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Your primary Contact for most building issues is: 
Kristen Drehmel 502-445-9262 

bldgsuper@firstulou.org 

Alternate Contact is: 
Barb Creasey 

office@firstulou.org 

Pastoral Care issues should be referred to Rev.  at: Mary Ann Macklin
interim@firstulou.org 

 
CALL 911 IN CASE OF FIRE, MEDICAL EMERGENCY, OR CRIMINAL ACTIVITY. 

 
Louisville Police Department, non emergency:                                             502-574-7111 
Louisville Fire Department, non emergency:                                                502-574-3701 
Norton Downtown:                                                                                        502-629-8000 
UofL Health-Jewish Hospital:                                                                        502-587-4011 
UofL Hospital Downtown:                                                                             502-562-3000 

 
The church address is 809 S. 4th St. 

 

EMERGENCY CONTACT INFO 
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1)​ Get under a desk or table, or stand in the corner. Stay clear of windows, bookcases, or 
shelves. 

2)​ Check for injuries. Administer first aid if needed. Do not move seriously injured 
individuals unless in immediate danger. 

3)​ Attempt to help anyone trapped by furniture or other items that may have fallen on them. 

4)​ If someone is trapped, in the building or under something, call 911. 

5)​ If you notice gas or water leaks, broken electrical wiring, broken sewage lines, building 
cracks, or severe damage, exit the building immediately. Attempt to keep others from 
entering the building. Notify 911 and the Contacts listed under EMERGENCY 
CONTACTS. 

6)​ Do not touch downed power lines or damaged building equipment.  

7)​ Be prepared for aftershocks, which are usually smaller earthquakes but may be severe 
enough to do additional damage. 
 
 
 

 

 
EARTHQUAKE 

 



 

1)​ If you just entered the building and found signs of criminal activity, immediately go back outside 
and call 911. Do not stay in the building in case the perpetrator is still in the building.  

2)​ Do not touch anything or attempt to determine what was stolen or damaged. Let the police come 
and document the scene first. 

3)​ Call the Contact listed under EMERGENCY CONTACTS and notify them. 

4)​ Please be sure to write down the police report number. 

5)​ As soon as you get a chance, please document (on paper or email) what time you arrived, what 
you saw, and the police report number and give it to the building supervisor. 

6)​ If the damage makes the building no longer secure (completely busted external windows, etc.) 
that will require immediate maintenance work to make the building secure again, please make 
sure you tell the Contact people when you call them. 

7)​ If your activity in the church requires you to work in the area where the criminal activity has 
taken place and you have to clean it up or rearrange things, please take a note of where you put 
things (and document the scene beforehand with a camera or phone, if possible). This will help 
keep the church from reporting things stolen that may have actually just been moved. 

 
 
 

 
 

CRIMINAL ACTIVITY/THEFT     
 



 

1)​ Remain as calm as possible. 

2)​ Evacuate the church and wait outside for the police to arrive. 

3)​ Immediately call 911 and inform them of the threat, providing as much information as possible, 
particularly if the caller gave a time for the bomb to explode (see below). 

4)​ Be aware that the police may ask for information about the church while searching the church 
since they do not know what does and does not belong in the church. 

 

DO NOT TOUCH OR HANDLE ANYTHING SUSPICIOUS WHILE EXITING THE CHURCH! 

Questions to ask the caller: 
When is the bomb going to explode? 
Where is the bomb at right now? 
What does the bomb look like? 
What will cause the bomb to explode? 
Did you place the bomb? Why? 
What is your name? 
 

Take note: 
Did the caller sound male or female?                           Did the caller have an accent? 
How old did the caller sound?                                      Time/ Date of the call. 
The number the call was received at. 
Was the caller’s voice calm, angry, excited, slow, rapid, nasal, stutter, lisp, raspy or deep? 
Background noise: voices, street/office noise, music, machinery, animals, clear, static? 

 
BOMB THREAT 

 



 

1)​ Get an accurate description of the child/person - name, clothing they are wearing, who they may 
have been with, place they were last seen, etc. 

2)​ If Religious Education staff are working, ask them to call the other RE staff over the RE radio (?) 
and alert them (Also notify ushers and any other staff members who are present). 

3)​ Cover the doors. Ask someone to stand at the main entrance (Library Lane, south side), 
courtyard doors (standing in the courtyard so as to see all doors leading to the courtyard), north 
Sanctuary door (to York St.), and west Sanctuary door (to 4th St., stand in the yard outside so as 
to also see the Heywood house exit). 

4)​ Ask two people to walk around the exterior of the building starting at the southeast corner 
(Library Lane entrance, main entrance point to First U) and go in opposite directions around the 
building, checking the parking lot and surrounding area including the Library parking lot. 

5)​ Have someone walk through the upstairs of the building starting at one end and working to the 
other, being sure to check bathrooms and closets. Be sure to walk fully into each room and look 
behind, in, under, and around anything the child/person might be able to hide behind, in, or 
under. 

6)​ Have someone walk through the downstairs floor starting at the volunteer desk and working 
through the church rooms in a clockwise fashion (starting to the left), checking bathrooms and 
closets as well. Be sure to walk fully into each room and look behind, under, and around 
anything the child/person might be hiding behind, in, or under. 

7)​ Have someone check the third floor of the Heywood house. Be sure to look behind, in, under, or 
around anything that a child/person might be hiding behind, in, or under.  

8)​ Have someone check the basement under the church, making sure to fully walk into each room 
and look behind, in, around and under anything the child/person may be hiding behind, in or 
under. 

9)​ If the child/person is not found, notify the Louisville Metro Police Department via 911 

 

MISSING CHILD/ PERSON 
 



 

RUN  HIDE  FIGHT 
1)​ If someone has entered the church intending to do harm to others via weapons or physical 

violence, time is of the essence. 
2)​ Decide which of the three options - RUN, HIDE, FIGHT - is your best option based on where the 

intruder is and where you can go. 
3)​ RUN - If this is your best option, do not attempt to take belongings with you (such as purse, coat, 

etc. If you can grab your cell phone quickly, do that). Do not stop even if other people are unsure 
about what to do. Encourage them to leave with you. Do not stop until you are safely to the Main 
Library, the 800 Building, or Calvary. Then call 911 and report what information you know about 
the situation. Try to prevent others from entering the church. 

4)​ HIDE - If this is your best option, choose a location where the door can be locked and you 
cannot be seen through any windows in the door or elsewhere. Barricade the door if possible. 
Silence your cell phone. Turn out the lights. Be as quiet as possible. Call 911 and whisper to 
them or just leave the phone line open if the intruder is close by. Law enforcement will let you 
know when it is safe to come out. 

5)​ FIGHT - If this is your best option, do so swiftly and very aggressively. Your life depends on it. 
If you are with a group, attempt to overwhelm the intruder as a group. See what objects are 
around you that might be used as improvised weapons. 

6)​ When the police arrive, they will not stop to assist you. They will be moving to stop the intruder. 
Do not grab at the officers and keep your hands visible so they kno w you are not the intruder. If 
you know the direction of the intruder or a description of the intruder, give it to the officers. 
Follow their directions to stay put or evacuate. 

7)​ If you have been injured, try to remain calm and know that medical assistance is on its way. 
Keep a positive mind set that you will survive this because help is coming. 

RUN  HIDE  FIGHT 
 
 

HOSTILE INTRUDER 
 



 

1)​ Call 911 or designate a specific person to call 911. The church address is 809 South 4th street. 
2)​ Check to make sure the area around the person is safe for you to approach if you do not know 

how they were injured or the cause of the situation. 
3)​ Do not attempt to move a seriously injured person unless they are in danger of further harm from 

staying where they are.  
4)​ If medical professionals or persons trained in CPR/ First Aid are available, send someone to go 

get them or to ask others in the church if they are trained. 
5)​ Send someone to the Library Lane entrance of the church to meet the ambulance crew and guide 

them to the injured person. 
6)​ Send someone to the 4th street side of the church (west) to meet the ambulance crew and guide 

them to the injured person. 

First Aid kits are located: 

Kitchen 

RE rooms 

Volunteer office desk 

AED (Automated External Defibrillator) is located: 

In the Sanctuary to the right (east) of the main entrance next to the usher’s table. 

Blankets (for smothering out fire or treating shock) are located: 

A good place for these would be…the janitor’s closet? 

And where else? Somewhere in the sanctuary? 
 

Most of the above actions would also apply to someone having an acute mental health crisis as well. 
However, if someone does not seem to be at the level of needing emergency care but causes concern for 
you, please inform a minister, a staff member, or an usher, and we will attempt to determine how the 
person can be best assisted (see behavior policy). 

Seven Counties 24/7 crisis line:                                          502-589-4313 

National Alliance on Mental Illness, Louisville:                502-588-2008 

National Suicide Prevention Lifeline:                             1-800-273-8255 

Always notify the church Contacts of either of these instances. 

 

MEDICAL/ MENTAL HEALTH 

 



 

SUNDAY MORNINGS (or major events) 

1)​ When an evacuation due to fire is necessary, the minister and/ or the member of the Board doing 
the welcome will instruct the people in the Sanctuary to exit the church out of the appropriate 
door(s). 

a)​ People in the sanctuary will exit out the York Street (north) door and out the 4th Street 
(west) door and immediately cross the streets to the Library yard and the 800 Building 
Courtyard. Those using wheelchairs or walkers and Parents will exit the building through 
the tower room, move through the social hall, into the courtyard and then on into the 
library parking lot. 

b)​ Greeters will assist the RE assistants to bring the children to the courtyard, where they 
will reunite with their parents and continue to the Main Library parking lot. There must 
be one adult to carry each child under two. There are two adults per group of children. 

c)​ Greeters not accompanying children must escort wheelchair and walker users out of the 
building. 

d)​ Two ushers escort people out the 4th street (west) door.  One of the ushers leads, the other 
is the last person out.   

e)​ The Worship Associate and Service Coordinator or minister escort people out the York 
Street (north) door.  The Worship Associate leads, the service coordinator or minister is 
the last person out. 

f)​ The last person downstairs is the lead greeter.  They must check to be sure that everyone 
is out of the first floor. 

g)​ The last person upstairs is the RE coordinator.  They must check to be sure everyone is 
out of the 2nd floor. 

If the lead usher or RE coordinator encounter the fire or a dangerous situation, they will exit via 
the nearest door and not proceed further.  
 

TIMES OTHER THAN SUNDAY MORNINGS 
1)​ All persons should evacuate the building via the nearest exit. 
2)​ All persons should attempt to meet at the Main Library parking lot for accountability (If 

childcare staff are working, see above). 
3)​ Someone should be designated (or designate themselves) as the contact with emergency 

responders. 
4)​ Afterwards, please be sure to notify the Contact person for the church listed under 

EMERGENCY CONTACTS. 
 

 
FIRE 

 
 
 



 

When the tornado siren sounds or during other times of severe weather, all building occupants should 
take shelter in the following locations (in order of preference): 

1.​ Social hall basement (take the stairs at the north end of the social hall) 
2.​ Hallway between the kitchen and the bathrooms (close the metal guard) 
3.​ Downstairs bathroom (multi-stall) 
4.​ Storage room 

 
RE Staff will ensure children in RE programs are taken to the basement where they can meet up with 
their parents/ guardians. 

There is a weather radio (find one and put it in the basement). Phone apps and internet websites can also 
be consulted as to when the tornado warning will end. Occupants should continue to shelter in place 
until the warning has ended (even if the sirens stop sounding before the time of the warning has 
elapsed). 
 

 

 

TORNADO 


