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Introduction

¢ KS YA ydifdedicateditofthe Safety afl the members of the CollegeFor this reason, the

Emergency Action Plan is designed to inform and prepare members of the College with procedures to be
followed in the evenbf an emergency. The elements of this plan are designed to effectively protect

your health and achieve your safdiy establishinghe structure, processes and protocols for the
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thoughtful action will ensure the maximum safety of all.

It is impossible to prepare for every kind of emergency. Therefdght specific types of emergencies
have been identified as the most likely to occur. They are as followspfiwer outage, acts of terror,
bomb threat, natural disasters, hazardous material, biochemical attack, and plane hitting the building.

Chain of Command

The College has established the following chain of command in the event of an emergency

EXECUTIVE TEAM

Provides oversightand direction. Defines emergency policy.

Incident Commander - Chief
Administrative Officer

Emergency Operations Team
Coordinates support services and plans tactical response. Provides
situational awarenessand updated information to Incident
Commander

1. The Exedive Team provides oversight and direction to emergency management and defines
policy.

2. The Incident Commander, Chief Administrative Officer, is responsible to manage the Emergency
Operations Team. Depending on the nature of the emergency, the Incidemin@nder
mobilizes the Emergency Operations Team. Team members are instructed to report to a
designated emergency operations center. An emergency operation center is determined based
on the type of emergency.

3. The Emergency Operations Team is involveggrational and response issues and in securing
and coordinating appropriate information to present to the Executive Team.
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The Incident Commander receives and disseminates pertinent information to the Executive Team, Board
of Directors, Campus Crusade €inrist¢ Cry and staff. All decisions regarding communication with the
general public and the media will be coordinated through a member of Institutional Advancement.
Communication with emergency services (e.g. fire department, police departmentydtde

coordinated by the Facilities Manager. Communication with students will be coordinated by the Vice
President for Student Developmer@ommunication with student parents will be managed by the

Director of Student ServiceEpmmunication with facultynembers is coordinated through the Associate
Professor of Humanities. The Director of Information Technology supports the process.

Communication Responsibility

Member of VP for Student Facilities Asst. Prof of Chief Admin. Dir. of Student
Advancement Development Manager Humanities Officer Services

sGeneral Public sStudents *Emergency eFaculty *President sStudent
*The Media *Residents Services sFaculty eBoard of Parents
sApartment *ESB Officials Spouses Trustees
Officials oCCC
sFire Wardens oStaff
*Staff Spouses

A steering committee, chaired by the Chief Administrative Officer and comprised of seletiers of

the Emergency Operations Team, will meet at least once a semester to review the Emergency Action
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emergency plans each year by holding at least twaomiamergency Management exercises that will

activate the Emergency Operation Team.

If the Empire State Building Information Command Information Center calls for the evacuation of all

tenants The Incident Commander will convene the Emergency Operationsatdéhe Jacob K. Javits
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employee, the Incident Commander will confirm that the Empire State Building has been notified and
determine whether or not to cavene all or part of the Emergency Operation Team. After consulting

with the President, and the appropriate Emergency Operations Team members, the Incident

Commander may decide to evacuate all or part of the community.

When emergency conditions abatdet Incident Commander, in consultation with the Empire State
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appropriate time to return to the building.

Emergency Operations Team

The Emergency Operatie Team includes;

I Chief Administrative Officer
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Member of Institutional Advancement
Facilities Manager

Director of Information Technology

Vice President for Student Development
Director of Student Services

Assistant Professor of Humanities
Students
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The Emergency Operations Team reports to the designated Emergency Operations Center to coordinate
decisions and resources. The Emergency Operations Team will coordinate the dissemination of
information, as appropriate, to the media and the external communitgoAag with a directory of

essential contacts and resources, a CD database containing employee information, students, class
locations, floor plans, area maps, apartment information and emergency contact information is updated
once a month and issued to damember of the Emergency Operation team -li&ms are checked each
month by the Facilities Manager to make sure all data is up to date and emergency equipment is in
working order.

Members of the Emergency Operations Team represent their functionataed must be capable of
addressing operational issues related to their area. The Incident commander will activate all or part of
the Emergency Management Operations Team at his discretion based on the emergency. When the
Emergency Operations Team assessbits responsibilities are to:

Determine the scope and impact of the incident

Prioritize emergency actions

Deploy and coordinate resources and equipment

Communicate information and instructions through the appropriate chain of command
Monitor and reevduate conditions

Supply on a routine basis updated information to the Incident Commander
Coordinate with government agencies
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Evacuation

Regardless of the type of emergency there are three types of actions that will be initiated by the
Emergency Operatiofieam to ensure the safety of the College community. Based on the nature of the
The Incident Commander may decide that the evacuation of a buildiogropus is not an appropriate
course of action. Definitions for the three responses to an emergency are listed on page one of the
Emergency Action Plan.

Note that the Facilities Manager routinely monitors news events and in a significant emergency will be
in direct communication with the municipal offices of Emergency Management and any responders.

If a fire alarm sounds, members of the College, through routine fire drills, are expected to immediately
proceed to the Fire Command Station (specific instaunst for evacuation available in the Emergency
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have volunteered to be Fire Wardens.

The fifteenth floor, the Lower Lobby, the Concourse Level, anB830espace have Fire Wardens. These
individuals are trained by the Empire State building and shall be under the direction of the Incident
Commander. These individuals are not first responders. They assist in encouraging others in their area to
evacuate oro stay in place, as directed, and they are expected to have situational awareness of their
workplace and to report to appropriate personnel any hazardous or suspicious items.

Such employees shall be capable of directing the overall evacuation of theamtswand assist in

accounting for building occupants in the Evacuation Assembly Area. The Fire Wardens shall oversee their
respective floor evacuations and search their individual surrounding areas as appropriate based on the
nature of the emergency.

*Detailed instructions for evacuation are listed below under FIRE.

Responses to an Emergency:

1 Sheltering;In-Place:The precaution of directing building occupants to remain inside the
building, at their work locations, in response to an emergency. Taipriscaution aimed to
keep you safe while remaining indoors. Shelteplace means selecting a small, interior room,
with no or few windows and taking refuge there.

1 In-Building RelocationThe controlled movement of building occupants from an endangjere
area of a building to an ibuilding relocation area within the same building during an
emergency to assemble at a safe place for roll call.

1 Partial EvacuationThe emptying of a building of some but not all occupants during an
emergency to assemble atsafe place for roll call.

1 EvacuationThe emptying of a building of all occupants during an emergency to assemble at a
safe place for roll call.

Fire

In the event of an evacuation, Fire Wardens are responsible to sound the alarm and to be the last
person to leave their assigned floor, ensuring all students, staff, and faculty are safely out of the
building. Fie Wardensare Jennifer Hiett andBria SanfordFifteenth Floor), Jordan Anderson (Concourse
Level), Michael Osborn, Christina Rogblisk Sweitk (Lower Lobby)Noel Rabinowitand Matthew

Parks and Stacey Chen (330 space).

If there is a fire in your office or on your floor, please follow these instructions:
1 Evacuate the area immediately. You do not need to wait for instructions.
91 Close the ofte door behind you to contain the fire.
1 Get to the nearest exit staircase and pull the fire alarm box. This will notify the fire command
station, the fire safety director, and the fire department.
91 Feel the exit door using the back of your hand beforernipg. If it is hot, do not open it and go
to a second exit door.
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1 Descend down the stairs to at least two floors below the fire at-antey floor. Reentry floors
are located on 1, 6, and 12. If on the lower lobby, ascend the stairs to the main lobby.

If the fire alarm sounds on your floor and there is no visible sign of fire or smoke:
Assemble at an entrance to a fire stairway and listen to the fire safety director over the public address

system, or through your floor warden. Once the fire departtremives, they will give further
instructions through the safety director.

General instructions
9 Do not use elevators.
1 Do not return for personal belongings.
1 Smoke rises so keep low.

If asked toevacuate the Empire State Building, proceed directlythe Javits Center parking lot (36
street and 11" avenue).
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(Riverside Drive and 89th).
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Power Outage

1 Call the Command Information Center at Z426-3100.

1 Locate emergency flashlights (each Fire Warden hastegan their office)

9 Ifthe incident is localized, employees may be asked to wait in the corridors of some other
lighted area until building maintenance can make a determination as to how quickly repairs can
be made.

9 If the incident is major, an evacuation may be ordered. If se,the same procedures as you
would during a fire.

TIP:Keep a working flashlight in your area for use during power outages.

Acts of Terror

9 If you receive word of terrorist activity, stay calm.
1 Call911.

1 Report what you know to the Command Informatiom@s at 1-212-736-3100.
1 If possible, evacuate.

1 Follow instructions (e.g. Fire Wardens, Police Officers, ESB Intercom, etc.).

Bomb Threat

If you receive a bomb threat via phone or email
i Stay calm and try to determine
0 the location of the bomb
0 the time setfor detonation
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o what the bomb looks like
1 Try to remember to identify characteristics of the caller
0 accent
o background noise
o pitch of voice, etc.
9 Call the Command Information Center at 2Z026-3100 immediately. Follow instructions from
the Command Informatio Center rather than what you may hear on the radio or television.
1 If not able to make contact with the Command Center, phone 911.
9 If the bomb is purportedly in your area, evacuate immediately.
9 If you are notified that an evacuation has been ordered, eateyourself and all personnel
immediately.
1 Use the same evacuation procedures as you would during a fire.

If you receive a suspicious package
T 5h bh¢X
o handle the item
attempt to open parcel
place parcel in water
remove any binding material
pull or cut anymaterial that protrudes

O O oo

1 Call the Command Information Center a212-736-3100 immediately. If not able to make
contact, phone 911.

Do not use radios, do not use cellular phones.

If you are notified that an evacuation has been ordered, evacuate yowanselall personnel
immediately.

1 Use the same evacuation procedures as you would during a fire.

1
T

Natural D|SaSterS (Hurricane, Tornado, Earthquake)

BuildingWide Emergency

1 Establish communications:
0 Have the floor Fire Warden contact the Fire Command Statsomg the Warden Phone.
0 The Fire Alarm System speakers may be used to issue instructions.
0 Telephone lines may be overcrowded. Try to limit their use.

1 Follow instructions (Fire Wardens, Police Officers, ESB Intercom, etc.).

9 If a building evacuation is orckxd, follow the same procedures that you would if there were a

fire.

Localized Emergency
1 Call the Command Information Center at Z426-3100.
i If evacuation is ordered, follow the same procedures that you would if there were a fire.
1 In most cases there wibe ample warning of impending natural disaster and the building
operating personnel will have taken the appropriate actions and issued instructions to building
occupants. These instructions should be followed.
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1 Inthe event of a natural disaster suchasearthquake, where no prior warning has been given,
there will most likely be a period of confusion. Try to stay calm. The telephone lines will
probably be jammed due to everyone trying to use them at the same time. Follow instructions.

Hazardous Material
Spills
1 Identify the material.
9 Call the Command Information Center at 2426-3100.
1 Warn personnel and other tenants in the vicinity.
1 Coordinate your actions with the Building Maintenance and Security personnel.

Release of Vapors
1 Identify the materid
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spark. Opening windows may be all that is needed.
1 Warn personnel and other tenants in the vicinity.

Biochemical Attack

9 Limit the spread of vapors to oth@arts of the building by closing doors.
9 Coordinate your actions with the Building Maintenance and Security personnel.

Plane Hitting the Building

M Call911.
9 Evacuate the building.

Tenant Medical Emergency
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1 Describe the nature of the emergency and follow any instructions they may give you.

9 Call the Command Information Center at 2Z026-3100. Advise as to the type of emergency.
Note tha the Building has cardiac defibrillators and wheel chairs.
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person stay with the person. Send someone to meet the medical response personnel at the
elevator and diret them to the site.

Emergency Notification
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segments of the College community. The software enables members of the Emergency Response Team
to contact and commuicate withevery member the Collegdmost instantly. With two-way

communication abilitiesthe notification systemslso allows recipients to respond, providing reale
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updates to and from a variety of modalities, including mobile phone, landlinepessages (SMS) and
other devices.
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the content of the notification and initiate the notification system, unless issuing a notification will, in

the professional judgment of responsible authorities, compromise efforts to assist a victim or to contact,
respond to or otherwise mitigate the emergency.

Other means forommunicating with the College communibclude, but are not limited to, the
following:
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1 MIR 3 Campus Alert Notificati@ystems

9 Voicemail Broadcasts

1 Posted Bulletins and Flyers

1 Empire State Building

1 Emergency Command Center: 2426-3100 (Ext. 3394)

1 Direct Line to Emergency Command Cente212-736-0911

Security Desk
Security information desk and office are located on grade level (Lobby) near the Fifth Avenue entrance.
Notify Security of any emeegicy condition so they can take the appropriate action.

Phone Numbers

Update Emergency Contact Informatio8tudent Services 212-6597285
Empire State Building Command Information Center 212-736-3100 (ext. 3394)

Empire State Buildinferant ServiceMaintenance 212-736-3100 (ext. 350)
Student Emergency Number: Clark Street 646-770-5577
Student Emergency Number: Midtown 917-346-9157
Student Emergency Number: Ludlow 646-242-4411
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