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EVACUATION and EMERGENCY PLAN
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EVACUATION

In case of emergency, all adults should proceed quickly and calmly to the nearest exit. Children in the school building will be escorted to the parking lot at the side of the school building where they will be supervised until they are met by their parents or directed elsewhere.
OUR EVACUATION SITE IS The Hillcrest Library ON ____
and _____ Street
The site is located two blocks from The Jewish Center.  Exit the Jewish Center property.  Go across the street at ___ street.  Make a right (east) on ____and proceed two blocks to the Library. 
Advise Head Librarian and go to the back meeting room to wait.
OUR WEEKEND EVACUATION SITE IS IN FRONT OF THE LIBRARY
Key people will direct congregants to the
proper location and call emergency services.

These people are the senior staff, current executive committee members, 

and custodians.

Flashlights are located in the Main Office.

Each staff person should have a flashlight in their office.    

The defibrillator is located in a case on the wall in the main office.  There are extra adult pads.  

First aid kits are located in the main office as well as the kitchens and in the Cantor’s Office.

EMERGENCY CONTACTS FOR

THE JEWISH CENTER

	Name
	Title
	Work
	Home
	Cell

	
	Executive Director
	
	
	

	
	President
	
	
	

	
	Rabbi
	
	
	

	
	Vice President
	
	
	

	
	Vice President
	
	
	

	
	Vice President
	
	
	

	
	Chair, Security Committee
	
	
	

	
	Custodian
	
	
	

	
	Custodian
	
	
	

	
	Director, Camp
	
	
	

	
	Educational Director
	
	
	

	
	
	
	
	


POLICE & FIRE: 911
POLICE NON EMERGENCY:  107th Precinct - Community Affairs - 718-969-5974                                                                                  






            Crime Prevention -   718-969-5998 
  








 107th Main Number -   718- 969-5100
HATZALAH 
- 718- 230-1000

EMERGENCY PROCEDURES

· Call 911 – Or use the “panic alarm” at the receptionist desk or at the Hebrew School office desk.
· Clear everyone out of the building.

· Go to the fire alarm box located just outside the main office and pull handle.  Or the alarm box on the Second Floor of the Roberts Building and on the third floor. 

· If the panic alarm is used the monitoring company will automatically dispatch the police department. They will NOT call to check if it is a false alarm.
· Wait for the fire/police to investigate and reset the fire alarm.  Never assume a false alarm.

· When all is clear, everyone can re-enter the building.

· If you determine that it is a false alarm, the Police Department and or Fire Department will still arrive - meet them in the street.
EMERGENCY RESPONSES

Bomb threat:

Bomb threat by phone: Write down conversation, call 911

Bomb threat by email or other form of communication: 

1. Print hard copy of email immediately;

2. Preserve evidence;

3. Call 911 
4. Evacuate the building by calmly announcing “There is a need to evacuate the building. Please follow evacuation procedures and leave the building in a quiet and orderly manner.”

5. During business hours call all staff members.

6. Evacuate to ------------. 

Suspicious object:

IN THE EVENT THAT A SUSPCIOUS OBJECT IS FOUND, 

IT SHOULD NOT BE TOUCHED OR MOVED

· Warn others to stay away from the suspicious object and maintain at least a 500 ft. clearance area.

· When the police arrive, they are in command, and their orders are to be followed.

· Ensure that all students and staff are accounted for and in a safe location (500 ft. from building.)

· Restrict personnel from the building until the police approve access.

· If necessary, assemble and supervise students who are to be transported home at prearranged area(s) outside of the building.

LETTER AND PARCEL BOMB THREAT

LETTER AND PARCEL BOMB RECOGNITION POINTS

	· Foreign mail, air mail and special delivery

· Restrictive markings such as Confidential, Personal, etc.

· Hand-written or poorly  typed addresses

· No return address

· Rigid envelope

· Protruding wires or tinfoil
	
	· Excessive securing material such as masking tape, string, etc Excessive postage

· Incorrect titles

· Titles but no names

· Oily stains or discolorations

· Excessive weight

· Lopsided or uneven envelope

· Visual distractions


UTILITY FAILURE

SUDDEN LOSS OF POWER/BLACKOUT

1. Teachers with classroom students remain in that class with the students until further instruction. Students are not to be released to use the phone or for any other reason.

2. All teachers and other personnel who do not have any classes should meet in the main office of the school for further information. The Administrator and other personnel will cover all exits.

3. The school principal should go to each classroom and instruct the teacher and students to ensure that the students are safe and to tell them whether or not they should evacuate.

ELECTRIC POWER FAILURE

1. If there is any threat to the safety of students or staff evacuate the building by fire drill procedures. 
2. Keep refrigerated food storage units closed.

3. If food preparation was in process and utilities remain out for a period of time, turn all appliances to off position.

WATER MAIN BREAK

1. Designate custodian to shut off valve at primary control point and notify the Executive Director, and or “backup” person
2. Relocate articles they may be damaged by water.

BOILER MALFUNCTION

1. Custodian will secure main cutoff, then secure fuel supply, and notify the Executive Director and Boiler Service Company.

2. Never attempt to feed water to the boiler.  Shut down and leave area.

PLUMBING MALFUNCTION

· Custodian must shut off main valve at primary control if break is internal to building and notify the Executive Director.
· If deemed necessary, the Executive Director will call Con Edison  to shut off electricity to affected areas.

· Relocate articles that may be damaged by water.

· When the water supply is cut off, institute a fire watch and continue until the system is restored.

· Hot water overheating condition, custodian and or “backup” will:

a. Shut off burner to water heater, secure fuel supply.

b. Relieve system pressure.

c. Isolate/lock student lavatories, secure other water supply outlets. 

GAS LEAKS

Gas leaks are identified by an odor similar to rotten eggs. If a gas leak is suspected, do the following:

· DO NOT OPERATE ANY LIGHT SWITCHES OR ELECTRICAL OUTLETS.

· Evacuate the building immediately. Use established evacuation plan, and open windows in immediate area to diffuse gas.

· The Custodian or Executive Director will call 911 for the Fire Department and contact Con Edison, and notify them of gas leak.

· Do not reenter the building until fire officials say it is safe to do so.

HAZARDOUS MATERIAL ACCIDENTS

If Outside:

· Move upwind away from spilled material.

· Contact the Executive Director or Custodian on duty.

If Inside:

· Avoid direct or indirect contact with spilled material.
· Contact the Executive Director or Custodian on duty.
· Remove contaminated clothing.
· Upon direction from the Executive Director, move to alternate location without common ventilation system to avoid fumes.
NATURAL DISASTERS

WINTER STORMS

· In the event of winter storms Religious School cancellations will be announced by email and phone messaging.

· The Religious school follows the New York City School System.  In most cases, if NYC schools are closed, Religious School will be closed.

· The Principal will send an email to parents of Religious School students when school is cancelled due to inclement weather.

· Either the Principal or Executive Director will determine when conditions warrant closing the main office.

TORNADOES AND HURRICANES

In case of a tornado or hurricane warning in the immediate area, please take the school children to the basement of the School Building.  Those people who are in the Synagogue will go to the basement in that building.
Acknowledgement
I acknowledge that:

1. I received a copy of the  Hillcrest Jewish Center Evacuation and Emergency Plan (Updated June 2008) 
2. I read and understand the Evacuation and Emergency plan, and will be prepared to act in accordance of the plan in case of an emergency

​​____________________________________                           ____________

Signed 





Date

      ____________________________________



Print Name

​---------------------- Tear off bottom, sign, and return to Executive Director --------------------

Acknowledgement

I acknowledge that:

1. I received a copy of the  Hillcrest Jewish Center Evacuation and Emergency Plan (Updated June 2008) 
2. I read and understand the Evacuation and Emergency plan, and will be prepared to act in accordance of the plan in case of an emergency

​​____________________________________                           ____________

Signed 





Date

      ____________________________________



Print Name
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