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Winter Edition: 
Cold Weather Prep  
Ice dams, frozen pipes and slippery roadways are just a few of 

the hazards of winter. Cold freezes and snowstorms can result 

in significant property damage and personal injury if facilities 

are not properly maintained. Now is the time to prepare!

Heating Systems
Your heating system will provide decades of 
reliable service, if properly maintained. In 
addition to the yearly inspections performed 
by Hartford Steam, have your maintenance 
personnel make the following checks.

Weekly: The boiler/furnace room should 
be inspected weekly for cleanliness. Remove 
unnecessary combustibles and maintain a 
36-inch clearance between heating appliances 
and combustibles. Ensure equipment is 
unobstructed and easily accessible. Check 
boilers or furnaces for water leaks and 
fuel odors, and verify that pressures and 
temperatures are within allowable limits.

Monthly: Manually test the boiler low water 
cutoff and the safety relief valve.  

Annually: Annual maintenance and 
inspections should include testing all 
combustion safety controls (e.g., safety 
shutoff valves, fuel-air interlocks, and flame 
failure devices). The firesides, flue and steam 
traps should be cleaned to ensure proper 
functioning.   

Snow Removal Plan
All facilities should have a snow removal 
plan in place. For detailed information on 
putting together a plan, please download the 
November 2014 edition of our newsletter, 
which can be found by going to our website: 

www.dotinsurance.org/newsletters/
newsletter-archive

Tree Maintenance
Regular tree maintenance is essential for 
preventing property damage, especially 
during severe weather events. Perform a 
thorough inspection of trees before winter 
arrives. For more information, please 
download the February 2015 edition of our 
newsletter, which can be found by going 
to our website: www.dotinsurance.org/
newsletters/newsletter-archive

Preparing for Cold Spells 
Prior to cold weather setting in, have 
your pipes insulated, especially pipes close 
to outside walls, attics or crawl spaces where 
the chance of freezing is greatest. Inspect 
areas around pipes for air leaks and seal leaks 
as soon as possible. Disconnect, remove and 
store outdoor hoses. Close all inside valves 
supplying outdoor hose bibs. Open the 
outside hose bibs to allow water to drain.

During cold spells:
n	 Know the location of all shut-off valves. In 

the event a pipe bursts, you will need to 
stop the flow of water immediately.

n	 Inspect facilities for signs of cracks or 
broken windows and doors, especially 
near water pipes; make repairs if needed.

n	 Set thermostats to maintain a temperature 
of at least 68° Fahrenheit during the most 
extreme periods (prolonged temperatures 
of 5-10 degrees or below, or sub-zero 
temperatures for any length of time). Post 
instructional signs at all thermostats.

n	 Ensure windows, doors, and skylights close 
securely to maintain building heat. 

Willis has prepared several cold weather-
related bulletins to help you prepare your 
facilities for cold spells. You may view and 
download the bulletins from our website: 
www.dotinsurance.org/bulletins

Treating Frozen Pipes
If you open a faucet and little to no water 
comes out, leave the faucet open, turn off the 
water at the main shut-off valve, and call a 
plumber. Never attempt to thaw a frozen pipe 
with an open flame. You may be able to thaw 
a frozen pipe with warm air from a hair dryer 
by warming the pipe closest to the faucet, 
working toward the coldest section of pipe. 

If a water pipe bursts, completely open all 
faucets and turn off the water at the main 
shut-off valve. Call a plumber immediately.

Unoccupied Buildings
All properties should be adequately heated 
during winter months to prevent pipes 
from freezing. If a building is unoccupied 
for a few weeks or even a few days, a 
designated person should maintain a building 
temperature of at least 55° Fahrenheit. You 
may think it is wasteful to heat a building 
that is unoccupied, but it will be much more 
costly to repair damage that results from burst 
pipes. 

Continued on page 3
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Terrorism in Houses
of Worship: Awareness 
& Prevention 
Acts of violence in our church communities are happening 

with greater frequency in this rapidly changing society. We 

must be prepared. Parish communities should develop plans 

in the event a violent situation occurs.

Many people think of a house of worship as 
a safe area where violence and emergencies 
cannot affect them. However, as the U.S. 
Department of Homeland Security points out 
in their Guide for Developing High-Quality 
Emergency Operation Plans for Houses 
of Worship, violence in houses of worship is 
not a new phenomenon. In addition to violent 
acts, fires, tornados, floods, hurricanes, 
earthquakes and arson also affect houses of 
worship. 

With countless incidents occurring with 
little to no warning, many houses of worship 
are developing and updating plans and 
procedures to ensure the safety and security 
of their congregations, staff, volunteers and 
facilities. The Department of Homeland 
Security and the Office of Risk Management 
encourage all parishes to create a safety 
committee and to implement emergency 
plans and procedures. The New Jersey 
Office of Homeland Security & Preparedness 
has developed a Terrorism Awareness and 
Prevention Program that provides training to 
assist the Diocese.

Principals of the Plan
The U.S. Department of Homeland Security 
advises that the following principles are key 
to developing a house of worship safety plan 
that addresses a range of threats and hazards:

n	 Planning should be supported by 
leadership. The leadership of the house 
of worship should initiate and support 
planning efforts to ensure engagement 
from the congregation and outreach to 
the entire community. Regardless of the 
size of the house of worship, one or more 
persons should lead emergency planning 
efforts. 

n	 Planning considers all threats and 
hazards. The planning process should 
take into account a wide range of possible 
threats and hazards that may affect the 
house of worship, and should address 
safety needs before, during, and after an 
incident. 

n	 Planning considers all settings and all 
times. It is important to remember that 
threats and hazards can affect the house 
of worship at non-standard times (e.g., 
when facilities are being used by others), 
as well as off-site (e.g., an activity or event 
sponsored somewhere other than the 
grounds of the house of worship). 

n	 Planning provides for the access and 
functional needs of the entire house 
of worship community. The entire 
house of worship community includes 
regular attendees, guests, volunteers and 
staff, including those with disabilities and 
others with access and functional needs; 
those from racially and ethnically diverse 
backgrounds; and people with limited 
English proficiency.   

How to Begin
To begin creating a safety plan, you must first 
put together a team that will be responsible 
for developing the plan, reaching out to 
first responders, and providing training or 
education to others. The team should meet at 
regular intervals, first to develop a plan and 
later to implement and assess it and make 
revisions when necessary. 

Conduct Assessments
One of the team’s first tasks should be to 
conduct safety assessments of the premises. 
A safety assessment is an evaluation of your 
parish community’s current state of safety, 

security, and preparedness for an emergency. 
Begin your assessment by gathering 
information, inspecting facilities, speaking to 
individuals, and evaluating processes already 
in place.  

Involve First Responders
Next, set up meetings with local first 
responders to share with them the results 
of your safety assessment and ask for their 
advice. First responders are on the front lines 
of incidents and can often bring attention to 
something you easily overlooked. 

In addition, if your parish has floor plans, 
share them with the first responders. If your 
parish does not, be sure to develop floor 
plans that you can share. The floor plans 
should be simple diagrams of each floor 
of each building, marked to show exterior 
doors, windows, stairwells, fire doors, and the 
numbers and uses of all rooms and areas.

Develop a plan for communicating to other 
areas of the building. For example, if your 
parish has a nursery, is there a way to 
communicate a lockdown or evacuation order 
to the nursery in the event an active shooter 
enters the church? This is another area where 
first responders can offer expertise. 

One of the greatest challenges our worship 
communities face is striking a balance 
between the security measures we take and 
the need to maintain an open, inviting and 
Christ-like atmosphere. The odds of a terrorist 
incident occurring at your parish may not 
seem likely, but you still need to be prepared.   

We will notify pastors once meeting and 
training dates for Terrorism Awareness and 
Prevention are established in the Diocese of 
Trenton.  n
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Alternatively, you may want to turn off the 
water and drain the pipes if the building will 
be unoccupied for an extended period of 
time. 

Inspect unoccupied buildings daily, especially 
after a heavy rain or snowstorm. Start with 
the basement and boiler rooms. If leaks or 
flooding occur, make repairs and address 
water issues as soon as possible. 

If upon entering the building you smell 
gas or suspect a leak, leave the building 
immediately and contact the gas company or 
fire department.

Theft and Vandalism

Before a building is due to be unoccupied, 
have your maintenance personnel take 
a security assessment of your premises. 
Break-ins often occur because a building 
appears to be easy to access or looks 
“inviting” to a criminal. To find areas that need 
improvement, walk around the perimeter of 
your facility and assess the following:

n	 Look for easy access points, specifically 
focusing on doors, windows and locks. 

n	 Keep bushes and shrubs near your building 
trimmed to eliminate hiding places. 

n	 Check lighting: adequate exterior lighting 
will help deter criminals and make your 
facility more visible from the street.

n	 Make sure there are no accessible ladders, 
tools or other objects that could assist a 
burglar with a break-in. 

n	 Make sure all valuables are stored 
away from access points. Criminals are 
frequently enticed to break in if there 
are expensive items, such as electronic 
equipment, visible from a window. 

Please check out the winter safety bulletins on 
our website for more information:  
www.dotinsurance.org/bulletins n

Cold Weather Preparations, continued from page 1

Non-Parish Use 
of Parish Premises 
Many parishes and schools allow non-parish groups to utilize 
space in parish or school buildings, either as a source of 
revenue or as a way to aid outside organizations that lack 
meeting space. Examples include groups that meet regularly, 
such as Boy Scouts, Knights of Columbus or rotary clubs, and 
one-time events, such as wedding receptions or birthday parties.

We encourage pastors and parish councils to 
be innovative with the space provided in a 
parish. However, in order to ensure the safety 
of the groups involved and to protect the 
parish from liability, there are certain steps a 
pastor should take when allowing non-parish 
groups to use parish premises. The following 
should be obtained from the group:

n	 A Licensing Agreement signed by the 
pastor and the organizer of the group 
utilizing the space. The parish should keep 
a signed copy of this agreement in their 
files. An approved template is available 
from the Diocese.

n	 Request a Certificate of Insurance from 
the group showing proof of liability 
coverage with limits of at least $1,000,000 
for general and auto liability, and proof 
of workers’ compensation insurance. The 
certificate must also show as additional 
insureds the parish/school, the pastor, the 
Diocese of Trenton and Bishop David M. 
O’Connell. 

n	 Alternatively, if the group does NOT 
maintain their own insurance, the group 
must purchase Special Events coverage, 
which in most cases is available through 
the Diocese Special Events program. Please 
contact Angelina Cannady with the Diocese 
of Trenton at (609) 403-7224 to obtain an 
application.  

n	 Certain events are excluded by the 
Diocesan Special Events Insurance, such 
as any sporting event, pyrotechnics and 
explosives, and bouncy houses. A more 
complete list of exclusions is available in 
the Risk Management Insurance Program 
Manual.

Use of Alcohol
The use of alcohol is strongly discouraged. If 
an outside group wishes to serve alcohol at a 
non-parish event, the use of a licensed caterer 
or bartender is recommended. If a licensed 
caterer or bartender is used, the caterer or 
bartender must provide the parish/school with 
evidence of their liquor liability coverage and 
include the pastor, parish/school, diocese and 
bishop as additional insureds.

Depending upon local regulations, a city 
or town may require the group to obtain a 
permit for serving alcohol. If so, the group is 
responsible for obtaining the permit and for 
showing proof of this to the parish/school.

We all need to be concerned about alcohol 
consumption by minors and ensuring that 
people who are intoxicated are no longer 
allowed to drink alcoholic beverages. For this 
reason, it is important that the organizers of 
the event at which alcohol is served follow 
state law regarding the service of alcohol. 

For more information on local regulations, 
contact the NJ State Liquor Authority at: 
www.nj.gov/oag/abc

Appropriate Use of 
Facilities
Parish/school facilities should not be used for 
political purposes, such as fundraisers for a 
candidate to political office. To do so would 
put your religious tax-exempt status at risk. 

In addition, the general goals and objectives 
of a group using the facilities should be 
consistent with the values and mission of the 
Catholic Church.

If you have any questions related to 
appropriate uses of parish premises or about 
any of the recommendations outlined above, 
please contact Joseph Cahill with the Diocese 
of Trenton at (609) 403-7189.

Current Rates and 
Applications
For current rates and to download an 
application, please go to our website:

www.dotinsurance.org/coverage/ 
special-events  n
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Risk Management Key Contacts

Diocese of Trenton’s
Risk Management 
Website

www.dotinsurance.org
Our website was designed to give you easy 
and round-the-clock access to the following 
insurance and risk management information:

n	 Online claims reporting procedures; 

n	 Forms that can be filled out online and 
submitted with a click of a button;

n	 Loss control information on topics of 
interest to you and your operations, such 
as cyber security, playground safety, flood 
prevention, and more;

n	 Contact information for the Office of 
Risk Management and relevant third-party 
administrators.

Please take a look at the site and tell us what 
you think. We welcome your comments and 
suggestions - let us know what we’ve done 
well and give us your thoughts on what can 
be improved. Please go to the following link 
to provide your feedback:

www.dotinsurance.org/feedback

The Office of Risk Management is pleased to 
announce a website devoted to all your insurance 
and risk management needs.


