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Building Response Procedures

In an emergency situation, staff members will take steps to immediately assess the situation,
activate building response team and contact the New York Police Department and/or the New
York City Fire Department as soon as possible.

See attached Procedures:

-Medical Emergencies

Immediate Actions:

1. Check for danger to yourself or others

2. Does the patient look unconscious? Is she/he convulsing, bleeding severely, or not breathing?
3.Do not attempt to move a person who has fallen and appears to be in pain

4. When Appropriate, trained CPR responders should perform CPR and/or first aid until
emergency responders arrive to the scene

5. If the person is having a seizure, protect her/him from injury by removing harmful objects that
are nearby; cushion her/his head; and do not restrain the person.

6. In case of spilled bodily fluids, put on latex gloves; cordon off the area, if possible; and call the
custodian, who is trained in handling blood-borne pathogens, to clean up the area

Call 911 with the following Information:
Your name and Telephone number
Address of the school/ facility

Number of patients and their condition
Entrance for first responders to use; and
Name of the person involved, if possible

The Principal or BRT Leader should direct, as appropriate, first responders to a BRT member for
incident specific information.

Get Patients name and home contact details, if possible and pass this information on to the BRT
leader or recorder



Remain with the Patients until medical team arrives

Ensure that a NYCDOE staff member accompanies the patient to the hospital. If an ambulance is
required obtain names of EMT’s and hospital destination.

Notify Principal or the BRT leader, Nurse, and SSA or Supervisor. Provide:
The location

Description of the situation

Number of patients involved

Condition of patients

Names of affected persons

Information provided to 911

Verify that Principal or BRT leader has notified the EIC

Obtain written statements from all witnesses and deliver to principal only if approval has been
given by the NYPD incident commander

-General Response Protocols

1. Evacuate is always initiated by the Fire alarm or specific directions, and is used to move
students and staff from one location to a different location out of the building. This may be used
when the hazard is found inside or outside of the building. An evacuation may be conducted by the
entire building at the same time, or in a controlled fashion based on the direction of the first
responders.

2. Shelter In is always initiated with the announcement. “Attention: This is a shelter-in. Secure
the exit doors”. And is the protocol used to safe guard students and staff within the building. It is
always followed by a specific instruction and is used when the hazard is found outside of the
building. The hazard may be environmental or be related to the actions of first responders in the
neighborhood. Shelter -in may also include relocation to different rooms within the building.

3. Lockdown is initiated with the announcement, “Attention. We are now in Soft/ Hard
Lockdown. Take proper actions.” And is the protocol used to secure individual rooms and keep
students quiet and in place. Lockdown is used when the hazard is found within the building.

-Lockdown (soft/hard) procedures
Students:
Move out of sight and maintain silence

Teachers:

1. Check the hallway outside of their classroom for students, lock classroom doors, and turn the
lights off

2. Move away from sight and maintain silence

3. Wait for first responders to open door or the All clear message

4. Take attendance and account for missing students by contacting main office

-Shooting (outside of school) procedures
Notify Principal/ designee, borough Safety Director and the NYPD School Safety agent or
supervisor.



Follow the General Response Protocols for Shelter in, as outlined in previous section

Contact:

911- Be Prepared to provide:

1.Your name and telephone numbers

2. Address if the school/ facility

3. Description of the situation

4. Description of the shooter/ hostage taker

5. type of weapon

6. Entrance for first responders to use, if possible

Emergency Information Center/ Communication Control Central, 718-935-3210
BRT Leader (who should activate the BRT)

Decision to Shelter in should be made by Principals/ BRT leader in consultation with NYPD SSD

-Bomb threat procedures
If you Observe a suspicious package do not touch it

All bomb Threats
1. All communications by Land Line or in person only (No radio or cell phone transmission)

Call 911 and EIC, 718-935-3210

Provide the following information:

Your Name and Telephone Number

Address of the school/ facility

Description of the threat, and location of bomb inside the building

Follow instructions provided by 911 operator

Turn off all radios, wireless devices, cellphones, blackberries, etc. Such devices may cause a bomb
to detonate.

Bomb Threat by phone:

1. Check Caller ID to see if there is a number and note down

2. Keep the caller on the line as long as possible (Do not hang up on the caller)
3. Listen carefully, be polite and show interest

Tyr to keep the caller talking so that you can gather more information

Ask the following questions:

1. When is the bomb going to explode?
2. Where is the bomb right now?

3. What does the bomb look like?

4. What kind of bomb is it?

5. Where are you calling from?



6. Why did you place the bomb?

Stay Attentive to the following:
Background sounds and other identifying information on caller’s location
Voice characteristics & Speech Patterns

Try to write down or record the conversation
Write down the exact time the call was received and the length of the call
Dial 69 (return call) or 57 (caller ID)

Bomb Threat by Letter, Email, Voicemail, fax, graffiti:

1. Preserve threat evidence; do not delete or erase

2. Do not handle the item and isolate if possible

3. Maintain crime scene. Do not clean anything around the area

Notify:

1. In person or on a land lone only, notify principal or BRT leader and SSA or supervisor, and EIC.
Alert them to the situation and the phone call that was made to 911, and provide a description of
the threat.

2. if evacuation is necessary follow GRP protocol for evacuation and the procedures as shown in
section 7, emergency assignments, egresses and relocation sites, and assist as necessary.

3.1in cases where a reported/ suspected explosive device is found, the ranking NYPD member at
the scene is in command. She/He will consult with ranking fire office and other city officials, if
present, to determine if further evacuation is required or if emergency action taken should be
expanded or curtailed.

4. If evacuation is not necessary, initiate the procedures for a soft lockdown and assist first
responders with a search of the building, if requested. No one is to re-enter the building/ affected
area without authorization from appropriate agency.

5. If the building cannot be re-entered, office of Pupil transportation must be notified for those
children who take the bus home. For those children who are picked up from school, parents/
guardians need to be called and advised of the situation; staff should remain at the evacuated
school to direct the parents/ guardians to the evacuation location for pickup.

Follow up:

Verify that the Principal notified the EIC

Obtain written statements from all witnesses and deliver to Principal only if approval is given by
NYPD incident commander

Ensure that the bomb threat checklist from SSP is filled out

-Building Collapse/Explosion procedures

Immediate actions:

1. Check for danger to yourself or others

2. Be prepared for possible further explosion/ collapse

3. Remember to stop look listen

4. Assess safety of evacuation routes and evacuate the building when safe to do so following the
GRP protocol for evacuation, and as identified in section 7, emergency assignments, Egresses, and
relocation sites. If evacuation routes are unsafe, be prepared to initiate the GRP shelter in
procedures until first responders arrive.

5. Check for injured persons, but do not endanger yourself

6. Identify and maintain contact with injured parties until emergency responders arrive



Call 911

1. Let the Operator ask you questions and be prepared to provide the following information:
Your name and Telephone Number

Address of the school/ facility

Description of the situation

Number of injured persons, location and extent of injuries

Entrance for first responders to use

The Principal or BRT leader should direct, as appropriate, first responders to a BRT member for
incident- specific information.

Notify:
Notify Principal or BRT Leader and SSA or supervisor of the location of the incident, Description of
the situation, number of inured people

Respond:
Assist the custodial engineer as directed

Follow up:

Custodial Engineer to notify DF

Confirm that the Principal has notified the EIC

Prepare for early dismissal or Transportation of students, if necessary

-Chemical Spill or Natural /Propane Gas Leaks procedures
Contact:

1.911

2. SSA or Supervisor

3. Principal

4. Emergency Information Center 718-935-3210

5. BRT Leader

6. Custodial Engineer

Immediate Actions:

1. Check for danger to yourself or others

2. Alert custodial engineer and inform him/her of the location of leak/spill and the substance
3. Do not approach or attempt to contain the leak/spill

4. Evacuate and Cordon off the immediate area

5. For internal relocation of classes affected by the spill/leak, keep track of student and staff
relocation

6. If persons have inhaled gas, get them to fresh air

7.1f there are injured persons, call 911 with the following information:

Your name and Telephone Number

Address of the school/ facility

Number of patients and their condition

Entrance for first responders to use

Name of the persons involved, if possible

Notify:
Notify Principal or BRT, SSA or supervisor of the situation
Remind Principal to notify the emergency information Center



Custodial engineer to notify director/ deputy director of facilities

Respond:
If requested, assist custodial engineer to determine the source of the leak/spill

Prepare for building- wide evacuation. If evacuation is necessary follow GRP protocol and
procedures as defined in section 7, emergency assignments, egresses, and relocation sites

Follow Up:
After the situation has been resolved, the external incident commander or liaison will advise the
principal and or BRT leader when the situation is All-Clear

-Fire Emergency procedures

Contact:

1.911

2. SSA or Supervisor

3. Principal

4. Emergency Information Center 718-935-3210
5. BRT Leader

6. Custodial Engineer

PULL FIRE ALARM
ASSES:
Stay aware and alert

Notify:
Notify principal or BRT Leader, and Custodial Engineer of the location and Extent of the
emergency situation

Actions to take:

Assess safety of egress routes

If primary egress contains smoke, do not use

Feel door with the back hand and if hot do not open

Follow GRP Protocol for evacuation and procedures defined in section 7

Close fire doors and other doors to contain fire

Direct people to evacuate away from fire and smoke

The Principal or BRT leader should assign a BRT member to join a custodial staff member to direct
first responders to the scene

The Custodial Engineer should:

Pull switches for power to school instructional equipment, blowers, ventilators, etc. switches for
the light should be left on. Boiler room switches should be left on.

Prepare for Early dismissal or transportation of students if necessary.

If the building cannot be re-entered, evacuated students and staff with attendance information are
sent to the evacuation location as identified in section 7. office of Pupil transportation must be
notified for those children who take the bus home. For those children who are picked up from
school, parents/ guardians need to be called and advised of the situation; staff should remain at
the evacuated school to direct the parents/ guardians to the evacuation location for pickup.

Follow Up:



Custodial Engineer to update Director/ Deputy director of facilities
Confirm that the Principal has updated the emergency information center
When fire is extinguished, recharge all used fire extinguishers immediately

-Fire Safety & Fire Drills
All school staff should receive an annual orientation session concerning fire safety at the
beginning of each year. By the end of this session, participants should:

1. appropriate methods of transmitting an alarm, including telephones, fire alarm boxes in the
school building, and street fire alarm boxes. (Pull lever stations for the interior alarms are at
various locations in the school buildings, generally near stairs or exits; these interior alarms do
not transmit a signal to the fire department.)

2. Know the location and proper use of fire alarm signal boxes, fire extinguishers, and other fire-
fighting apparatus

3. Understand regulations regarding flammable materials, stage settings, decorations, electrical
equipment, chemical substances in laboratories, and other potential fire hazards

4. Know fire exit drills and evacuation plans

The custodial engineer should conduct an inspection of all school/campus buildings daily, with
particular attention to potential fire hazards, proper equipment, access to fire doors, and visibility
of signs.

Building occupants must be able to open all exit doors from the inside at all times. Chaining or
padlocking fire doors is a punishable violation of the Admin and fire safety codes.

Signs prohibiting use of elevators during fire drills and emergencies, include information
regarding appropriate stairway exits, must be posted near elevators.

Fire/Evacuation Drills

Frequent unannounced drills, implemented with proper leadership and discipline, help ensure
safe evacuation in an actual emergency. Drills should be planned in advance, and fire safety/
evacuation information should be posted conspicuously throughout the building.

1. Purpose

The purpose of fire/ evacuation drills is to instruct and train students and staff in emergency
evacuation procedures so that they might leave the school building in the shortest time possible
and without panic in the event of an actual emergency. On hearing the fire signal ( three gongs,
four times) , pupils must go to the street without delay.

2. Frequency and Monitoring

As required by state law the principal shall hold emergency drills no less than twelve times each
school year, eight of which shall be held prior to December 31st. of the required twelve emergency
drills that must be conducted, four drills must be lockdown drills and the remaining eight must be
evacuation drills. Neglect by a principal, or other person in charge, to comply with the above
requirements is a misdemeanor punishable by a fine and/or imprisonment

In buildings with fire escapes, at least four of the drills shall include the use of such escapes

In buildings in which summer school is conducted, at least two additional fire/ evacuation drills
shall be conducted, one of which shall be held the first week of summer school.



A record of evaluation of each fire/ evacuation drill shall be maintained. All drill reports
completed by Principals are to be entered in the DOE online Fire/ evacuation drill data entry page
within 48 hours of the commencement of the drill.

3. Guidelines
All students and staff in the school must obey fire drill signals and regulations

Equal emphasis should be placed on evacuating the school in a quick and orderly fashion. No
running or horseplay shall be tolerated.

Fire/ Evacuation drills shall be conducted under varying circumstances at varying hours and at
unannounced times to simulate actual emergency conditions.

Ringing the fire bell is he usual signal for a drill. However, staff and students should be aware of
alternate announcements, hand bells or messengers, may be used

Instructions involving fire/ evacuation drills and evacuation paths to be used shall be posted in
every classroom, auditorium and cafeteria.

Details of the school’s fire drill/ evacuation plan should include the current number of students in
holding rooms. Holding rooms are designated areas where physically handicapped students and
staff wait for the fire department. The fire department will provide means of egress, when
necessary. The fire drill is not complete until all students are out of the building or in holding
rooms. Holding rooms must be left unlocked during occupancy.

Teachers shall bring attendance information with them to ensure the safe evacuation of all
students.

-Shelter-in procedures

Students:

1.Remain inside of the building

2. Conduct business as usual

3. Respond to specific staff directions

Teachers:

1.Increase situational awareness

2. Conduct business as usual

3. The Shelter in directive will remain in effect until hearing the all clear message.

BRT members, floor wardens, and the shelter in staff will secure all exits and report to specific
post assignments.



