Appendix 1
BRIGHT HORIZONS CHILD DEVELOPMENT CENTER
EVACUATION STANDARD OPERATING PROCEDURES

The safety and security of all occupants of the Bright Horizons Child Development Center are of paramount concern.  By informing you of our emergency procedures, we hope to reduce the risk of threatening occurrences and to coordinate quick, effective responses to emergency situations. 

These emergency procedures provide information to ensure the maximum protection for all occupants of the Bright Horizons Child Development Center.  All teachers and childcare professionals should read them carefully.  It is essential that these procedures are fully understood and are followed if an emergency situation should arise.

Important Names and Numbers

Center Cell Phone



 
Evacuation Site #1 Safe Haven
443-271-6228





NOAA Science Museum (SSMC II)
443-271-6229
1325 East West Highway

Out of Area Contact                                         Evacuation Site #2 Safe Haven                                        
BHFS Watertown Office                                            Lenox Park Apartments
800-324-4386                                                             1400 East West Highway

Contact: Steve Dreier




301-608-7550

Holly Mutchler, Director



Evacuation Site #3 Shelter In Place 

 301-713-2657 X102               

NOAA SSMC III 

4th Floor Conference Room #4527
Cheverly Council Murray, 
Program Coordinator




301-713-2658 x165
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EVACUATION STANDARD OPERATING PROCEDURES continued

Emergency Plan Summary                                  

	Fire, Smoke or Explosion
	Bomb Threat

	1. Pull Alarm

2. Call Security Command Center (301) 713-0333

3. Close doors, but do not lock safe exit

4. Evacuate using the closest exit

5. Call the BH Ready to Respond Hotline (800) 420-1970


	1. Write down relevant information (if call has occurred)

2. Do not touch or move package, if relevant
3. Call Security Command Center (301) 713-0333

4. Do not use cell phones or radios in immediate area

5. Do not pull fire alarm unless there is a fire.

6. Call the BH Ready to Respond Hotline (800) 420-1970

	Natural Disaster
	Power Failure

	1. Earthquake – take cover under tables or desks.  Do not pull fire alarm unless fire occurs.  Call 911 if medical emergency occurs.  Bldg. Official may give order to evacuate

2. Hurricane or Tornado – Move away from windows. Await further instructions. Do not pull fire alarm unless fire occurs.  Bldg. Official may give order to evacuate

3. Call the BH Ready to Respond Hotline (800) 420-1970
	1. Report Problem to Building Engineers

2. Open draperies and raise blinds to let in outside light

3. Call the BH Ready to Respond Hotline (800) 420-1970


If an audio or visual fire alarm device is active in your area, please exit the building immediately via the closest safe exit.  The first choice is to evacuate to the playground. On the playground, wait for instruction from emergency personnel via the center walkie-talkie. The Center Director will inform faculty if they are to evacuate down the emergency stairwell to the street level.  On the street level meet just outside the evacuation door by the cement horseshoe shaped benches. If we do need to evacuate the playground area, but are not able to use the playground exit stairwell, we will proceed to the outdoor exit stairwell on the terrace. Do not attempt to use the elevators.
The following evacuation procedures should be observed:

1. Each Child Care Professional should safely and quickly gather and count all children in their designated group. Take binder of children’s emergency numbers with you.

2. Before opening any door, check the door and doorknob for heat using the back of your hand.  If it is warm, stay in your room and caulk around the door seams using wet towels or duct tape.

DO NOT OPEN THE DOOR!!  Wait for emergency personnel to direct you.

3. If both your door and doorknob are cold, and you leave your homebase:

a. Check for smoke in the corridor.
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b. When smoke is present, stay low by crawling since clean air is closest to the floor.

c. Proceed quickly, but calmly, to the nearest exit.  DO NOT RUN

d. DO NOT PANIC.  Panic is the most harmful and most difficult element to control in an emergency.  Avoiding panic is accomplished through the following steps:

1. Knowledge of Procedures that must be followed

2. Confidence in the responsible perg   
3. sonnel’s ability to guide

4. Calmness and self-confidence of responsible personnel.

e. If the corridor is filled, GO TO A ROOM WITH A CLOSABLE DOOR. Contact Fire Department of your location.

5. The last person leaving, Holly Mutchler or the On Duty Center Head Teacher (ODCHT) should confirm that no children have been left in the Child Care Development Center. Upon leaving, Holly Mutchler or ODCHT should close the office door.  This will help to confine any fire until the arrival of the Fire Department.

6. Gather on the playground by the emergency stairwell door, but do not open the door until directed to do so by Holly Mutchler or ODCHT.  If you are directed to exit down the stairwell, form a single-file line at the exit door and proceed calmly and carefully, preschoolers followed by twos, toddlers, and then infants. Meet in the cement horseshoe bench area outside on the street level.

7. In the event that we must evacuate the building for an extenuated period of time, we will proceed to evacuation site Safe Haven #1 or #2.  
8. Conversation should be kept to a minimum.  Everyone should stay in a single-file line.

9. Once the evacuation has begun, no one should attempt to re-enter the evacuated area until it has been declared safe by the Fire Department officials or Building Management.

10. Upon arrival at the evacuation destination point, everyone should remain.  No one should wander about the area or leave the area unless directed to do so by the Fire Department or Designated Official.

11. We will remain in our evacuation location until further notice from the Fire Department or designated official.  In the event we are unable to return to the center we will proceed to step number 11.  Otherwise we will return to the center after clearance from the appropriate official.

12. Children’s parents will be called upon confirmation that center will close. In the event that parents cannot be reached, emergency contacts will be called. All children should be picked up within the hour or as soon as possible.














