
CHURCH OF THE NATIVITY 
DISASTER RECOVERY CONTINGENCY POLICY 

I. PURPOSE 
This policy sets forth the responsibility of Church of the Nativity to assess, protect against, respond 
to, and recover from any disaster that may affect the parish and its members.  These plans will 
outline the steps needed to recover from any such occurrence. 

II. POLICY GOALS 
Since the Vestry, and more specifically the Executive Committee, bear the fiduciary responsibility to 
protect the assets of the community; the Vestry will plan, prepare, and test the necessary actions 
for the preservation of the parish. 

III. CONTINGENCY PLAN 

A. The Disaster Management Team will consist of the following listed in order of chain of 
command and succession:  The Rector, the Senior Warden, the Junior Warden, the Treasurer, 
the Clerk of the Vestry, and the Parish Administrator.  They will be advised by the other Vestry 
members, the Bookkeeper, the Pledge Treasurer, and the Preschool Director. 

B. Information must be disseminated to the team, staff, and members of the Parish as quickly as 

possible using the currents methods of Constant Contact, Facebook, and telephone.  Current 

listings must include those members who should be contacted by telephone only. 

C. Procedures are to be established explaining how to recover the computer and technological 

systems, and the key business functions of the Parish. The office computers are backed up on 

“Carbonite” in the cloud.  This is password protected. 

D. Procedures and information related to insurance coverage and emergency funding are to be 

established and maintained.  

E. Plans for worship are essential to the health and well-being of the Parish and are of utmost 

importance.  

F. Plan with Nursery School for continued operation if possible. 

GUIDELINES FOR ACTIONS  

A. A Disaster is declared and approved by the Vestry. 
B. Plans enacted to secure the building(s), offices and equipment. 

C. Vestry authorizes purchases deemed necessary to preserve the safety of staff and to protect 

assets. 

D. Off-site computer secured and computer programs restored from back up. 

E. Whenever possible teams of two will manage the day-to-day business of the Parish. 

F. Parishioners are notified about plans for Worship and Pastoral Care. 

G. Controls will be transferred from the Disaster Management Team back to the original “in 

charge” persons as soon as possible. 

H. Starting immediately the following items will be stored in the safe: 

a. Contact information for Church Insurance Company (also available at the Diocese) 

b. Inventory video and memory sticks with inventory pictures 

c. Contact information for Avidia Bank, Vanco and other essential businesses 

d. Passwords for all computers and Carbonite passwords. 

e. Latest Parish Directory 

f. Extra checks for all bank accounts 

g. Keys for night deposit bags 


