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SECURITY POLICY

All reasonable efforts will be expended to assure the security of Webster Presbyterian Church  (WPC) members, employees and visitors.  Although security measures should not unnecessarily intrude on routine activities, WPC strives to make them sufficient to instill a sense of safety, especially in children and the elderly.  Although each employee is responsible for maintaining a secure environment, the Session has assigned the responsibility for developing, implementing, and monitoring security to the Building and Grounds (B&G) Committee.

This policy addresses procedures for the security of members, employees and visitors in the following areas: 1) Door Locking (Education/Administration Building and Fellowship Hall and Sanctuary), 2) personal valuables, 3) security emergencies, 4) reporting and investigating procedure, and 5) visitor identification.

DEFINITIONS

Special Occasions – Events that are not the primary use of the WPC facilities such as but not limited to the following:


Weddings, Receptions, Children and Youth Sponsored events such as “Parents night out”, Family Festival, Sweetheart Dinner Dance or Car Washes  and B&G sponsored work days

PROCEDURES

DOOR LOCKING

EDUCATION/ADMINISTRATION BUILDING and FELLOWSHIP HALL.

Monday through Friday

1. Main entrance by staff offices will be open during normal business hours and will be locked at the end of the day by the last staff person leaving the office.  All visitors will be asked to leave at this time.  Members with scheduled meetings will make arrangements to lock up after their meeting.  

2. All accessory entrances will remain locked during normal business hours except during Church ministry programs.  

3. Evening ministry programs 

a. Leaders will make sure to turn off all lights and close doors after last person leaves class.

b. Nursery workers will stay until all children have been picked up by parent

c. Adult sponsors for Youth Ministry programs will stay until all youth have been picked up by their parents

d. Outside organizations approved to use facilities will turn out the lights and shut doors when meeting is over

4. Housekeeping staff will secure all areas when finished.


Sundays and Special Occasions

1. Head of Staff or designee will ensure that the Education/Administration Building will be locked on Sunday between the last morning service until evening church ministry programs preparations begin.  

2. During special occasions or Saturdays designated member or staff will be responsible for unlocking and locking of the appropriate buildings. 

3. Housekeeping staff will secure all areas when finished.

SANCTUARY

Sundays after last service the Head Usher or designee will

1. Make sure to clear all areas

2. Make sure AC control on appropriate program

3. Ensure that  all electrical /sound systems are turned off.
4. Make sure all accessory entrances are secured

5. Turn off all lights

6. Lock main entrance

Wednesday evenings after Choir Rehearsals Music Director or designee will: 

1. Make sure to clear all areas

2. Make sure AC control on appropriate program

3. Turn off all electrical /sound systems

4. Make sure all accessory entrances are secured

5. Turn off all lights

6. Lock main entrance

Special Events – Use of the sanctuary other than normal church ministry programs must be approved by the Worship Committee and will adhere to Sanctuary Guidelines.  The WPC staff or member  coordinating the special event at the end of the occasion will:

1. Make sure to clear all areas

2. Make sure AC control on appropriate program

3. Turn off all electrical /sound systems

4. Make sure all accessory entrances are secured

5. Turn off all lights

6. Lock main entrance

Personal Valuables.

1. Staff, members, and visitors are advised that WPC is not responsible for personal valuables.  

Security Emergencies.

1. WPC welcomes all visitors to partake in our ministry programs.  WPC may have greeters to help visitors find the programs they are wishing to attend.  However if a visitor refuses to state what program or give their name and begins to act suspicious he / she may be asked to leave.  If the person refuses, the Head of Staff or designee will direct the Front Office Staff to call 911.
2. Unauthorized or suspicious persons are to be reported as follows:

a. Call 911

b. Give a description of the person and the location.

c. Keep the person in sight until help arrives.

3. 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 designee. 

Reporting and Investigating Procedures.

1. All security incidents must be reported  by the Head of Staff or designee to the B & G committee.  B&G Committee will make regular monthly reports to Session.

2. All security reports are reviewed by the B & G Committee and additional investigations are conducted as required.

