Appendix 2
BRIGHT HORIZONS CHILD DEVELOPMENT CENTER

SHELTER IN PLACE STANDARD OPERATING PROCEDURES 
In the event of an area emergency which necessitates that the staff and children of the Child Care center remain in a secure indoor location for an extended period of time, the following procedures will be observed:


1. CENTER RECEIVES NOTIFICATION OVER THE EMERGENCY ANNUNCIATION SYSTEM FROM NOAA EMERGENCY COMMAND CENTER OF DECISION TO SHELTER IN PLACE.

2. CENTER MANAGEMENT PROCEEDS WITH IMMEDIATE EVACUATION TO DESIGNATED SHELTER IN PLACE LOCATION.

Staff responds immediately to the emergency annunciation system announcement of need to move with children to designated Shelter In Place location.  Director or other administrator on duty is responsible for gathering the emergency backpack (containing emergency information on all families and faculty), Nextel, 2-way-radio, and blue battery operated radio from the office. Staff take emergency packs and sign-in binders, and proceed to designated location using the following procedures:

A.  Shelter In Place #1 (Assuming elevators are operational)
If the NOAA building’s elevators are in operation, staff will proceed with the children to the Tigershark Homebase, through the door on the back wall, through the Worklife center, and up the elevator to the 4th floor conference room. Infants will use emergency evacuation cribs.  A Foulger Pratt representative will meet us at the elevators to use the override key. Highest ranking administrator present is responsible for final sweep of building.

Upon entering the conference room, staff and children will immediately divide by departments.  The conference room is a large rectangle.  Infants will go to the front corner on the left, toddlers to the back corner on the left, twos to the back corner on the right, and preschool to the front corner on the right.
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Appendix 2 
BRIGHT HORIZONS CHILD DEVELOPMENT CENTER

SHELTER IN PLACE STANDARD OPERATING PROCEDURES continued
A center administrator (Director, Assistant Director, or Head Teacher) will report to your gathering place, check your roll call sheet and count your children.  After all departments have been through roll call, you may use the conference room space to settle your children and engage them in your planned activities.  

The following supplies have been stored in the conference room closet in the event we should need to use our SIP site:


Food, water, crackers, spoons, plates, cups, can opener, bottles, powdered formula, diapers, wipes, mat for changing area, latex gloves, first aid kit, extra batteries, trash bags, toilet paper, liquid soap, hand sanitizer, 24 hour supply of medication for any adult or child requiring regular medication, whistle, activities & games

B. IF BUILDING ELEVATORS ARE NOT IN OPERATION:

In the event that the NOAA building’s elevators are not in operation, stand by the elevators until the Emergency Command Center notifies center management of the plan B relocation site and route.  

Option #1:  Low risk of outside contamination within first 10 minutes of activation; therefore, proceed to terrace through double glass doors and utilize building 3 stairwell to reach the 4th floor conference room site.

Option #2:  High risk if exposed to outdoor environment; therefore, retreat back through the worklife center and into the Hammerhead Homebase (room #1w856).  If sheltering in the Hammerhead room, staff will access the emergency box located in the Hammerhead closet. This box contains pre-cut plastic and duct tape, with instructions for how to seal the room.


3. SHELTER IN PLACE SHALL CONTINUE UNTIL AUTHORIZED PERSONNEL HAVE NOTIFIED THE CENTER MANAGER THAT IT IS SAFE TO RETURN TO THE CENTER OR COMMENCE WITH CLOSURE PROCEDURES.

Parents who work in the building will be able to join their children in the 4th floor Shelter In Place location for the duration of the sheltering period, if they arrive before the lock-down of the floor.  Parents choosing to do so should bring their own emergency kit, including food and water with them.  During a Shelter In Place scenario, all staff shall be required to remain with the center group for their own personal safety.

 If you are outside the building when a SIP activation occurs, you may not be able to access the building.  You may go to the Science Auditorium at 1301 East West Highway 
(adjacent to SSMC IV).



SHELTER IN PLACE LOCATION #1


NOAA SSMC III, 4TH FLOOR CONFERENCE ROOM #4527
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