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INDIVIDUAL EMPLOYEE RESPONSIBILITY

Individual employees are responsible for the following:

a.
Keep informed of their organization’s emergency action plan regarding hurricane/severe weather conditions.

b.
Make personal plans for the safety and well being of their family and residence far enough in advance so as not to interfere with their assigned duties during impending severe weather conditions.

c.
Implement protective measures in their immediate work area before leaving work with no intent to return until the hurricane/severe storm threat is terminated or when directed by center hurricane management or organizational leadership.  If the Center is in Level 3 status, individuals should secure and protect their work areas before leaving the site.  Standard workplace hurricane evacuation protective measures include, but are not limited to:

(1)
Unplugging PCs and wrapping them in plastic bags at direction of Facility Manager.  If you need more plastic bags, check with your supervisor or facility manager first and then call Logistics at ext. 36657.

Hurricane Checklist Kits contain the plastic bags, rubber bands and a yellow instruction sheet to explain when and how use them.  The Hurricane Checklist Kits have been delivered to each building on site and each on site JSC employee should have one Hurricane Checklist Kit.  The Facility Manager and/or EPR are responsible for the distribution of the Hurricane Checklist Kit to each employee.  If employees need more Hurricane Checklist Kits or plastic bags then they should contact their Facility Manager.  Facility Managers shall call logistics at ext. 36657 and request additional Hurricane Checklist Kits.  Following the use of a Hurricane Checklist Kit to protect their PC or other equipment, the employees shall conserve material supplies by re-folding the plastic bags and re-inserting them back into the hurricane kit.

NOTE:  Employees should disconnect computers from the power outlets on the outlet side.  (i.e. where the power line connects to the wall)  The data line should be disconnected at the computer, not at the wall outlet.  When employees return to work, the data line will be connected before the computer is turned on.  That way, it doesn’t matter which cord (power/data) is plugged in first.  When there is sufficient space, computers should be moved to internal rooms.  At a minimum, computer cords will be disconnected from power and data and the computers will be bagged and stored above floor level.
(2)
Unplugging all electrical equipment.  If possible move PCs and any other electronic equipment away from window walls to interior rooms.

(3)
Closing all doors.

(4)
Moving unique or especially valuable papers from outside rooms with windows to interior rooms.

(5)
Securing all classified material and locking all security files, safes, and cabinets.

(6)
If file cabinets are located on the first floor, then remove critical files from the bottom drawers and place them on an interior desk or table and cover them with plastic.

(7)
Raising venetian blinds to near the top of the window without jamming them.

d.
Keeping informed of anticipated local weather conditions and the status of JSC Hurricane/Severe Weather Plan implementation by dialing the Emergency Information Line recording at 281-483-3351 (or toll free 1-877-283-1947) or by monitoring the on-site closed-circuit television system.

IMPLEMENTATION/PREPARATION LEVELS
Hurricane/tropical storm preparedness is a continuous process.  In the event of a threat, there are planned activities to assure protection of live and property, to conduct and orderly closure of the center, and to ride out the storm.  The preparations required for implementing this appendix consist of four levels.  The progression from Level 4 (routine operations) through Level 1 (storm rideout and recovery) depends on the storms location, projected course, and potential threat to JSC.

The times listed are based on the onset of sustained winds of 50 knots (58 miles) per hour, not storm landfall (which references the center of the storm).
Routine - Hurricane/tropical storm preparation is a continuing activity.  There should be a heightened state of awareness during, prior to, and during Hurricane Season.  Whenever there is a specific threat that a hurricane or tropical storm may affect operations at JSC, employees assigned responsibilities for the hurricane/severe weather plan and its implementation, begin assessing, reviewing, and initiation preparedness plans to assure a state of readiness.
Level 4 - Concern  Level 4 activities are initiated when a storm poses a threat to JSC within 72 hours or a storm enters the Gulf of Mexico and poses a threat to JSC.  Employees assigned responsibilities for hurricane/severe weather planning and implementation review and initiate preparedness plans to assure a state of readiness and be prepared to initiate Level 3 activities.  Supervisors and managers should review project priorities and assignments to assure operations can be reduced or terminated as necessary.  Managers and supervisors may initiate a liberal leave policy for employees who demonstrate a particular vulnerability for themselves or their family from a severe weather condition or other emergency situation, including a preference to initiate their personal evacuation plan in advance of community warnings.
Level 3 - Preparation  Level 3 activities prepare JSC to be in a position to be able to close down operations in a timely and orderly manner if necessary by notifying and assembling the appropriate personnel and groups.  It is initiated upon authorization by the Director, Center Operations (JA) when there is a high probability that severe weather conditions pose a threat to the Center within 48 hours.  The HRTC directs activation of the HCP upon authorization from the Director of Center Operations (JA) and provides Center Operations with continuing status reports on the protective measures being implemented.  The HRTC will coordinate appropriate additional staffing to the HCP.  The HRTC coordinates APT assignments, and the BOSS contractor’s activities covered in Appendix A.  Managers and supervisors should encourage a liberal leave policy for employees who demonstrate a particular vulnerability for themselves or their family from a severe weather condition or other emergency situation, including a preference to initiate their personal evacuation plan in advance of community warnings.
Level 2 - Response  Level 2 activities consist of completing all protective measures that place the center in a final state of preparedness.  It is initiated upon authorization by the Center Director and communicated to the HCP by the Director of Center Operations when there is a high probability that severe weather conditions pose a threat to the Center within 36 hours. Completion of Level 2 activities may include release of all employees except those assigned to the HRT or those designated essential to the support of an ongoing space flight mission.  Authority to release employees is reserved to the Center Director.
Level 1 - Rideout and Recovery (post-storm).  The Center Director initiates level 1 activity upon authorization when a severe weather condition poses an imminent threat to the Center within 24 hours.  Activities during the storm period limited to HRT activities.  Essential emergency repairs may only be performed if they can be done without endangering the health and safety of assigned employees.  Immediately after the storm, the HRTC assesses storm damage and arrange for necessary repairs on a priority basis.
SEVERE WEATHER TERMINOLOGY

TROPICAL DISTURBANCE - An area of disturbed weather in the tropics that has the potential of storm development.

TROPICAL DEPRESSION - A low pressure area in the tropics with surface winds less than 38 mph.

TROPICAL STORM - An area of disturbed weather in the tropics with surface winds between 39 and 73 mph.

HURRICANE - A tropical storm with sustained winds greater than 75 miles per hour.

HURRICANE SEASON - The hurricane season for the southern and eastern United States is considered to be the 6-month period from June 1 to November 30; however, July, August, and September are the months when these storms are most likely to affect the JSC area.

HURRICANE ADVISORIES - Messages issued by the National Hurricane Center which summarize all coastal warnings that are in effect, including hurricane watches.  In addition to a description of the storm, its position, anticipated movement and prospective threat are given.  Advisories are issued at 6-hour intervals or more often if conditions warrant.

HURRICANE BULLETIN - A hurricane bulletin is a public release issued by the National Hurricane Center, a hurricane warning office, or a local forecast office that contains current data on the storm.  Bulletins are issued intermediate to advisories.

EYE - The relative calm area in the center of a storm.  Winds are light in this area and the sky often is only partly covered by clouds.  However, very strong dangerous winds surround the eye and this calm may only last for a brief period of time.  You should not leave shelter at this time.

GALE WARNING - A gale warning is issued when winds of 38-55 mph are expected.

SEVERE THUNDERSTORM WATCH - Indicates that conditions are right for lightning, damaging winds greater than 50 mph, and hail 3/4" or greater in diameter.

SEVERE THUNDERSTORM WARNING - Indicates that a severe thunderstorm is likely to develop in the affected area and could include lightning, damaging winds greater than 50 mph, and hail 3/4" or greater in diameter.

HURRICANE/TROPICAL STORM WATCH - A hurricane or tropical storm watch is a statement issued by the National Hurricane Center indicating there is a POSSIBILITY that a storm could make landfall somewhere between the two locations that delimit the watch area. If at all possible, a watch is issued 48 hours or more before possible landfall.  Storm conditions are possible but not certain.

HURRICANE/TROPICAL STORM WARNING - A hurricane or tropical storm warning is a statement issued by the National Hurricane Center or other responsible National Oceanic and Atmospheric Administration/National Weather Service office indicating there is a HIGH PROBABILITY that a storm will make landfall somewhere between the two locations that delimit the warning area.  If at all possible, a warning is issued 24 or more hours, but not less than 8 daylight hours, before anticipated landfall.  Precautions should be taken immediately.

SMALL CRAFT ADVISORY - When issued in conjunction with possible hurricane conditions for the Texas Gulf Coast, advises small craft operators to take precautions and not to venture into the open Gulf.

STORM SURGE - An abnormal rise in the level of the sea produced by a hurricane or tropical storm.  This inundation is usually responsible for the greatest loss of life and destruction of property.

SAFFIR/SIMPSON HURRICANE SCALE (SSHS) - A scale ranging from one to five based on a hurricane's intensity, the SSHS can be used to give an estimate of the potential property damage and flooding expected along the coast from a hurricane.

TORNADO WATCH - A tornado watch is a statement issued by the National Weather Service indicating there is a POSSIBILITY that tornadoes could form in the vicinity of the watch, usually in the weather bands surrounding a hurricane system. 

TORNADO WARNING - A TORNADO warning is a statement issued by the National Oceanic and Atmospheric Administration or National Weather Service office indicating there is a HIGH PROBABILITY that tornadoes will form in the vicinity.  Precautions should be taken immediately.

SAFFIR/SIMPSON HURRICANE SCALE

ONE   - Winds 74-95 mph

No real damage to building structures.  Damage primarily to shrubbery, trees, foliage, unanchored mobile homes, and possibly, poorly constructed signs.  OR -- Storm surge 4-5 feet above normal.  Low-lying coastal roads inundated, minor pier damage, some small craft in exposed; anchorages torn from moorings.

TWO   - Winds 96-110 mph

Considerable damage to shrubbery and tree foliage, some trees blown down.  Major damage to exposed mobile homes and poorly constructed signs.  Some damage to roofs, windows, and doors.  No major damage to buildings.  OR -- Storm surge 6-8 feet above normal.  Coastal roads and low-lying escape routes cut by rising water 2-4 hours before arrival of storm center.  Considerable damage to piers.  Marinas flooded and small craft in unprotected anchorages torn from moorings.  Evacuation of some shoreline residences and low-lying island area required. 

THREE

Winds 111-130 mph or storm surge 9-12 feet above normal.

Foliage torn from trees, large trees blown down.  Practically all poorly constructed signs blown down and mobile homes destroyed.  Some structural damage to small residences and utility buildings with a minor amount of curtainwall failures.  Flooding near the coast destroys smaller structures with larger structures damaged by floating debris.  Terrain continuously lower than five feet may be flooded inland eight miles or more.

FOUR 

Winds 131-155 mph or storm surge 13-18 feet above normal.

More extensive curtainwall failures with some complete roof structure failure on small residences.  Major erosion of beach areas.  Major damage to lower floors of structures near the shore. Terrain continuously lower than ten feet above sea level may be flooded inland six miles. 

FIVE

Winds greater than 155 mph or storm surge greater than 18 feet above normal.

Complete roof failure on many residences and industrial buildings. Some complete building failure with small utility buildings blown over or away.  Major damage to lower floors of all structures located less than 15 feet above sea level and within 500 yards of the shoreline.  Massive evacuation of residential areas on low ground within 5-10 miles of the shoreline may be required.

Your Family Hurricane Plan Checklist
I.
Be prepared before the hurricane.


Know the storm surge history and elevation of your area (Emergency Management and National Weather Service officials can help supply this information.


Learn a safe primary and alternate route inland.


If your plan calls for evacuation, decide ahead of time where you are going and know what you should bring with you.


Inventory your property…with video equipment if possible…and review your insurance policies to ensure adequate coverage is provided.  Remember, flood insurance will not go into effect for 30 days after you purchase it.



Review needs and working condition of emergency equipment, such as first aid kit, flashlights, batter-powered radios, non perishable food, water containers for 2 weeks supply, camping stove with fuel and plywood and plastics necessary to secure your home.



Keep trees and shrubbery trimmed.  Cut weak branches and trees that could fall against the house.



Make arrangements for pets ahead of time.  They are not allowed in public shelters.


Keep and store all legal documents in one easily moved, secure container or safe.  Make an inventory of documents, photos, and other irreplaceable articles that need to be taken in case of an evacuation.

II.
When a HURRICANE WATCH is issued:

(A WATCH) means hurricane conditions pose a possible threat to the watch area within 36 hours)



Frequently monitor radio, TV, NOAA Weather Radio, internet or hurricane hotline telephone numbers for official bulletins on the storm’s progress.



Fuel and service family vehicles.



Inspect and secure mobile home tie downs.


Prepare to cover all window and door openings with shutters or plywood.



Check food and water supplies (Have clean, air-tight containers on hand to store at least 2 weeks of drinking water.  Figure 14 gallons per person.  Stock up on canned provisions.  Get camping stove with fuel.


Keep a small cooler with frozen gel packs handy for packing refrigerated items.



Check prescription medicines – obtain at least 10 days to 2 weeks supply.



Stock up on extra batteries for radios, flashlights and lanterns and check for ample first aid supplies.



Store and secure outdoor lawn furniture and other loose, lightweight objects, such as garbage cans, garden tools, potted plants, etc.



Get extra supply of cash to last two weeks.  Banks will be closed and ATM machines will not work after the storm in disaster areas.

III.
When a HURRICANE WARNING is issued:

(A WARNING) means sustained winds of 74 mph or higher are expected in the warned area within 24 hours or less.)



Closely monitor radio, TV, NOAA Weather Radio, internet or hurricane hotline telephone numbers for official bulletins.



Complete preparation activities, such as putting up storm shutters, storing loose objects, filling up water containers, etc.



Evacuate areas that might be affected by storm surge flooding.


If evacuating, disconnect utilities…phone, electricity…as a precaution to prevent further damage.



Follow instructions issued by local officials.  Leave immediately when recommended to do so.


If evacuating, leave early and, if possible, during daylight hours.



Leave all mobile homes in any case.



Notify neighbors and family members outside of the warned area of your evacuation plans.

Plan to evacuate if you…


Live in a mobile home.  Do not stay in a mobile home under any circumstances



Live on the coastline or on an offshore island, or live near a river or in a flood plain.



Live in a high-rise building.  Hurricane winds are stronger at higher elevations.

If you are evacuating:


Stay with friends or relatives or at a low-rise inland hotel/motel outside of flood zones.  Leave early to avoid heavy traffic, roads blocked by early flood waters and bridges impassable due to high winds.


Put food and water out for pet if you cannot take it with you.  Public shelters do not allow pets nor do most hotels/motels.


Hurricane shelters will be available for people who have no other place to go.  Shelters may be crowded and uncomfortable, with no privacy and no electricity.  Do not leave your home for a shelter until government officials announce that a particular shelter is open.


Disconnect all utilities and appliances that use them.


Turn main switch for electricity to off.
What to bring to a shelter:


First-aid kit, medicines, baby food and diapers, cards, games, books, toiletries, battery-powered radio, flashlights, extra batteries, blankets or sleeping bags, identification, baluable papers (insurance) and cash.
If you are staying in a home:
(Reminder!  Only stay in a home if you have not been advised to leave.  If local officials recommend leaving, DO SO IMMEDIATELY.)


Store water.  Fill sterilized jugs and bottles with 2 weeks supply of drinking water.  Fill bathtub and large containers with water for sanitary purposes.



Turn refrigerator to maximum cold and open only when necessary.



Turn off utilities if told to do so by authorities.


Turn off propane tanks.



Unplug small appliances.



Stay inside your home at all times.



If you lose power…use flashlights rather than candles or open flames to move around in the darkness.

If winds become strong:


Stay away from windows and doors eve if they are covered.  Take refuge in a small, ground floor, interior room, closet or hallway.  Take a battery-powered radio, such as a NOAA Weather Radio, and a flashlight with you.



Close all interior doors.  Secure and brace external doors, particularly double, inward-opening doors and garage doors.



If you are in a multiple-story building and away from the water, go to the first or second floors and take refuge in the halls or other interior rooms away from windows.  Interior stairwells and the areas around elevator shafts are generally the strongest part of a building.

NOTE;
Be alert for tornadoes which often are spawned by hurricanes.  Also, if the “EYE” of the hurricane should pass over your area, be aware that the improved weather conditions are only temporary and that the storm conditions will return with winds coming from the opposite direction sometimes in a period of just a few minutes.
IV.
After the storm passes.


Stay in your protected area until announcements are made on the radio or TV that the dangerous winds have passed.


If you have evacuated, do not return until officials announce your area is ready.  Remember, proof of residency may be required in order to re-enter the evacuation areas.



Be aware of the surroundings when returning as extreme damage could render a familiar landscape unrecognizable.



If your home or building has structural damage, do not enter until it is checked by officials.



Beware of outdoor hazards such as downed power lines and any water they may be lying in, poisonous snakes drive from their dens by high water, weakened bridges, washed out roads, weakened limbs on trees and/or damaged overhanging structures.



Do not use the telephone unless absolutely necessary.  The system is usually jammed with calls during and after a hurricane.



Guard against spoiled food.  Use dry or canned food.  Do not drink or prepare food with tap water until you are certain it is not contaminated with flood waters.



When cutting up fallen trees, use caution, especially if you use a chain saw.  Serious injuries can occur when these powerful machines snap back or when the chain breaks.



Notify your insurance agent about damage to your house.  Take video or still pictures of damaged property.  Keep records of your clean up cost.
	Suggested Emergency Supply Kit

	(
	Batteries
	(
	First-aid Handbook
	(
	Battery-powered Radio

	(
	Blankets
	(
	Flashlight
	(
	Rice/Pasta

	(
	Can Openers
	(
	Foul Weather Gear
	(
	Rubbing Alcohol

	(
	Cooking utensils –

Cooking Pot, Plastic dishes, Silverware and Aluminum Foil
	(
	Garbage Bags
	(
	Sanitary Supplies –

Toothbrush, Toothpaste, Soap, Shampoo, Sponge, Cleaner & Bleach

	(
	Matches
	(
	Medicines
	(
	Soup

	(
	Canned Foods
	(
	Nuts
	(
	Sterno, Stove & Fuel

	(
	Paper Towels
	(
	Tissues
	(
	Toilet Papet

	(
	Crackers
	(
	Peanut Butter
	(
	Drinks/Juice

	(
	Change of Clothing
	(
	Towels
	(
	Dried Beans

	(
	Pencils
	(
	Pocket Knife
	(
	Water (1 gallon per person per day)

	(
	First Aid Kit
	(
	Important Papers
	(
	

	(
	
	(
	
	(
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