix.  
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Damage and needs assessments as well as injury reports should be compiled by the team and should be 

submitted to the Incident Commander as soon as possible after a disaster has occurred.  .  
 

In the event the parish is damaged to the extent that a portion or the  entire parish is uninhabitable, plans will 
have to be developed to address the relocation of parish services and staff to alternate facilities until repairs are 

made or the parish is rebuilt.  

 
If you have agreed to partner with another parish, include arrangements with this parish for the use of facilities 

during a disaster.  You may have to work on merging social services, scaling down services, or suspending 
services until the facility is repaired. 

 
Depending on the nature of the disaster and the distance involved, it may be necessary to identify an alternative 

site other than the partner parish.  

 
Alternative Site: 

 
____________________________________________________________________________________________ 

 

Contact Information:  
 

____________________________________________________________________________________________ 
 

Enter this information in Form B-3. 
 

 

TRAINING AND EXERCISES  
 

Disaster preparedness and planning is not a one-time event or exercise.  It is a process that must constantly be 
reviewed and updated.  The Diocese of Davenport, upon request, will assist in providing training for all parish 

staff and volunteers for emergency situations.  Parishes are encouraged to begin training their staff immediately 

and during their ñNew Employee Orientationò and continue to offer training to staff through their tenure with the 
parish. 

 
Key parish members should become thoroughly familiar with the parishôs Disaster Plan and attend Disaster 

Preparedness Training as requested by the Pastor. 

 
New parish staff members should receive training beginning with orientation regarding their disaster related roles.  

They should be required to become familiar with the parishôs disaster and response plan as well as their specific 
job function during times of disaster.   

 
The Disaster Plan should be tested annually as both a tabletop exercise and a full-scale exercise. 

 

Tabletop Exercise  
Key staff should review the plan.  They should verify inform ation with suppliers and emergency contacts to insure 

all information is correct and current.  Ideally, this exercise should be scheduled during the 1 st Quarter of each 
year in preparation for the spring storm season.  

 

Full Scale Exercise  
Parishes are encouraged to schedule a minimum of one full -scale exercise specific to one disaster annually.  Upon 

completion of the drills, submit the report to the Pastor, addressing any deficiencies.  Contact the Diocesan 
Disaster & Crisis Management Committee for assistance in organizing this event including waiver forms for 

participants. 
 

See Form B-5 in the appendix for an exercise planning form.  
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PROFILING THE PARISH  

 
It is recommended that the committee contact key parish personnel before working on this section. Cr itical 

people to include are a building manager, parish secretary, and deacon or other person in charge of the parish 
social services and outreach programs.   

 

Before the disaster planning committee can begin planning for the possibility of a future disast er, a careful 
examination of the current state of the parish -  including its buildings and other property, physical contents, and 

parish activities ï should be performed.  Elements of this examination should include:  (a) a thorough check of all 
parish property, buildings, and physical contents; (b) the creation of a log of activities occuring daily in the 

parish; (c) the updating and maintenance of parish staff listings; (d) the creation of a ñphone treeò; (e) the 
identification of parishioners who are mo st vulnerable to disaster; and (f) a determination of the possible hazards 

the parish may be susceptible to because of its location and structure.  A ñRoom Surveyò form is available in the 

appendix, Form C-1.  
 

Analyze the Parish Facility  
 

Begin by locating blueprints or floor plans made of the facility.  A copy of the blueprints should be located at the 

parish.  These drawings will show the boundaries of the property and layout of all the buildings including internal 
rooms and corridors.  An example of a parish floor plan is found below. 

 
Once the committee locates the drawings, make several copies of the floor plans.  Mark and number all rooms 

and building exits.  Using a copy of this floor plan along with the attached room survey, move from room -to-
room, taking an inventory of all equipment, furniture, and data, and noting emergency -related items (i.e. door 

exits, window exits, smoke detectors, etc.).   

 
 

 
 

 

 
 

 
 

 

 
 

 
 

 
 

 

 
 

 
 

Inventory All Equipment  

 
While examining the parish facility, it is important to d ocument all physical contents.  The documentation should 

be written, videotaped, or photographed.  It is recommended that the inventory be generated in at least two 

different med ia. 
 

Move room-by-room and list appliances, equipment, furniture and archival records (including but not limited to 
sacramental records).  List all equipment, including computers, printers, telephones, fax machines, answering 
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machines, lawn equipment, kitchen equipment, activity equipment, as well as blankets, batteries, flashlights , or 

other disaster-related materials.  Include all furniture from the parish offices, rectory, and sanctuary.  
 

Note: A detailed inventory on computer and electronics will be taken as part of protecting church property . 
 

Isolation Switches and Cut -off Valv es 

 
In the event of an emergency, it may become necessary to shut down water, power, or gas lines before fire or 

other officials arrive at the site.  Knowing the location of these connections and how to operate each of them may 

save lives and diminish the risk of property damage.   
 

Valves and switches should be color coded according to the general standards of The American National 
Standards Institute (ANSI) 1:  

 
 Water  Blue 

 Electrical Red 

 Gas  Yellow 

 

  

Understanding the HVAC System  

 
It is important to pay special attention to the ventilation systems (air, heat, fans, etc.) that may transmit toxic 

emissions in the event of a fire or hazardous materials spill.  Every system has some means of shutdown.  It is 
important to note those rooms that are equipped wit h the capability to shut off outside airflow and designate 

them as ñsafe roomsò. 
 

                                                 
1
The ANSI color coding can be found at:  http://www.pteinc.com/color.html 

 

http://www.pteinc.com/color.html
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Documenting Parish Activity  

It is important to create a master schedule of activities keyed to their specific rooms, buildings, or areas in order 
to have a better command of  all the activities occurring at the parish.  Create a master schedule of parish 

activities and insert it into Form C-2 in the appendix.  Check the master schedule semi-annually, updating as 

needed.  It is equally important to know the age groups of parish ioners involved in activities, as well as noting 
where the activities are located.  Safely evacuating a group of young children will require much more supervision 

and forethought than moving a similarly sized group of adults.   
 

After creating a master schedule, use it to determine if more staff is needed for events and to answer the 

following questions: 
 

How does the parish know that the buildings are empty at the close of all activities?  Is there a checklist 
procedure that is followed every night?  

 
Examine or create a checklist procedure to make sure buildings are empty at closing.  Make changes as 

necessary. 

 
  

  

  

  

 
Are social service activities concentrated in a single location?  Is there a food pantry, thrift store or social services 

office?  Do not forget to list these places on a list of activities.  

  

  

  

  

  

 

List the capacity of any buildings used to gather large amounts of people (include, but do not limit to the 
gymnasium, auditorium, sanctuary, parish dining hall, etc.  The local fire departmen t may be able to assess the 

capacities). 
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Parish Staff Communication  

 
It is important to keep a list of current parish staff up -to-date and accessible in the event of a disaster.  If there is 

not one already available, create an organizational chart of parish staff.  The chart should look similar to what is 
shown in Figure 2 below.  Be sure to include volunteers who may be in charge of various programs as part of the 

chart since they are an integral part of parish activities.   Insert the chart in to Form C-3 in the appendix.  

 

Pastor

Parish

Administrator

Office StaffFacility Manager Ministry Staffs

Maintenance

Crews

Office Manager Bookkeeper Minstriies

 
 

Using the organizational chart, assign each staff member the names of two or three other staff members that 
they are responsible for calling in the event of an emergency.  Make sure that each staf f member has access at 

all times to an employee roster as well as a copy of the phone tree.  A call from the Pastor or Disaster 
Coordinator initiates the phone-calling process.  The parish council may be able to assist in the calling tree.  

Instructions should be precise and limited to simple and straightforward information.  Lists should be checked to 

avoid duplication.  A log or checklist should be maintained that indicates who has and who has not been 
contacted and if messages were left.  Insert the call ing tree into Form C-4 in the appendix.  

 
 

VOLUNTEERS 
 

Like staff, volunteers are a key component during disaster preparedness and relief activities.  The parish may 

have doctors, nurses, crisis counselors, childcare workers, skilled contractors, boat owners, etc.  All of these areas 
of expertise can be utilized after a disaster.  Additionally, staff or volunteers should be assigned to operate the 

phones to inform parents/parish visitors about emergency situations, evacuation of the building, protection of 
archival records, backing up of hardware/software, etc.  Use the following section as a guide to determine which 

parishioners may offer assistance before, during, and after times of disaster.  Doing this before a disaster allows 

for the parish to coordinate  spontaneous volunteers after a disaster event. 
 

Creating A Talent Bank Of Volunteers  

Each year, the Disaster Coordinator should profile the parish to identify and gather a pool of volunteers who 
could aid in time of disaster.  Many faith -based communities have done this by using a ñtalent bank surveyò.  

Below is an exercise to help you develop your own talent bank survey.  Insert a summary of the survey results 
into Form C-5 in the appendix.  
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Pastors play in important role in determining how best to involv e parishioners in completing the survey.  They 

may choose to discuss the Disaster Committeeôs efforts to the parish, then distribute the survey in the bulletin 
and provide drop-off boxes.  Or, they may decide to distribute them in a more intimate setting, such as 

committee meetings, activities, or Bible Study classes during the week.  It is important to remind parishioners 
now that completing the form does not commit them to respond to every disaster.  

 

Discuss how the committee will organize and track this information.   
 

Determine ways to acquire a higher return rate on the survey.  
  

  

  

  

  

  

 
How often will the parish update this information?  

  

  

 

Should the parish create and maintain a database that would store the volunteer information?  

  

  

 

Some sugges ted volunteer teams:  

 
General Purpose teams  Professional teams  

Evacuation assistants Counselors 
Shelter assistants Construction   

Cooks and food distributors Medical 

Childcare  Legal 
Emergency housing (identify homes for victims and 

volunteers) 

Caseworkers 

Clean-up   

Home visitors for at-risk parishioners  
Spiritual support    

First Aid  

 
 

Identify t he Types Of Volunteer Teams Your Parish Will Support  
 

Emergency response teams: (shelter assistance, cooks, relief kit distribution, evacuation assistance, child care, 

emergency housing) 
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On-going relief teams: (spiritual support, clean up, service referral, legal assistance)  

  

  

  

  

  

Long-term recovery teams: (construction teams)   

  

  

  

  

  

How will your committee mobilize the pool of volun teers? 

              

            _____________ 

  

 
Who is designated as volunteer coordinator at the parish level?  Enter this information in appendix Form A-1. 

              

            _____________ 

  

 
How will you screen volunteers following the disaster?  Will you collect a release form for each volunteer?   

  

  

  

  

 

VULNERABLE PARISHIONERS  

 
Many parishioners have no one except the Church to turn to in times of disaster.  Before a disaster strikes, it is 

important to determine who these vulnerable people  are so the parish can establish outreach programs targeted 

towards helping them.  A form to record special needs parishioners is in the appendix, Form C-6. 
 

Clergy and Extraordinary Ministers of Holy Communion can provide a list of those who receive Communion at 
home and in nearby nursing facilities.  Social Concerns offices and parish volunteers also may know which 

persons have medical disabilities that result in their reliance on electricity for homebound medical treatments ï 

these people are particularly vulnerable during times of disaster when electrical service can fail for an extended 
period of time.   

 
The parish also may be able to identify neighborhoods that are high risk by utilizing information obtained from 

social service programs in the community.  Are there neighborhoods that routinely flood?  What about persons 
who do not speak English?  Make sure these people are identified. 
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PROFILING THE COMMUNITY  

 
Once the parish has examined its facility, become familiar with its routine schedule, updated  its phone tree, and 

identified vulnerable parishioners, it is time to identify which disasters could affect the parish due to its location.  
Locate a map and mark off the parish boundaries.  Use this map as a tool in determining risks that certain 

disasters may pose in your community.  

 
Identify the parish boundaries.  How many square miles does the parish include? 

 _____ 

  

  

 

Look back over the past 10 years and make a list of all disasters or emergency situations that have impacted the 
community.  Do not limit the list to natural disasters; non -natural disasters such as chemical leaks can be just as 

disruptive to the community.   

 

 
List the disasters that affected the parish over the past 10 years.  (for assistance, use FEMA and other websites 

noted above). 

  

  

  

  

  

Other disasters may have affected the community prior to the past decade; additionally, the community may be 

vulnerable to other types of disasters that fortunately have not yet occurred (ex. terrorism).  Disasters that the 
parish may be susceptible to include  tornadoes, severe weather events (thunderstorms, lightning, hail, or 

downbursts), fire (either structural or brush fire), kidnappings, hostage situations, civil disturbances, vandalism, 
bomb threats, or hazardous materials incidents (spill, leak, explosion, or overturned hazmat vehicles).  

 
List any additional disasters that the parish should focus on. 
  

  

  

  

Helpful Websites 
  
The Federal Emergency Management Agencyôs (FEMA) website (www.fema.gov) lists all federally 
declared disasters and emergencies from 1992 to the present.  Click on FEMA Iowaôs website to obtain 
regionally based information.(www.fema.gov/femaNews/disasterSearch.do)  

 
The Iowa Homeland Security and Emergency Management site (www.iowahomelandsecurity.org/) 
provides a list of current disasters.  
 

The Environmental Protection Agency (EPA) provides a simple search engine that lists facilities regulated 
by the agency.  Go to the main EPA website (www.epa.gov) and click on the link ñWhere You Liveò and 
search the various databases to get a list of hazardous materials plants near the parish.   

 

http://www.fema.gov/femaNews/disasterSearch.do
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In the Diocese of Davenport, floods pose a great natural disaster threat to the community.  Determine if your 

parish is in the floodplain.  For flood plan maps, go to: http://msc.fema.gov/  
 

Is the parish located within the 100 -year or 500-year floodplain? 
  

  

  

 
Chemical and Hazardous Materials also are of concern in our community due to the large concentration of 
industrial facilities in the area.   

 
List the hazardous materials facilities found in or near the parish boundaries.  (use the epaôs website 

(www.epa.gov) to identify these facilities.   
  

  

  

  

  

  

  

 
Train derailments or highway accidents involving HAZMAT trucks also can cause a plume of hazardous material to 

affect a community.  Therefore, it is important to note if any industrial rail lines or major highways that serve as 
transportation routes for haz ardous materials are located near the parish boundaries. 

 
List the major transportation arteries that could be used to transport hazardous materials.  
  

  

  

  

  

  

 

 

 
 

 
 

 

 
 

 
 

 
 

 

 

http://msc.fema.gov/
http://www.epa.gov/
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PROTECTING CHURCH PROPERTY 

 
This section focuses on how to minimize damage to the church property by keeping up with routine mantenance 

as well as maintenance during storms.  Additionally, this section includes a list of basic emergency supplies that 
the parish should keep on hand in case of a disaster.   

 

Routine Maintenance  
 

Routine, preventative maintenance can help to minimize greater damage to a parish facility during a disaster.  
Many insurance claims are denied because maintenance issues are allowed to go unresolved which, in effect, 

creates a ñpre-existing condition.ò  It is imperative that the building and grounds be routinely checked for 
maintenance issues and that problems are fixed as soon as they are identified.  A leaky pipe may cause major 

mold problems down the road.  Likewise, an unchecked fire extinguisher could malfu nction, resulting in a larger 

fire that causes significant damage.  As part of the Diocesan Disaster Preparedness and Response plan, routine 
maintenance is a mandatory requirement.  Please assign a member of the disaster planning committee, a 

member of the  building committee, and/or a parish staff member the task of completing the maintenance 
checklists (appendix Forms C-7 and C-8) on a semiannual basis. 

 

Beyond Routine Maintenance  
 

Thunderstorms bringing high winds, hail, lightning, and heavy rain are a co mmon occurrence  These storms can 
cause significant damage.  If such a storm is forecasted, use the following simple checklist (2J) to save the parish 

from sustaining additional unnecessary damage. 
 

Shutting off Utilities  

 

Depending upon the type of disaster, those responsible for preparing the facility for a disaster will need to know 
what utility lines should be turned off to prevent damage.  Please use the following table to help determine when 

to shutdown the following facility utilities.  Note that it is generally not considered necessary to shut off 
connections during storm conditions.  Under such conditions as a tornado, it more likely that electrical power will 

fail over a wide area.  Water and gas lines that are generally buried are not as vulnerabl e unless a building is 
damaged. 

 

Type of Switch  Color Coding  
Conditions Necessary for 

Shut -off  

Water Blue 
 Severe Flooding 

 Severe Freezing 

Electrical Red 

 Fire 

 Severe Flooding 

 Brownout 

 Shorting Connections 

 Flickering 

 Equipment Failures 

Gas Yellow 

 Smell of Gas 

 Fire 

 Severe Flooding 
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Storing and Protecting Parish Records  

 
Inactive records should be stored in filing cabinets or in boxes (on shelves if possible).  Do not loosely pile 

documents on a shelf, as this increases the risk of fire or other potenti al loss.  These records should be stored in 
clean, well lit and ventilated areas that are free from pests.  The storage area should contain fire extinguishers, 

and, if possible, have a fire-suppression system.  Smoking, eating, and drinking should be prohibited in th is area.  

Access to storage areas should be tightly controlled. 
 

The sacramental records books and marriage packets should be stored in a fireproof cabinet.  Only the Pastor 
and his assistants, deacons and the sacramental records secretary should have access to the records.  No other 

person, including other parish staff or parishioners, should have access to any of the sacramental books, even to 
view his/her own record.  

 

Record Retention and Destruction Policy  
 

All parish records have a prescribed retention period.  At the end of the required retention period, non -permanent 
records should be shredded to ensure confidentiality.  The Pastor or business manager should authorize the 

destruction of the records.  The parish or organization must keep a l og of all records destroyed, noting the type 

of records, dates of records, and the date of destruction (for example, ñcancelled checks, FY 1992-1993ò). 
 

Records should never be laminated.  The lamination process is irreversible and highly destructive.  If archival 
records become damaged due to a disaster, contact the Chancellor immediately. 

 
See the Diocesan Retention Tables found in the Priest Handbook: 

www.davenportdiocese.org/library/index .htm 

 
A form for recording major assets is provided in the appendix, Form C-9. 

 
Protecting Computer Hardware and Software  

 

More and more, electronic information has become a vital part of our organizations.  As such, there are various 
steps parishes should take in order to protect these resources in the event of a disaster.  In this section, some of 

the major steps that should be taken as we prepare ourselves to recover from a disaster are identified.  Copies of 
these forms are included in the pages following this section. 

 

1.  Inventory and document systems  
 

a. Maintain an Inventory of Assets (appendix Form C-10) so losses can be documented for insurance. 
 

b. Identify the functions performed by your computer systems and develop procedures and practices to 
accomplish those tasks manually.  For example: publishing the parish bulletin and newsletters, 

maintaining Pastoral records. 

   
c. Document your software applications.  Create a Software Applications List (Form 2-F) that includes all the 

software programs you use along with their associated licenses, if applicable.  Make a copy of this 
software and store these copies at an off -site location.  Be sure to treat your software licenses as you 

would any titles or deeds. 

 
d. Identify hardware and software critical to the recover y of the administrative functions of the organization.  

(i.e. publishing the parish bulletin and newsletters, maintaining Pastoral records, etc.).  From the lists 
prepared in Items 1d and 1e, identify which hardware and software is critical and needed to t he recovery 

of the administrative functions of the organization.  
 

e. Develop a Recovery Priority List. 

 

http://www.davenportdiocese.org/library/index.htm
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2.  Backups  

 
Perform daily data backups as well as separate weekly and monthly backups.  These backups also should be 

stored at a secure off-site facility.  Use a Backup Schedule Chart (appendix Form C-11) to log backup 
activities. 

 

3.  Backup Processing Facilities  
 

Develop a plan for utilizing other computer systems as a backup for critical processing needs.  Consider 
making vendor agreements and teaming with other  parishes (Back-up Schedule Chart Form 2-G). 

 
4.  Contact List  

 

a. Keep an up-to-date list of support personnel and vendors ( appendix Form C-12). 
b. Identify and line up alternate vendors for essential supplies and equipment.  

 
5.  Security  

 

Physically secure your computer assets in areas that can be locked and restrict network and PC access with 
the use of passwords.  Additionally, it is very important to obtain up -to-date virus software patterns from 

your anti-virus software vendor. 
 

6.  Environment  
 

a. Consider where business equipment is located, i.e., near a hot water tank or pipes that could burst or on 

the floor where things could fall on it.  
b. Use UL listed surge protectors and battery backup systems for all computers. 

 
7.  Other  

 

a. When there is a change in hardware, software, o r a process that might impact the business of the 
institution, make sure the plan is reviewed and updated immediately.  

b. If vital records are not computerized, ensure that either copies or originals, as appropriate, are kept 
offsite (i.e., in a safe deposito ry).  
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EMERGENCY SUPPLIES CHECKLISTS 

 
It is important that a parish have adequate disaster supplies on -hand before the threat of a storm occurs.  The 

parish does not want to be involved in a pre -storm rush for flashlights, batteries, and food supplies in the  event 
of a potential disaster.  Even though a parish facility may function as a shelter, an unexpected storm or a 

hazardous material incident could strand staff, students, and visitors at the parish for an extended period of time.   

 
The Diocesan Disaster & Crisis Management Committee recommends creating two types of disaster kits to be 

used in conjunction with each other: one kit known as a 24 hour pack (based on the NASAR 24 hour pack) and a 
longer term shelter -in-place kit.  The 24 hour pack stays with you; for example, it can be kept in a car trunk.  It is 

contained in a backpack that is easily carried and contains items for use in the first 24 hours of a disaster.  It is 
supplemented by a larger kit that remains in your home.  Parishes, schools and other places of business should 

also have larger kits to supplement each personôs 24 hour pack. 

 
Appendix Forms C-13 and C-14 outline emergency supplies that are recommended to be stocked in preparation 

for a disaster.  Build a stockpile over time until three  weeks of supplies are on hand.  Write the date of purchase 
on each item. 

 

Food  
 

Make sure that enough food is onsite to feed each staff member, student, and parish visitor.  Canned foods are 
the easiest to stock due to their extended shelf life and easy s torage.  Be aware that they must be rotated out at 

least semiannually and either eaten by the parish or donated to a food shelter.   
 

Stock ready-to-eat canned meat, fruits, and vegetables.  Also stock canned or dried juice mixes, powdered or 

canned milk, and high-energy foods (peanut butter, jelly, crackers, unsalted nuts, trail mixes, cereals, and rice).  
Do not forget comfort foods such as cookies, hard candies, instant coffee, and tea bags.  

 
Be sure to add a manual can opener, cooking and eating utensils, and basic food seasoning (salt, pepper, sugar, 

etc.).  

 
Water  

 
Plan to store enough water to supply each staff member, student, or parish visitor for three weeks .  The standard 

recommendation is one gallon per person per day; this will provide adequate s upplies for drinking, cooking, and 

washing.  Date the water containers and replace them every 6 months.  
 

If there is insufficient clean water supplies, water may be purified by boiling 2 for 5 ï 10 minutes or by adding 16 
drops of unscented household bleach containing 5.25% hypochlorite to one gallon of water.  Purification tablets 

or a filter system designed for backpackers also works well.   
 

 

DEVELOPING A FAMILY DISASTER PLAN  
 

Families should be as prepared as the parish to face a disaster.  If a disaster was to strike and the parish staff 
and parishionersô families were not prepared, the parish community would be unable to adequately respond to 

the broader community.  

 
Encourage parish staff to distribute these following pages to all families within the pa rish.  The Parish Disaster 

Committee could host informal meetings with parishioners to review elements of a family disaster plan.  The 
more involved and knowledgeable parishioners are in the preparation for a disaster, the better their ability to 

respond to such a disaster will be, resulting in less loss of life and property damage 
 

                                                 
2
 A camperôs stove or other portable stove is a good purchase for cooking and boiling water. 
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Preparing your Family for a Disaster  
 
Unfortunately, disasters are familiar to many citizens of Iowa.  Having experienced these disasters, we have 

learned that we can take some simple steps to protect our families and ensure the safety of our children, while at 
the same time making it easier to recover if and when we have to go through a future disaster.  This family 

readiness guide is designed to help you and your family be prepared for future disasters.   

 
Find Out What Can Happen To Your Family   

 
Your risk for particular disasters is dependent on where you live.  For instance, those houses that are located in 

floodplains are have a greater risk of flooding than those who live  outside the floodplain.  Take these steps to find 
out what could happen to your family:  

 

 Contact your county emergency management office or your local American Red Cross Chapter to find out 

which disasters could affect you specifically. 

 Determine what typ es of disasters are likely to happen near you and how to prepare for each.  

 Identify what your communityôs warning sirens sound like and what to do if you hear them. 

 Purchase and maintain a battery operated weather alert radio with crank backup and tone ale rt.  

 
Create a Family Emergency Plan  

 

Hold a family meeting:  Keep it simple and work as a team  
 

It is important to warn children - without overly alarming them - about potential disasters.  Use the following 
guidelines to teach children about disaster and to make them feel as if they are helping in disaster planning.  

 

 Tell children that a disaster is something that could hurt people or cause damage.  Explain that ñsometimes 

nature provides too much of a good thingò, like fire, rain, and wind.   

 Explain how important it is to make a Family Disaster Plan. 

 Tell children there are many people who can help them in a disaster.  

 Have a common plan in case family members are separated: 

o Choose a place to go outside of your neighborhood in case you cannot go home. 

o Choose someone out-of-town to be your family contact.  

o Fill out the local emergency phone numbers and child identification cards including photos 

 Keep emergency phone numbers by each phone. 

 Teach Children: 

o How to call for help (emergency numbers).  

o When to call each emergency number. 

o How to dial long distance. 

o How to memorize the names and numbers of local and out -of-state- emergency contacts. 

o Show adults how and when to turn off the utilities.  

 Locate the main electric fuse box, water service main, and natural gas main. 

 Keep a wrench near gas and water shut-off valves. 

 Remember: if you turn off the gas, you will need a professional to turn it back on again.  

 Do a home hazard hunt for items that can move, fall, break, or cause a fire.  

 Plan home escape routes ï two f rom each room. 

 Find safe places in your home for each type of disaster. 

 Designate meeting points where you and your family can meet if a disaster happens when you are all away 

from home. 

 Have all adults take a Red Cross First Aid and CPR Class. 
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If you are  told to evacuate, please take the following steps:  

 

 If the Emergency Management Office recommends evacuating, take their advice and do so immediately.  It 
could save your life. 

 Listen to the radio, TV, or a NOAA Weather Radio for instructions from local officials.  They will provide 

instructions on evacuation routes and shelter openings. 

 Shut off water, gas, and electricity if told to do so.  

 Leave a note telling when you left and where you are going.  

 Call your family contact to tell them where you are goin g. 

 Make sure you have all of your disaster supplies (appendix Form C-14) 

 Secure doors and garage doors from the inside. 

 Fill up your car with gasoline. 

 Use evacuation routes recommended by officials. 

 
If you decide to stay at home during a disaster, do the  following:  

 
 Only stay at home if you have NOT been ordered to leave. 

 Prepare your home as if you were evacuating  

 Stay in a large center room with few windows.  

 If flooding occurs, move to higher floors.  

 Keep all windows and doors closed tightly. 

 Monitor radio for news and weather reports continuously.  

 Turn off propane tank.  Unplug all unnecessary appliances. 

 Fill bathtub and large containers with water for sanitary purposes.  

 Use flashlights instead of candles.  Cook with canned heat; do not use charcoal or pressurized gas inside. 

 Turn refrigerator to maximum cold and open only when necessary.  Place a penny on a frozen block of ice in 

the freezer to monitor power outages when absent.  

 Turn off utilities if told to do so by authorities.  

 If you are in a multi ple-story building and away from the water, go to the first or second floors and take 

refuge in the halls or interior doors.  

 Stay inside until ñall clearò is announced.   

 Be alert for and ready to seek shelter from tornadoes, which can happen during a a se vere thunderstorm.  

 
Tips for Storing and Using Water  

 

Purify water by boiling it for 5 ï10 minutes or by adding 16 drops of unscented household bleach containing 
5.25% hypochlorite bleach per one (1) gallon of water. Purification tablets or a filter system  designed for 

backpackers also work well.  Store water in plastic three-liter soda bottles or larger water bottles instead of 

plastic milk-type jugs.  Milk jugs will breakdown over time, while soda bottles last considerably longer.  Consider 
freezing water so it will last until needed.   

 
Storing your Kit  

Choose a cool, dark location in which to store your kit.  If you live in an apartment or have limited space, be 
innovative.   

 
Layer and Monitor Your Supplies  

Layer supplies and keep them together in a container such as a plastic container with wheels.  Check the items 

every 6 months for expiration dates, changes in your childrenôs clothing sizes and weather requirements.  A good 
way to remember to inspect your kit is to do it when you set your clocks back and change your smoke detector 

batteries. 
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Use What you already have  

 
Use what you already have.  If you are a camper, you have a head start: camping supplies, tent, camp stove, and 

water jugs can double as emergency supplies. 
 

Practice and Maintain Your Pl an  

 
Without practice and maintenance, your family risks forgetting its disaster plan, and your disaster supplies will 

expire or be ruined.  Use this schedule to remember to practice and maintain your plan.  
 

Every Six Months  
 Test your smoke alarms. 

 Go over the family disaster plan and do escape drills.  Quiz children.   

 Replace stored food and water.   

 Make sure to rotate clothing according to the season.   

 

Every year  

Wash blanket/clothing supplies. Replace batteries in smoke alarms, flashlights and radios. 
 

Resources  
FEMA Family Plan for Emergencies 

www.fema.gov/plan/prepare/plan.shtm  

 
Hazards That May Strike Your Community and Their Risks 

Iowa Homeland Security: 
www.iowahomelandsecurity.org/Disasters/DisastersinIowa/tabid/71/Default.aspx  

Red Cross ï by zip code: 
www.redcross.org/where/where.ht ml 

 

 
There are many sources for purchasing pre-made first aid and disaster kits.  One source is the American Red 

Cross:  www.redcrossstore.org/. 
 

  

 
 

http://www.fema.gov/plan/prepare/plan.shtm
http://www.iowahomelandsecurity.org/Disasters/DisastersinIowa/tabid/71/Default.aspx
http://www.redcross.org/where/where.html
http://www.redcrossstore.org/
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FLOODS AND FLASH FLOODS 

 
A flash flood is defined as a flood that occurs within six hours of a rain event, or after a dam or levee failure, or 

following a sudden release of water held by ice or debris jams.   
 

Flood warnings  or forecasts of impending floods will include a description of the potential body of wate r 

affected, the severity of the expected flooding, and when and where the flooding may begin.  
 

A flash flood watch  is issued when heavy rains that may cause sudden flash flooding in specified areas are 
occurring or expected to occur.  A flash flood often o ccurs without any visible sign of rainfall in your area.  

 
A flash flood warning  means flash flooding is occurring or is imminent along certain streams and designated 

areas.  Move to high ground immediately.  

 
Preparing for a Flood  

 
The flood safety checklist is found in Form D-1 in the appendix.  

 

Floods are among the most potentially dangerous disasters of all.  The force behind the water can move trees, 
buildings and even roads.  Typically, flooding will be a relatively slow process with adequate warning.  

Progressive situation reports will be available from the National Weather Service or other governmental agencies.     
 

Flood Hazard Zones  
 

The best way to determine if the parish is susceptible to flooding is to examine the parishôs location on a Flood 

Insurance Rate Map.  Flood plans are also available from FEMA: http://msc.fema.gov/  
 

Using the flood insurance rate maps, determine if the parish is in the floodplain.   
 

Locate the parish on the floodplain map.  Note the p anel number  

What flood zone is the parish located in?  

  

 
If the parish property flooded, which buildings would be the most vulnerable?  

  

  

Are the parish records and valuable papers stored in an area that would be safe from at least six feet of flood 
water?  Is there watertight storage available for valuables?  

  

http://msc.fema.gov/
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Flood Related Warnings and Cautions  

 
Do not walk or drive through flowing water.  Floods claim an average of 263 lives every year.  Do not try to cross 

a stream or other water -filled area unless the area is determined to be safe.  Floodwaters only one foot deep can 
sweep someone off their feet and a depth of 2 feet will float a car.   If you come across floodwaters ï stop and 

turn around the other way ï you do not know the depth of the water, how fast it is moving, or what is 

underneath. 
 

Watch for fallen trees and live electrical wires.   Electrocution is also a major killer in floods.  Electrical current can 
travel through water.  Report downed power lines to authorities.  Never use a chain saw around trees entangled 

with power lines.  A spark could cause the gasoline engine of a chain saw to explode.   
 

Watch out for washed out roads, broken water lines, etc.  

 
Snakes and rodents are often swept through or swimming in the water.   

 
Look before you step.  After a flood, the ground and floors are often slippery and covered with debris, including 

broken bottles and nails. 

 
Watch for animals that have been flooded out of their homes and may seek shelter in buildings, garages, or even 

in vehicles - wherever they are able to hide.  Use a stick to poke and turn items over and scare away small 
animals.  Never move brush or trash without wearing work gloves.  

 
Use a generator or any gas powered machine and camping stoves outdoors.  Cook with charcoal outdoors only to 

prevent carbon monoxide poisoning. 

 
Do not stack sandbags directly against the outside walls of a building.  Pressure against the foundation can cause 

severe damage.  Stack sandbags away from building walls to prevent floodwaters from reaching your home or 
business. 

 

To avoid structural damage to the foundation  of your home if you have a basement, some experts recommend 
permitting flood waters to flow into the basement or to flood the basement yourself if you are sure it will be 

flooded anyway.  This equalizes the water pressure on the outside of the walls.  Basements should be pumped 
out gradually (about one -third of the water per day) to avoid damage.  The walls may collapse and the floor may 

buckle if the basement is pumped out while the surround ing ground is still waterlogged.  

 
Be careful of electrical and gas utilities.  Turn off your electricity when you return home - Some appliances, such 

as TV sets, can shock you even after they have been unplugged.  Donôt use appliances or motors that have 
gotten wet unless they have been taken apart, cleaned and dried by a professional.  Have experts inspect and 

reconnect utilities after a flood.  
 

Check with local civil defense or emergency management authorities before using any water after a flood.  Water 

sources may have been contaminated.   
 

How Should Sandbags Be Used?  
 

Sandbags can be used to fill gaps in a permanent protection system, to raise an existing levee or to build a 

complete emergency levee.  Sandbags alone, when filled and stacked properly, can hold back flood water, but 
they are most effective when used with polyethylene (plastic) sheeting.  The bags may be burlap or plastic. 

Plastic bags can be reused; burlap bags tend to rot after use. 
 

How to Fill Sandbags  
Fill the bags one-half to two -thirds full. The bag, when filled, should lie fairly flat. Overfilled bags are firm and 

don't nestle into one another; tight bags make for a leaky sandbag wall. Tying is not necessary.  
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How to Stack Sandbags  
Stack sandbags so the seams between bags are staggered. Flip the top of each bag 

under so the bag is sealed by its own weight.  
 

Sandbag Barriers: Short Sandbag Walls  

For walls four bags high or less, a simple vertical stack can work. Bolster the wall on the 
dry side every 5 feet with a cluster of bags or by providing other support.  Vertical stacks 

are used to block doorways also.  Caulking weep holes on brick veneer buildings can slow 
the passage of water into a building, but water will pass through the brick itself unless it 

has been sealed or the building has been wrapped. Blocking doors and weep holes is not 
a reliable flood protection method.   Do not stack sandbags directly against the outside 

walls of a building.  Pressure against the foundation may cause severe damage. 

 
Sandbag Levees  

Where you need protection from water deeper than 2 feet, the stack of sandbags should look more like a levee.  
To incorporate 6-mil plastic sheeting into the stack, first lay the sheet along the ground where the outside edge 

of the sandbag levee will be. It should be 6 m ils or heavier, and three times as wide as the intended height of the 

levee. As you add bags, bring the sheeting up between them in stair -step fashion.  You can add plastic sheeting 
to the face of a sandbag levee instead of weaving it between the bags (see  diagram). In either case, don't stretch 

the plastic; it should be slack wherever it isn't completely supported by the bags.  Add height to the levee by 
adding bags to the inside and crown.  A bonding trench will help prevent the levee from sliding.  When blocking 

an opening, the plastic sheeting should overlap the permanent structure at least 2 feet on each end. Continue the 
sandbagging a couple of feet beyond the opening in front of a permanent wall or levee to get a good seal.  

 

Cost & Considerations  
 

Sandbags are inexpensive and are often provided by a community government free of charge. Filling, carrying 
and stacking them is hard, time -consuming work. When planning a levee, floodwall or other protection system 

that involves last-minute activity, think a bout how much time you have to get ready for the water. Some people 

have two days; some only two hours.  
 

If you plan to rely on sandbags, stockpile sand on your property. It should be relatively free of gravel and 
covered to protect it from animals and ero sion. If you're depending on the community for sand and sandbags, 

take your own shovel when you go to the distribution site.  

 
Tips  

 
 Be sure you can install the system in the amount of time you have to prepare for a flood.  

 

 Keep the necessary materials on hand (sand, sandbags, a shovel, polyethylene sheeting, caulking). 

 
 Polyethylene sheeting will improve the performance of any sandbag barrier.  

 

 When trying to close an opening in a brick floodwall, stuff the grooves with caulking.  Cotton caulking, like 

that used in wooden shipbuilding, will be fairly easy to remove after the flood.  

 
 A permanent or temporary floodwall or levee is not a complete protection system. You must take additional 

steps to prevent back-flow of floodwater through plumbing.  Even good sy stems leak; water seeps in 

underground; rain may fall inside your barrier.  Have a pump to remove this water.  
 

 Before each flood season, have a practice run: find the materials; test the pumps.  

 
 Have an evacuation plan. Decide in advance when you will abandon a flood fight and save your life.  

 


