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This Emergency Operations Plan (EOP) will be updated as needed. The most recent edition will be filed
with the Upper St Clair Police Department and kept in hard copy in the following locations at the
church:
1. Reception desk in the gallery
2. Mailroom
3. Library
4. Each pastor’s office
Two consolidated, easy-access documents will be placed in numerous locations around the church:
1. Colorful quick-reference booklets with contact information and emergency procedures
2. Visitor pamphlets containing basic information for visitors
The EOP and related documents will be maintained by Westminster’s project manager.

A.

Telephone numbers

USC MUNICIPAL EMERGENCY (POLICE, FIRE, EMS)

412-833-7500 (NOT 9-1-1)

ALLEGHENY COUNTY Emergency Services

9-1-1

Allegheny County emergency service, if you cannot speak


Type “Westminster Presbyterian, USC, help needed, (police, fire,
medical)”

Text 9-1-1

USC Police Department (Non-emergency)

412-833-1113

USC Volunteer Fire Department (Non-emergency)

412-835-0660

Tri-Community South EMS (Non-emergency)

412-831-3710

Pittsburgh Poison Control

1-800-222-1222

St. Clair Hospital (main line)

412-942-4000
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B.

Other important contact information

General building maintenance
To report problems with lighting, temperature, leaks, hazards, etc., call:
1. Property manager: Charley Richardson (412-951-0852)
2. Church business administrator: Dave Reiter (412-835-6630x201)
Pastoral staff
 Senior pastor, head of staff: Jim Gilchrist
o Office: 412-835-6630x208, Cell: 412-302-0819
 Associate pastor for congregational care: Louise Rogers
o Office: 412-835-6630x216, Cell: 412-302-7982
 Associate pastor for the Bridge, youth & media: Jason Freyer
o Office: 412-835-6630x221, Cell: 412-638-9752
The pastor on call can also be reached by calling the church office, including outside business hours.
1. Call 412-835-6630.
2. A recorded message will play.
3. Press 1 to reach the pastor on call.
Children in the building
Westminster has multiple children’s programs operating at various times, with up to 250 children
onsite. Westminster Early Childhood Education Programs (WECEP) operates three programs in
different locations in the building. WECEP maintains a separate Risk Management & Emergency Plan in
compliance with laws pertaining to licensed childcare facilities.
See Executive Director of WECEP: Michele Charmello 412-835-2122.
1. Westminster Nursery School & Kindergarten (WNSK): 412-835-2906. Operates September to
June, between 9:00 a.m. and 3:00 p.m., Monday through Friday, downstairs, for children age 2
through Kindergarten, 135 children may be onsite.
2. Westminster Child Development Center (WCDC): 412-835-9450. Operates year-round, between
7:00 a.m. and 6:00 p.m., Monday through Friday, downstairs, for children age 3 months to
kindergarten, 80 children may be onsite.
3. Children's Day In (CDI) is a year-round program from 9:00 a.m. to 12:00 p.m., Monday through
Friday, upstairs, ages 2 through 5½, 12-18 children onsite.
Sunday school
Every Sunday morning, between 9:45 and 12:00 p.m., upstairs and downstairs, 60-80 children and
youth onsite.
Evening activities
Evening and weekend activities for children and adults occur year-round. Check the church website
www.westminster-church.org and click on Events > Events Listing for scheduled events.
Kiosks
Kiosks are available around the building with maps, directions, and schedules for all activities occurring
in the church.
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C.

Emergency procedures

Medical emergency procedure
1. Determine the nature of the emergency.
2. Treat minor injuries from supplies in the first aid kits (see Section D for site maps with locations).
3. Do not move seriously injured persons; keep them comfortable and prevent any further injury.
4. Call 412-833-7500 for an ambulance if needed.
a. Be prepared to give your name, phone number, detailed location, number of people
involved, and nature of injury or illness.
b. Send someone, if possible, to guide medical personnel to the scene.
c. When professional help arrives allow responding units to take control of the situation.
5. Notify all three pastors and the program director for that activity that an event has occurred.
6. Complete the incident report form in Appendix A when the crisis has passed and return it to the
church project manager who will ensure all pastors and appropriate personnel receive a copy,
and file the form for future reference.
First Aid/CPR/AED training and certification is recommended for all church leadership and program
leaders.
Severe weather event procedure
1. Get away from the perimeter of the building and any exterior glass; if possible move to an
interior room with no windows.
2. Close all room doors if possible.
3. Move to a designated tornado shelter (Room 194 or the Electric room) and take all needed
items with you. Move quickly, but do not run.
a. Alternatively, seek protection under a sturdy desk or table. Keep head protected with
arms.
4. Do not use elevators.
5. Assist disabled persons in your area.
6. Wait in the shelter until you hear an announcement of an “all clear” from authorized personnel
that it is safe to return to your area.
Smoke/Fire/Explosion emergency procedure
1. Do not panic. Move to a safe area.
2. Call 412-833-7500 for the USC Fire Department.
 Be prepared to give your name, phone number, and location within the building, and to
describe the situation.
 Do not try to extinguish a fire yourself except for very small fires if you know how to use
a fire extinguisher.
o If and when a small fire is extinguished, call the USC Fire Department to ensure
the danger is gone.
 If a small fire cannot be extinguished easily, isolate the fire by closing doors in the area
before evacuating.
3. If the fire is significant and threatens a large area, pull the fire alarm and trigger a building
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evacuation.
4. Do not panic. Move toward ground level exits on each level. Leave the building quickly through
the closest exit. Walk, don’t run. Use building maps posted around the building. Avoid the
elevator.
NOTE: Automatic sprinklers located in the northern portion of the building will be activated by smoke
sensors. Elsewhere in the building, fire alarm pulls have to be manually activated. (See page 12 for visual
representation of area serviced by automatic sprinklers.)
5. Go to one of the two designated muster points:
#1 -- Orr Road and Rt. 19 in the northeast corner of the north parking lot
OR
#2 -- Across Devonwood Drive in the southeast corner of the south parking lot
If the closest designated muster point is unsafe, cross Orr Road to Gilfillan Farm, or go into the
open field between USC High School and the south parking lot.
6. Keep fire lanes and driveways clear for emergency equipment and personnel.
7. Be careful crossing roads.
8. All program leaders should create a list of all people in their group and any other groups/people
they know of in the building and their locations.
9. Remain at the muster point until released by emergency personnel. If you must leave, make
sure someone staying at the scene knows you have departed.
10. Notify all three pastors and the program director for that activity that an event has occurred.
11. Complete the incident report form in Appendix A when the crisis has passed and return it to the
church project manager who will ensure all pastors and appropriate personnel receive a copy,
and file the form for future reference.
Building evacuation procedure
1. Do not panic. Move toward ground level exits on each level. Leave the building quickly through
the closest exit. Walk, don’t run. Use building maps posted around the building. Avoid the
elevator.
2. Go to one of the two designated muster points:
#1 -- Orr Road and Rt. 19 in the northeast corner of the north parking lot
OR
#2 -- Across Devonwood Drive in the southeast corner of the south parking lot
If the closest designated muster point is unsafe, cross Orr Road to Gilfillan Farm, or go into the
open field between USC High School and the south parking lot.
3. Keep fire lanes and driveways clear for emergency equipment and personnel.
4. Be careful crossing roads.
5. All program leaders should create a list of all people in their group and any other groups/people
they know of in the building and their locations.
6. Remain at the muster point until released by emergency personnel. If you must leave, make
sure someone staying at the scene knows you have departed.
7. Notify all three pastors and the program director for that activity that an event has occurred.
8. Complete the incident report form in Appendix A when the crisis has passed and return it to the
church project manager who will ensure all pastors and appropriate personnel receive a copy,
and file the form for future reference.
Printed 11/20/2018

Version 1.4

Page 6

Memorize the exit route closest to your work area or office.
Periodic safety drills are a necessary part of safety procedures. When a drill is run, everyone on the
property should leave through the designated exits when the alarm sounds and proceed to one of the
two designated muster points.
Bomb threat procedure
1. Remain calm.
2. Pass the call to one of the three pastors, the executive assistant to the pastors, the church
business administrator, the church project manager, or the Director of Middle School Ministry &
Family Counseling, who talk through an established protocol.
3. After transferring the call, dial 412-833-7500 or 9-1-1 immediately.
4. Pull the fire alarm to initiate the building evacuation procedure.
Aggressive intruder procedure
Do NOT pull the fire alarm. This triggers an evacuation possibly causing further danger.
1. If there is an escape path, attempt to run.
a. Evacuate whether others agree to or not.
b. Leave your belongings.
c. Help others escape if possible.
d. Prevent others from entering the area.
e. Call 412-833-7500 or 9-1-1 when you are safe.
2. If there is no path to safety, find a place to hide.
a. Shut off the lights and move away from doors and windows.
b. Lock and/or blockade the door.
If the door opens in, close and barricade the door by blocking it with anything available,
like a chair, door wedge at the base of the door, or furniture if possible.
If the door opens out, get as low as possible, behind furniture, as far away from the door
as possible.
c. Silence your cell phone.
d. Remain very quiet.
e. Text 9-1-1, with the message “Westminster Presbyterian, USC, active shooter”
f. Call 412-833-7500 or 9-1-1 when you can.
g. Stay quiet until emergency response personnel can give additional instructions.
3. If an intruder is in the room with you.
a. Try to escape through other exits or past the intruder.
b. Shelter behind furniture.
c. Dialog with the intruder.
d. Fight. Only as a last resort and only if your life is in danger.
Actively resist the intruder
Attempt to incapacitate the shooter
Act with physical aggression
Improvise weapons
Commit to your actions
4. If you are in an open area, make an immediate decision regarding your safety.
Options are:
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a. Find a safe place to hide
b. Run from the area
c. Fight back physically with whatever you have available
d. Attempt to negotiate with the individual(s).
5. Emergency responders will not immediately know who the suspect is. They may direct all individuals
to the ground or to keep hands held up in the air.
a. Comply with all requests quickly and quietly.
b. Remain calm and follow instructions
c. Keep your hands visible at all times
d. Avoid pointing and yelling
e. Know that help for the injured is on its way.
6. Notify all three pastors and the program director for that activity that an event has occurred.
7. Complete the incident report form in Appendix A when the crisis has passed and return it to the
church project manager who will ensure all pastors and appropriate personnel receive a copy, and
file the form for future reference.
NOTE: When large numbers of people are expected in the building (e.g. Sunday services, Easter,
Christmas Eve) the Emergency Preparedness Team (see Section E) will consider hiring off-duty police
officers for security.
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D.

Emergency systems and site information

This section contains information about emergency equipment and warning systems in the building.
Medical equipment
There are six AEDs located in the building.

Figure 1: Upper level floor plan showing AED locations marked in Green
Upper level floor: outside the mail room on the north wall, in the narthex on the south wall, and in the
youth wing in the hallway on the north wall across from the Yahweh Café

Figure 2: Lower level floor plan showing AED locations marked in Green
Lower level floor: in the southwest hallway outside Room 138, outside the main kitchen in the lobby by
Fellowship Hall, and on the west wall of the hallway leading to the WROC.
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There are ten First Aid kits located throughout the building. There are 16 additional first aid kits
located in classrooms for WNSK and WCDC, but those are personalized for the children assigned to
that room and are not accessible to general church membership.

Figure 3: Upper level floor plan showing First aid kit locations marked in Orange
Upper level floor: in the staff kitchen by the sink, in the nursery bathroom, in the narthex in the cubby
by the restroom, in the hallway near the JAM and choir rooms, and in Yahweh Café.

Figure 4: Lower level floor plan showing First aid kit locations marked in Orange
Lower level floor: on the east wall of Room 107, in the hallway outside the boiler room, in the main
kitchen near Fellowship hall, in the lobby below the north entry, and at the bottom of the steps in the
WROC.
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Fire extinguishers and automatic sprinkler systems
There are fire extinguishers located throughout the building, mainly in hallways and public areas.
Please see them marked on the maps below.

Figure 5: Upper level floor plan showing Fire extinguisher locations marked in Red

Figure 6: Lower level floor plan showing Fire extinguisher locations marked in Red
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There are automatic sprinklers on the property in the north wing, or the newer areas of the structure.
The area to the right of the blue lines in the maps below is covered by a sprinkler system.

Figure 7: Section of the Upper level floor plan covered by automatic sprinklers to the right of the blue
line

Figure 8: Section of the Lower level floor plan covered by automatic sprinklers to the right of the blue
line
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Recognizing an alarm system warning
When a fire alarm is pulled, a piercing, intermittent bell rings throughout the building. There are no
flashing lights accompanying the sound. The alarm is inaudible in the nursery (Rooms 233, 235, 237
and 239).
Emergency exit lighting is provided by Exit signs which are located by every fire door throughout the
building.
Emergency power backup generator
There is a natural gas powered emergency generator in the Electric room below the narthex that
starts when the power is out for more than approximately 5 seconds. The system is checked monthly
by custodial staff. Please see the location marked on the map below.

Figure 9: Location of emergency backup generator in the Electric room highlighted in purple
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E.

Roles and responsibilities

There are teams of people available who have familiarized themselves with the emergency
procedures. The two roles required are:
1. Emergency preparedness team members
2. Medical response team members
Several people should be assigned to each role, and should be represented at every possible worship
service and event.
Emergency Preparedness Team (EPT)
The core emergency preparedness team (EPT) is composed of staff, church leaders, and volunteers
who have developed this plan or are responsible through a leadership role to ensure it is updated and
maintained.
EPT members are responsible for:
 Coordinating emergency planning activities
 Assisting with recruiting team members
 Identifying required training and ensuring its subsequent scheduling
 Communicating ongoing plans to the congregation as needed
 Assisting in building evacuations if present; coordinate with the Incident response coordinators
that the building has been cleared during an evacuation
 Working in coordination with building maintenance staff to minimize hazards
 Knowing and understanding all emergency procedures
 Conducting a hazard analysis at a minimum of once every two years
 Assigning individuals for investigative or post-incident inquiries when events occur, including
ensuring completion of the Incident report form
 Following up on required follow-on actions when events occur
 Agreeing to be contacted and helping coordinate any emergencies should they arise
Named EPT team members as of October 2018
1. Jim Gilchrist, senior pastor, head of staff
2. Mandy Thomas, project manager
3. Jay Descalzi, chair of Worship Commission
4. Tracy Hapeman, volunteer
5. Carolyn Kerr, volunteer
6. Kenneth Radinick, volunteer
7. Scott Carson, volunteer
8. Doug Mahrer, chair of Property Commission
9. Louise Rogers, associate pastor of congregational care
10. Robin Pyles, director of children’s and family ministry
11. Jason Freyer, associate pastor for the Bridge, youth & media
12. Ed Sutter, director of middle school ministry and family counseling
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Medical response team
The medical response team members are church members who have been independently trained in
medical emergencies (i.e., are in the medical profession) who are willing to take a leadership role
when present during an emergency and follow a few simple procedures on behalf of the church.
Responsibilities include:
 Providing first response medical service to those incurring a medical emergency until
emergency services arrives on scene
 Conducting a primary assessment of the medical emergency and reporting this assessment to
the emergency services
 Providing medical assistance and support until medical support arrives
 Remaining “in charge” of a medical emergency situation until further medical support arrives
 Identifying themselves to emergency response personnel when they arrive
Named Medical response team members as of October 2018:
1. Dr. Merredith Leggat
2. Dr. Jose Oliva
3. Dr. Lisa Oliva
4. Dr. Harry Serene
5. Dr. Shane LeBeau
6. Dr. Susan Van Cleve
7. Katie Heitman, RN
8. Jodee Stevens, PA
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Appendix A: Incident report form
This form is to be completed any time an emergency event occurs. Please use black ink or use the
writeable Pdf feature available on the server. Return completed forms to the church project manager.
Date and time of Incident:
Report completed by:
Type of event:
Location:
Briefly describe the incident:

Were there any injuries? If so, list names of those injured and describe the injuries:

Describe any actions taken, including contacting emergency personnel:

List any witnesses or those involved in the incident:

Continue on page 2
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Describe any actions taken later to follow up on the incident:

Suggestions for changes in ongoing operations in light of this incident:
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