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March 21, 2002

To:

JSC CCC Parents

From:

Jennifer Lewis, Policies & Procedures

Subject:
New Evacuation Policy and Form

After 9/11, the SFEI BoD determined that a new form signed by the parents of all children enrolled at JSC CCC was required in order to authorize SFEI staff members to transport children during an evacuation of the JSC CCC building.  The title of this form was “Emergency Transportation Authorization”.  In addition to the form, a new policy outlining the circumstances and procedures for evacuations was written and distributed.  The new policy was distributed as an update to the Parent’s Handbook on 12/12/01 and was entitled “Unplanned Closures and Evacuations”.  After distribution, some parents voiced concerns that the policy was lacking information and that the form did not adequately address the contents of the policy.  Therefore, a committee was formed to assess the completeness and accuracy of the policy and form.

The committee determined that the original policy did not cover all circumstances surrounding unplanned closures and evacuations of JSC CCC and contained some incomplete or invalid information.  The following summarizes the modifications to the policy:

1. The original policy discussed closure of the JSC CCC and evacuation of the building in terms of “Immediate Evacuation” and “Orderly Evacuation”. The only reasons for closure given were that:

a) the JSC CCC building is unsafe and requires immediate evacuation

b) JSC releases its employees from work and requires an orderly evacuation.

The new policy includes the following reasons for unplanned closures and evacuations.  Each reason is defined and explained in the policy:

a) JSC has officially closed all of site or a portion of site that includes the JSC CCC building.

b) The children and staff have been evacuated to the Gilruth Center and cannot return to the JSC CCC building within a reasonable time frame.

c) The children and staff have been evacuated to a location other than the Gilruth Center.

d) An extended utility outage at the JSC CCC building has occurred and conditions are such that proper care of the children cannot be provided.

2. The original policy listed detailed procedures for immediate and orderly evacuations.  Since the exact procedure followed during an evacuation will depend on the circumstances surrounding the evacuation, the new policy provides a more generalized process for each type of closure.

3. It was determined that the off-site relocation spots as defined in the Emergency Action Plan and included in the original policy have not been contacted in recent years to ensure they are still valid.  The new off-site relocation spots are the Nassau Bay Hilton, St. Paul Catholic Community Church, and St. Clare of Assisi Catholic Church.  These organizations have been contacted and the appropriate agreements signed.  The address, phone number, and directions to each of these locations are included in the new policy.

4. The JSC security guards and the JSC Emergency Operations Center (EOC) were added as sources of information for parents during an evacuation.  In the event of an evacuation, the Facility Director will now contact the JSC Security Dispatcher who will disseminate the information to the JSC security guards and to the EOC for inclusion of the information on the JSC Emergency Information Line phone recordings.

5. The “Emergency Contact Numbers” section in the original policy has been renamed to “Sources of Information During Unplanned Closures and Evacuations” to prevent confusion with the emergency contact numbers provided to SFEI by the parents.  In addition, the phone numbers to be used by parents for determining closure/evacuation information were incorrect and incomplete.  These phone numbers have been updated in the new policy.
After updating the policy, the committee reviewed the contents of the “Emergency Transportation Form”.  The current form only covers authorization to transport children in an emergency situation.  As evident in the “Reasons for Unplanned Closures” section of the new policy, it is possible for the JSC CCC building to be evacuated even if the children and staff are not in immediate danger (i.e. JSC closes site and mandates that JSC CCC children and staff leave the building). Therefore, the form was modified to authorize transportation of a child whenever evacuation is required as dictated by the terms and conditions in the new policy instead of only in emergency situations. 

Attached are the new policy and form.  Please sign the new form and submit it to Nancy Coppedge no later than 4/1/02.  This form replaces the “Emergency Authorization Form” you signed in 12/01.  Please note that the new form must be signed in order for your child(ren) to remain enrolled in the center.  If you have any questions after reading the new policy and form, please feel free to contact me by phone at (281) 554-6505 or by email at JPTech@ghg.net.  

Thank you!

JSC CCC Unplanned Closures and Evacuation Policy

On rare occasions, a hazardous condition or threat of a hazardous condition will cause an unplanned closure of the JSC Child Care Center (JSC CCC).  Examples of hazardous conditions include fire, chemical release, hazardous weather conditions, terrorist threats/attacks, workplace violence, and extended utility outages.  As soon as the decision is made to close JSC CCC, the parents will be notified of the closure time and instructed to pick up their children.

The JSC CCC building will be evacuated immediately if any condition exists such that remaining in the building poses an immediate threat to the children and staff (i.e. fire, chemical release, flooding).  At a minimum, the children will be moved out of the building to designated areas surrounding the building.  If the Facility Director or JSC emergency personnel determine that the areas surrounding the building are not safe, the children will be moved to an alternate location at JSC (referred to as “on-site”) or a predetermined location outside of JSC (referred to as “off-site”).  The first choice for on-site relocation is the Gilruth Center.  If the Gilruth Center is unsuitable for any reason, the children and staff will be moved to another location on-site that can accommodate them (such as a cafeteria or auditorium).  If JSC emergency personnel determine that conditions on-site are not safe, the children will be transported to one of the following off-site locations:

· Nassau Bay Hilton

Address/Phone: 3000 Nasa Rd. 1, Houston, (281) 333-9300

Directions:  From JSC Gate 3 (Space Center at NASA Rd. 1), turn right on Space Center, turn right on NASA Rd. 1, the Hilton is located on the left hand side of NASA Rd. 1.

· St. Paul Catholic Community Church

Address/Phone: 18223 Point Lookout, Houston, (281) 333-3891

1. Directions: From JSC Main Gate (off NASA Rd. 1), turn left on Saturn, turn right on NASA Rd. 1, turn left on Point Lookout (between Wendy’s and Luby’s), go through the stop sign, St. Paul is located on the left hand side of Point Lookout.

· St. Clare of Assisi Catholic Church

Address/Phone: 3131 El Dorado, Houston, (281) 286-7729

Directions:  From JSC Gate 4 (Space Center at Bay Area Blvd.) turn left on Space Center, turn right on El Dorado, St. Clare is located on the left hand side of El Dorado.

These off-site relocation spots were chosen so that the Facility Director will have a choice of exit routes to avoid moving the children through a more dangerous area.  Note that only JSC emergency personnel can determine that the children must be moved to an off-site location.  The vehicles to be used during an evacuation will be coordinated by the Facility Director and the JSC Transportation Officer.  If JSC Security resources permit, an escort from security will accompany the evacuation vehicles to the relocation area.  Note that relocation to the Gilruth Center may not require vehicle transportation.  If weather and time permits, the children can be escorted to the Gilruth Center by the JSC CCC staff.  If the children and staff have been moved to an on-site or off-site location, parents will be notified and informed as to whether or not JSC CCC is officially closing. 

The following sections detail the reasons JSC CCC would close during normal operating hours, how parents are notified of unplanned closures and the requirements for picking up children, and what sources are available to parents for obtaining closure or evacuation information.

A. Reasons for Unplanned Closures

JSC CCC will close during normal operating hours if one of the following occurs:

1. JSC has officially closed any portion of site that includes the JSC CCC building:

JSC CCC is located on the property of NASA JSC and therefore must abide by the rules and regulations set forth by JSC.  If JSC officially closes any portion of site that includes the JSC CCC building, JSC CCC must also close and the children and staff must leave the building.  Note that the closure is based solely on the directive by JSC to close, not on whether or not the parents have been released from work.  Once the Facility Director has received direction from JSC to close, parents will be notified to pick up their children at the JSC CCC building.  However, parents should note that JSC emergency personnel could at any time require that the building be evacuated immediately.  If this occurs, the JSC CCC staff must comply and move the remaining children to an on-site or off-site location as dictated by JSC emergency personnel. 

2. The children and staff have been evacuated to the Gilruth Center and cannot return to the JSC CCC building within a reasonable time frame:

If the children have been moved to the Gilruth Center and must remain away from the JSC CCC building for any period of time beyond which reasonable care of the children can be provided, JSC CCC will close.  The parents will be notified to pick up their children at the Gilruth Center.  Examples of “reasonable care” include being able to adequately feed the children, change their diapers, and provide a location for the children’s naps.

3. The children and staff have been evacuated to a location other than the Gilruth Center:

If the children have been moved to any on-site or off-site location other than the Gilruth Center, JSC CCC will close and the parents will be notified to pick up their children at the relocation spot.  If the hazardous condition that caused evacuation of the JSC CCC building also extends to the Giruth Center area, then the chances of being able to return to the building within a reasonable time frame are remote.  

4. An extended utility outage at the JSC CCC building has occurred and conditions are such that proper care of the children cannot be provided:

If the JSC CCC building suffers a utility outage (such as power or water), JSC CCC may have to close.  The closure will be based on the effects of the outage, how long the outage will last, and in some cases what time of year the outage has occurred.  For example, if the air conditioner breaks during the middle of August and remains off for several hours, the heat may become unbearable or harmful to the children.  If the water supply is cut off for an extended period of time, the children and staff will be unable to flush the toilets and the staff will not be able to wash their hands after diapering a child.  Either of these conditions could result in a health hazard.  Note that during a utility outage the center will attempt to stay open for as long as possible.  In the air conditioner example, the staff would first try moving the children to the playgrounds or using fans to cool the rooms.  During a water outage, the staff would try using bottled water (if enough is available) or water obtained from the Gilruth Center.  If all attempts to remedy the situation fail, however, the Facility Director and the Facility Manager can decide to close the center.

Parent Notification and Child Pick-Up Requirements
As soon as the decision to close JSC CCC has occurred, the Facility Director will contact the room captains who in turn will contact all parents within their child’s room to inform them that their children are to be picked up.  The room captains will provide the closure time and the location of the children.  When JSC CCC is closing due to a JSC site closure, the official closure time of JSC CCC will be set to 30 minutes after the official closure time of JSC.  For all other circumstances, the official closure time of JSC CCC will be set to 30 minutes after the Facility Director has notified all of the room captains.

Parents will be expected to pick up their children by the official closing time of JSC CCC.  If children have not been picked up within 30 minutes after the JSC CCC closing time, the parents will be charged a late pick-up fee of $5.00 per child for each 15-minute interval.  In other words, parents will be charged a fee if their children are not picked up within 1 hour of the decision to close JSC CCC.

All parents of children at JSC CCC are required to provide emergency contact information so that they can be reached by JSC CCC staff and/or room captains during an emergency or unplanned closing of the center. Emergency contact information includes work, home, cell, and/or pager numbers.  Note that parents are required to authorize at least one alternate person (grandparent, sibling, family friend, etc.) to pick up their children from JSC CCC in case the parents cannot be reached.  Parents can authorize as many alternate contacts as desired.  To do this, parents must provide the list of authorized people along with emergency contact information for each person on the list to the receptionist. Ideally, at least one of these alternate contacts should be located close enough to arrive at JSC within 30 minutes.

B. If a parent or authorized person who does not have a JSC badge needs to pick up a child from JSC CCC, they should:

1. Enter JSC through Gate 4 (off of Space Center near Bay Area Blvd).  If Gate 4 is closed, enter through the Main Gate (off NASA Rd. 1).  

2. Inform JSC Security that they are picking up a child at JSC CCC.

3. Provide identification with a photograph (i.e. driver’s license) and the name(s) of the child(ren) being picked up.  JSC Security will check a list to verify the person is authorized to enter JSC CCC.

Note that people picking up children may also need to show identification with a photograph to JSC CCC staff prior to leaving with a child.  This is especially true if the children have been moved to an off-site location and the teacher does not recognize the person picking up a child.

Sources of Information During Unplanned Closures and Evacuations
Whenever JSC CCC is closing and/or the children are being evacuated, the Facility Director will contact the JSC Security Dispatcher and the JSC Public Affairs Office (PAO) to disseminate all pertinent information to the JSC Security Guards and the JSC Employee News Service Lines.  If possible, a recorded message will also be added to the answering machine at (281) 483-4734 (JSC CCC main number) and a note posted on the front door of JSC CCC.  The following lists alternate sources that can be used by parents to obtain information concerning unplanned closures or evacuations:

2. JSC CCC Facility Director:


(281) 434-3544 (pager)

· JSC Security Guards 



Located at the JSC gates

3. JSC Emergency Operations Center (EOC):

· JSC Emergency Information Line:

(281) 483-3351

· Toll Free JSC Emergency Information Line:
(877) 283-1947

4. JSC Public Affairs Office (PAO):

· PAO JSC Employee News Service:

(281) 483-6765 (recorded message)

C. NASA Broadcast News Recording:

(281) 438-8600 (recorded message)



JSC Child Care Center Evacuation

Transportation Authorization

I, __________________________________ (parent or legal guardian’s name), authorize my child, ________________________________ (child’s name), to be transported by an individual employed by Space Family Education, Inc. (SFEI) or by JSC emergency personnel when evacuation of the JSC Child Care Center (JSC CCC) building is required.  The child will only be transported under the terms set forth in the JSC CCC Parent’s Handbook under “Unplanned Closures and Evacuations”. 

I expressly waive all claims for medical expenses, loss of services, loss of wages, or other claims to which I may otherwise be entitled.  I agree to indemnify and hold harmless NASA JSC, SFEI, SFEI Board Members, and SFEI employees for any liability or action incurred or taken solely as a result of transporting my child to an alternative location.

I have read and understand this release and sign it voluntarily and with full knowledge of its significance.

_________________________________


______________________

Parent/Legal Guardian Signature
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