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EMERGENCY RESPONSE GUIDE
January 2018
This handbook is intended for use by the Colonial Hills UMC staff, school faculty, visitors and
members. This guide is designed to serve as a quick reference guide during emergencies.
Employees should become familiar with its contents, and should be trained to follow these
procedures and the building evacuation plan for his/her respective area. Keep this guide in a
readily accessible location.
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Emergency Contact Numbers
Police/Fire/Hazmat: 911
San Antonio Police Department Prue Substation: (210) 207-7425
Non-Emergency (Theft): (210) 207-7273
Colonial Hills UMC Office: (210) 349-2401
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Medical Emergencies
1. Immediately notify 911.
2. Do not move a seriously injured person unless he or she is in a life-threatening situation.
3. Render first aid or CPR only if you have been trained.
4. Do not leave the injured person except to summon help.
5. When reporting the medical emergency, provide the following information:
A. Type of emergency
B. Location and condition of the victim
C. Any dangerous conditions
6. Comfort the victim until emergency medical services arrives.
7. Have someone stand outside the building to flag down the ambulance when it reaches the vicinity.
8. If you are exposed to another person’s body fluids, wash the exposed area and contact a healthcare
professional.
Active Shooter/Gunfire or Hostage Situation
The City of Houston Mayor’s Office produced RUN. HIDE. FIGHT.® Surviving an Active Shooter Event
(https://www.youtube.com/watch?v=5VcSwejU2D0) which is a potentially lifesaving video aimed at
showing the average citizen how to prepare for and react to an active shooter incident. Although you
most likely will not ever encounter a real life active shooter, it is always best to be prepared.
Key Video Highlights:
RUN. When an active shooter is in your vicinity:
➢ If there is an escape path, attempt to evacuate. Evacuate whether others agree to evacuate or
not. Leave your belongings behind. Help others escape if possible. Prevent others from
entering the active shooter area. Call 911 when you are safe.
HIDE. If evacuation is not possible, find a place to hide:
➢ Lock and/or blockade the door. Silence your cell
phone. Hide behind large objects. Remain very
quiet.
FIGHT. As a last resort, and only if your life is in danger:
➢ Attempt to incapacitate the shooter. Act with
physical aggression. Improvise weapons. Commit to your actions.
Menacing Behavior
1. Stay calm and unhurried in your response to the person and alert others to the situation.
2. Be empathetic and show your concern by active listening.
3. Try to sit down with the person, as sitting is a less aggressive posture than standing or moving around.
4. Be helpful. Provide positive feedback such as, ― ”We can get this straightened out”, or ― ”I’m glad
you’re telling me how you feel about this.”
6. Stay out of arm’s reach. Limit eye contact. Do not argue, yell or joke. Do not touch the person.
Respect the person and their space. Do not move quickly, speak too fast or too loud.
7. If the individual’s level of agitation increases, attempt the following:
• Leave the scene. Notify Police at 911. Always report menacing behavior to the church office.
Do not allow menacing behavior to go unreported.
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Fire or Explosion
- Fire is detected (explosion, visible smoke, visible flames, or the smell of smoke).
- Find and activate the nearest fire alarm pull device.
- Alarm must be activated to alert all building occupants.
- Assist with individuals who need help in evacuating the building.
- Contact the church office who will notify the fire department (give the location of the fire).
- Contain the fire by closing doors in the fire area if possible to reduce oxygen and slow the
spread of fire. DO NOT LOCK THE DOORS!
- Extinguish the fire only if it is small enough to be controlled and you have been trained to
operate the extinguisher. Place yourself between the fire and an exit when using an extinguisher
to prevent being trapped.
- EVACUATE if the fire cannot be extinguished.
- EXIT the building in an orderly manner by using nearest escape route.
- Immediately proceed to the assembly area in the safety zone after exiting building.
- Identify any individual who might need medical attention or assistance.
- Take roll and account for all church members, teachers, staff and students. This should be done
by church staff or teachers.

Fire
1. Pull the nearest fire alarm and leave via the preplanned evacuation route if safe to do so.
2. Dial 911 and give your name and location of the fire (if necessary, dial 911 from another building.)
When a fire alarm sounds, occupants should:
1. Proceed immediately to an exit according the posted
evacuation plan and move a safe distance away from the
building.
2. If the primary exit is blocked, choose the best alternate route.
If there is smoke in the area, remain close to the floor.
1. Before passing through any door, feel the metal doorknob. If it is hot, do not open the door. Before
opening a door, brace yourself against it slightly; if heat or heavy smoke are present, close the door and
stay in the room.
2. If you cannot leave the room:
A. Open the windows.
B. Seal the cracks around doors with clothing or other material, soaked with water if possible.
C. Hang an object (towel, jacket, shirt, etc.) out the window to gain attention.
D. Shout for help.
E. If possible, call 911 and report that you are trapped.
F. If all exits are found to be blocked, go to a room as far as possible from the fire, close the
door, and then follow the above procedures.
As with any emergency, the best advice is to be prepared by familiarizing yourself with evacuation route
plans.
Explosion
1. Immediately evacuate the building, using your preplanned route if possible.
2. Call 911 and provide as much information as is available. If it is safe to do so, stay on the phone with
the dispatcher.

Colonial Hills UMC Emergency Assembly Locations

Evacuation of the Mobility Impaired
Assisting Blind/Visually Impaired
1. Clearly announce the type of emergency.
2. Offer your arm for guidance.
3. Tell the person where you are going, and alert him/her to obstacles along the way.
Assisting the Deaf/Hearing Impaired
1. Turn lights on and off to gain the person’s attention.
2. Indicate directions with gestures or written note.
Non-Ambulatory Individuals
Non-ambulatory individuals are those people with disabilities who require the use of wheelchairs. Assist
these individuals by:
1. Call 911 if someone is immobile and needs additional assistance evacuating.
2. Seek volunteers to assist personnel with physical disabilities to the nearest enclosed stairway
or designated areas for rescue assistance.
3. One individual should remain with the person(s) if it can be done without unreasonable
personal risk. If the hazard becomes life-threatening (i.e., fire is getting close or the smoke
becomes a choking hazard) move the individual into a room and close the door. Vacate the
building.
4. Others should advise emergency personnel of the location so that the evacuation can be
completed.

Threats (Bomb, Physical, Terrorist)
Bomb Threat
All people will evacuate the building(s) using
the pre-planned evacuation route. No
individuals will be allowed to remain in the
building except authorized personnel.
REMEMBER: DO NOT USE CELL PHONES
DURING BOMB THREATS.
If you receive a bomb threat, follow the
following procedures:
1. Bomb threats may be received by
telephone, e-mail or letter. If you receive a
bomb threat, remain calm and obtain as much
information as possible:
— Exact location of the bomb
— When it is going to explode
— What type of bomb it is
— Why was it placed
— Who the caller is
2. Immediately call 911 on a land line as a cell
phone might cause the bomb to detonate. Provide 911 dispatch with any information that you have
received, specifically the location and the time the bomb is supposed to explode.
3. If the threat was made in writing, do not handle the letter or note any more than necessary.
4. Do not touch or move any unfamiliar objects, and wait for police to arrive on the scene.
5. The responding Incident Commander will determine if an evacuation is warranted. If the building is
evacuated, account for all building occupants at the evacuation assembly locations.
Utility Failure
Electrical Outage
Power outages may be caused by electrical storms, high winds, broken tree limbs, vehicle accidents,
wildlife and more. Or, an outage may be planned to do work that will improve service to customers.
Need to report an electrical outage? Call CPS Energy Outage Center at (210) 353-HELP (353-4357).
Current outages are posted online: https://www.cpsenergy.com/en/external-sites/cps/currentoutages.html?linkvar=currentGas Leak/Unusual Odors
1. Cease all operations immediately.
2. Do not use cell phones or other electronic equipment.
3. Do not switch lights on or off.
4. Evacuate as soon as possible.
Flooding/Plumbing Failure
1. Cease using all electrical equipment.
2. Avoid contact with the water.
3. Evacuate the building if necessary.

Severe Weather
Flood
1. A mere six inches of fast-moving flood water can knock over an adult. It takes only two feet of rushing
water to carry away most vehicles. This includes pickups and SUVs.
2. If flooding occurs, get to higher ground. Get out of areas subject to flooding.
3. Avoid areas already flooded, especially if the water is flowing fast. Do not attempt to cross flowing
streams. TURN AROUND DON’T DROWN.
4. Road beds may be washed out under flood waters. Never drive through flooded roadways.
5. Be especially cautious at night when it is harder to recognize flood dangers.
Weather Closing Information
Information regarding weather closings is available via a variety of resources:
1. The Colonial Hills UMC website: www.chumc.org
2. The church office: (210) 349-2401
3. Local media: news of closings is broadcasted via radio and television stations throughout the region
Tornado/Severe Thunderstorms
A tornado or severe thunderstorm watch means severe weather is possibly approaching. Continue
normal activities but continue to monitor the situation.
Warning
If the approaching severe weather is deemed to pose an immediate threat to the area, the watch may
be elevated to a severe thunderstorm or tornado warning. You should take the following steps:
1. Notify the building occupants of the severe weather warning.
2. If it is a thunderstorm warning, you should stay indoors and away from windows until the storm
passes. Report injuries to (210) 349-2401 or 911. When calling, provide the following information:
— Building name, number, and/or location
— Type of emergency
— Condition of the victim
— Any dangerous conditions
3. If there is a tornado warning, seek shelter in a safe area. Each building has designated take shelter
locations identified by Tornado Shelter signs.
4. If you are in a vehicle, get out and seek
shelter in a sturdy building. If a building is
not available, a depression such as a ditch
or ravine offers some protection.
5. Basements, interior hallways and small
interior rooms, on the lower floors offer
the best shelter.
6. After danger has passed, immediately
report any injuries to (210) 349-2401 or
911.
7. Immediately leave a badly damaged
building and do not attempt to return to
the building until directed to do so.
8. Do not attempt to turn utilities or
equipment on or off.

Suspicious Mail or Packages
The following characteristics may identify suspicious parcels:
1. Unexpected or from someone
unfamiliar to you.
2. Addressed to someone no
longer with your organization or
otherwise outdated (e.g.,
improper title).
3. No return address or the
address cannot be verified as
legitimate.
4. Has any powdery substance on
the outside.
5. Unusual weight given its size, or
lopsided.
6. Marked with restrictive
endorsements, such as
―”Personal” or ― “Confidential”.
7. Protruding wires, strange odors
or stains.
8. Has unusual amount of tape.
9. Has excessive postage applied
to the parcel.
10. A city or state in the postmark
that doesn’t match the return
address.
If you open a parcel that appears
to be contaminated:
1. Do not move the parcel.
2. Call 911.
3. Turn off any fans, window air
conditioners and/or small area
heaters.
4. Isolate the area. Evacuate the
adjoining areas.
5. Everyone who is evacuated
should report to the building’s pre-planned assembly area.
6. Do not pass the letter/parcel to others. Deny access to the letter to everyone except emergency
responders.
7. The individual who opened the parcel and anyone else who has come into contact with the parcel
should remain isolated, in an area adjacent to the original location, and wait for additional instructions
from responding emergency personnel.
8. If possible, the individuals who had contact with the parcel should wash their face and hands with
soap and water.

