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CAMPUS ACCESS, SECURITY, AND EMERGENCY MANAGEMENT POLICY
CAMPUS MANAGEMENT COMMITTEE 
WEBSTER PRESBYTERIAN CHURCH
Approved by Session 6/24/2014 (Updated July 2025)


Purpose
To provide a means by which to control access to, security of, and emergency management of Webster Presbyterian Church (WPC) buildings and campus.  All reasonable efforts will be made to ensure the safety and security of members, staff, and visitors.  Although security measures should not unnecessarily intrude on routine activities, WPC strives to make them sufficient to instill a sense of safety for everyone.

Keys
Responsibility and Management of Keys
WPC issues keys to staff members, church officers, and church members based on their responsibilities, their access needs, and their areas of ministry.  Keys will be held and issued by the WPC church secretary under the direction of Campus Management Committee (CMC) chairperson or head of staff, who has final responsibility of managing and securing the keys.  Keys will be issued in the fewest number possible. Lost keys should be promptly reported to the church secretary or CMC chairperson, who will act on the basis of safety and security.  The CMC chairperson will may perform an annual review of issued keys and the relevance of the issuance of each key.
Masters of all keys for anything under lock and key within the WPC campus, including but not limited to external doors and mechanical room access, internal doors, offices, file cabinets, cabinets, and storage rooms, will be maintained by the CMC within the church office in a secure, locked box.  The CMC chairperson, church secretary, and head of staff will have access to the box as required.
Issuance of Keys
The issuance or transference of any key will be documented by the church secretary under the direction of the CMC chairperson in a log book kept in the church secretary’s work area.  Keys are issued on as-needed basis with consideration given to convenience.  Need is determined by the CMC chairperson or head of staff.
All key holders are responsible for securing all building entry/exit points, in addition to turning off all lights, appliances, and equipment, prior to vacating the premises.
Members as Key Holders
Recipients of keys have use of those keys for the term of office or service for which the key is required.
Key holders agree to retain possession of those keys at all times, refraining from loaning, transferring, or duplicating the keys.
All key holders are responsible in the event of the loss of issued keys.
The CMC chairperson or head of staff may revoke issued keys at any time and without notice.
Staff and Service Providers as Key Holders
All church employees will be issued keys for the duration of their employment.
Custodians and service providers will be issued keys as required by their work upon approval by the CMC chairperson or head of staff.
Secure Areas
Certain areas of the campus are considered secure areas, and therefore keys for these areas are only issued upon instruction of the head of staff or church treasurer.  These areas include:
Office suite
Finance office, i.e., Treasurer, Bookkeeper, and Counting
Mechanical/Utility areas

Security of Personal Valuables
Staff, members, and visitors are advised that WPC is not responsible for personal valuables anywhere within the WPC campus.  This includes, but is not limited to, the buildings, outdoor grounds, and parking lot.

Emergencies
Security Emergencies
WPC welcomes all guests who participate in the life of the church, however if someone enters the campus in a suspicious or alarming manner, he/she may be asked to leave.  If the person refuses, the staff member, head of staff or person in charge should call 911.
Other security emergencies that present an immediate threat to individuals or property (either inside or outside the building) will be addressed by head of staff or person in charge. 
Fire Emergencies
WPC staff and members will respond appropriately and safely to fire emergencies.  In the event of a fire emergency, the following course of action will be taken:
Evacuate
Call 911
Trigger the fire alarm system, if possible
Await further instruction from Webster Fire Department
Annual fire safety training of staff and pertinent members and service providers will be conducted in the third quarter of each year (July – September) on location.  Training will cover evacuation procedures and use of the fire extinguishers, Ansul hood extinguisher system, and fire alarm system.
Medical Emergencies
WPC staff and members will respond swiftly and appropriately to all medical emergencies.  In the event of a medical emergency, the following course of action will be taken:
Call 911
Follow instructions from emergency dispatch personnel as to any actions to take while awaiting arrival of emergency medical personnel.
One Automated External Defibrillator (AED) device is located in each building on the WPC campus.  Annual training on use of AEDs, Cardiopulmonary Resuscitation (CPR), and first aid will be conducted on location in the second quarter of each year (April – June.)
Emergency Reporting
All security, safety, and/or medical emergency incidents must be reported to the head of staff and to the CMC chairperson, who will report it to Session in a timely manner.  All security/safety reports are reviewed by the CMC to determine if any additional investigation or actions are to be conducted.
