SAMPLE EMERGENCY PROCEDURES

This sample emergency procedures document should be used as a guide in
establishing your own procedures. You should modify these procedures to meet the
needs of your particular situation (number of caregivers, number of children, needs of
children in care, location of facility, etc.) and to meet the licensing rules of your
particular facility type.

This document includes a sample of very detailed procedures and a sample of a more
concise procedures document for posting. Consider developing a more detailed
procedures document that you can use when training your staff on their responsibilities.
The document that you post should be concise, outlining the specific actions each
person should take.

Sample emergency procedures that are included are:
Fire Emergency

Tornado

Serious Accident or lliness
Lockdown/Shelter-In-Place

Crisis Management Plan

Other Natural or Man-Made Disasters

Relocation Plan

Sample Emergency Poster

Child care centers must keep the written emergency procedures, except crisis
management plans, posted in a place visible to all staff and parents. Crisis management
plans must be kept in a place known and easily accessible to staff. Child care homes
also must have required emergency procedures posted. Emergency telephone numbers
and the facility’s physical address and two main cross streets must be conspicuously
posted immediately adjacent to all center telephones; it is recommended that child care
homes do this as well. Having written plans allows for the opportunity to prepare and to
prevent poor judgments made during an emergency. People can react very
unpredictably in emergency situations; at times forgetting their own addresses and
telephone numbers. Do not count on your or your staff’'s memory to properly guide the
authorities to your facility.

It is the responsibility of the facility to keep all staff members, including any part-time
staff and volunteers, informed of their individual duties and responsibilities in the event
of an emergency. Do not wait until an emergency occurs to prepare yourself and your
staff. Practice emergency procedures frequently and make sure to include part-time
staff and volunteers.

Children with special needs may have difficulty in an emergency situation. Child care
centers must meet the following requirements for children with special needs; it is

recommended that homes meet the following requirements as well. Each emergency
plan must address how each child with a special need will be accommodated in each



type of emergency. The plan must be based on each child with special needs enrolled
in care. If possible, the plan can broadly address a special need area, such as children
with mobility issues.

The following are also recommended:

* Develop an emergency evacuation diagram and post it with the written emergency
plans.

* The written emergency plan should detail, in writing, each staff member’s individual
responsibilities in the event of an emergency.

» Each assistant caregiver (AC) should be made aware of his/her assigned Assistant
Caregiver Number, e.g., AC# 1, AC# 2, AC # 3, etc., in order for them to effectively
carry out their duties as outlined in these procedures.

Discuss your emergency procedures with your licensing consultant prior to opening your
facility.

Fire department personnel will usually help you with your evacuation procedures. If you
are a new facility, don’t forget to let the fire department know. It will help them respond
promptly in a fire emergency.

Emergency medical personnel can sometimes visit your facility and ease the fears of
children prior to a medical emergency by letting them become familiar with the various
pieces of equipment and even with the ambulance itself. Contact your local emergency
medical services to see if this service is available. If these resources are available to
you, we urge you to use them. They can make interesting and potentially life-saving
presentations at your facility.

The Michigan State Police Homeland Security and Emergency Management website is
an excellent resource for information. The Local Emergency Management Programs
page allows you to contact the local emergency management coordinator in your
county. Local emergency management coordinators can assist you in the development
of emergency preparedness plans and can provide training on emergency
management. On the MiReady page, you can find preparedness information and the
Family Preparedness Guide.

The American Academy of Pediatrics has a Children's and Disasters webpage that can
help you ensure for the health of children in disaster situations.

The Federal Emergency Management Agency (FEMA) has an online training called
Planning for the Needs of Children in Disasters. The purpose of this course is to provide
guidance to children’s programs about meeting the unique needs that arise among
children as a result of a disaster or emergency.



http://www.michigan.gov/msp/0,4643,7-123-72297_60152---,00.html
http://www.michigan.gov/msp/0,4643,7-123-72297_60152_66814---,00.html
http://www.michigan.gov/msp/0,4643,7-123-72297_60152_66814---,00.html
http://www.michigan.gov/msp/0,4643,7-123-72297_60152_68558---,00.html
http://www.michigan.gov/documents/familypreparedness_color_62898_7.pdf
https://www.aap.org/en-us/advocacy-and-policy/aap-health-initiatives/Children-and-Disasters/
http://training.fema.gov/is/courseoverview.aspx?code=IS-366.a

Get Ready. Get Safe. Training Hub from Save the Children provides free trainings and
resources that can help you prepare for and respond to the needs of children in
emergencies. If you complete the free Child Care Emergency Preparedness training,
you will receive the Child Care Emergency Preparedness Training Workbook. The
workbook is designed to help you through the steps of collecting information and
creating an emergency plan for your facility. The workbook contains an emergency plan
template, worksheets to use to gather and identify information you will need in an
emergency or disaster, and checklists to serve as “to-do” lists when creating your
emergency plans.



http://www.savethechildren.org/site/c.8rKLIXMGIpI4E/b.9111279/k.8B62/Get_Ready_Get_Safe_Training.htm

FIRE EMERGENCY

Drill Information

Fire drills will be held (fill in frequency). Monthly is recommended for centers
but quarterly should be considered the minimum frequency. Monthly is required for child
care homes. All fire drills must be documented in the fire drill log which must be kept

available at the facility.

Emergency Procedures

This is a sample fire emergency procedure. It should be used as a guide in establishing
your own procedures. You should modify these procedures to meet the needs of your
particular situation (number of caregivers, number of children, needs of children in care,
location of facility, etc.) and to meet the licensing rules of your particular facility type. In
addition, the plan for centers must address how each child with a special need will be

accommodated. This is also recommended for homes.

Actions

| Tips to Consider

STAFF MEMBER who discovers a fire:

Immediately upon discovery of any kind of fire in the
building sound the fire alarm.

NOTE: The electrical fire alarm in this building is not
monitored by the fire department. It is strictly a local
alarm only. The fire department must be summoned
by telephone.

Include a statement in your
plan regarding the type of
fire alarm system (see Note
for a sample). Not all
facilities have a fire alarm
system - some only have a
manual fire alarm device.
Only some are monitored by
an outside source — a third
party or directly by the fire
department. Make sure all
staff and volunteers are
aware of the type of fire
alarm system in the facility.

Upon hearing the fire alarm, staff members will immediately react as follows:

THE CAREGIVER in charge of the class:

Provide instructions for how children will safely exit the
building.

Grab the emergency backpack.

An emergency back pack

may contain items such as:

* Child Information Records.

» Activities such as books,
small toys, and rattles.

* Snacks and water.

» Pacifiers, extra bottles,
diapering supplies.

» Blankets.

» First aid supplies.




Actions

| Tips to Consider

THE CAREGIVER in charge of the class (cont.):

Immediately take the children, along with the daily
attendance log and emergency backpack, out through the
closest approved exit. The designated meeting place is

(fill in your desired location, e.g., the large oak tree
at the north end of the parking lot).

It is recommended that the
designated location be a
minimum of 50-feet from the
building. The designated
meeting place should be in a
safe location, away from
traffic and any other hazards
in the area.

If it becomes necessary to move farther away from the
building due to excessive heat, fire department activities or
any other reason, all children will be movedto __ (fillin
your desired location, e.g., the north side of the parking
lot). Instruct the children on how to safety move to the new
location.

This location should also be
safe. Avoid crossing streets
and other areas with traffic to
get to this location.

Once at the designated meeting place, instruct the children
to sit down quietly and take roll using the daily attendance
log. If any child is unaccounted for, the fire department
personnel must be advised of this immediately upon their
arrival. DO NOT LEAVE THE REST OF THE CHILDREN
UNATTENDED FOR ANY REASON.

RE-ENTERING A BURNING
BUILDING IS STRONGLY
DISCOURAGED.

Reassure the children and keep them calm and quiet. Do
not separate the children. Keep them all together and stay
with them at all times. Do not release children to anyone
other than their parents or other designated guardian as
outlined in their enrollment forms.

AC # 1:

Immediately call 911 and report the fire.

The facility location is (fill in your street address, cross
streets, etc.):

XYZ Church

12345 E. Main St.

Anytown, Ml 41111

Telephone: 111-123-4567

Nearest Cross Street is Michigan Ave.

We are located on the north side of Main Street, across
from Suzie’s Bakery.

Assist AC #2 in checking the facility for any children that
might have hidden or have been inadvertently left behind.
Quickly search in bathrooms, closets, room corners,
under desks, behind curtains, anywhere where a scared
child might have hidden.




Actions | Tips to Consider

AC # 1 (cont.):

Once the search is completed or conditions warrant
immediate evacuation, proceed to the designated meeting
place and assist THE CAREGIVER in keeping all children
reassured, calm and quiet.

AC # 2:

Immediately begin a systematic search of the facility.

Quickly search in lavatories, closets, room corners, under
desks, behind curtains, anywhere where a scared child
might have hidden

Once the facility has been checked or conditions warrant
immediate evacuation, proceed to the designated meeting
place and assist THE CAREGIVER in keeping all children
reassured, calm and quiet and making sure their needs are
met with the activities and items located in the emergency
backpack.

Follow relocation procedures if it is determined that you need to go to your
relocation site.




TORNADO

Drill Information

Tornado drills will be held (fill in frequency). Monthly between the months of
April through October is recommended for centers; two times during that period is the
minimum frequency. Tornado drills must be practiced once a month, April to October,
for child care homes. All tornado drills must be documented in the tornado drill log which

will be kept available at the facility.

Emergency Procedures

This is a sample tornado emergency procedure. It should be used as a guide in
establishing your own procedures. You should modify these procedures to meet the
needs of your particular situation (number of caregivers, number of children, needs of
children in care, location of facility, etc.) and to meet the licensing rules of your
particular facility type. In addition, the plan for centers must address how each child with
a special need will be accommodated. This is also recommended in homes.

Actions

| Tips to Consider

PROGRAM DIRECTOR or staff-member-in-charge:

Upon learning of a tornado watch in the area, immediately
turn on the radio to a local weather station. Monitor
weather conditions until the facility is closed and all
children have been picked up or the weather watch is
canceled.

Should weather conditions deteriorate and a tornado
warning is issued, immediately sound the tornado alarm.

Bring the radio to the designated shelter location.

The tornado alarm must be
distinctly different from the
fire alarm

Upon hearing the tornado alarm, staff members will immediately react as follows:

THE CAREGIVER in charge of the class:

Provide instructions for how children will safely move to the
designated shelter location.

Grab the emergency backpack.

An emergency back pack
may contain items such as:

Child Information Records.
Activities such as books,
small toys, and rattles.
Snacks and water.
Pacifiers, extra bottles,
diapering supplies.
Blankets.

First aid supplies.




Actions

| Tips to Consider

THE CAREGIVER in charge of the class (cont.):

Immediately take the children, along with the daily
attendance log and the emergency backpack,to __ (fill
in your designated shelter location, e.g., the corridor in
front of the All Purpose Room).

It is recommended that the
designated shelter location
be an interior room on the
lowest floor level with no
windows; an interior hall,
closet or bathroom on the
main level with no windows if
no basement.

Once at the designated meeting place, instruct the children
where to sit and take roll using the daily attendance log. If
any child is unaccounted for, notify AC #1. DO NOT
LEAVE THE REST OF THE CHILDREN UNATTENDED
FOR ANY REASON.

Reassure the children and keep them calm and quiet and
make sure their needs are met with the activities and items
located in the emergency backpack. Keep the children at
the designated shelter location until the tornado warning is
canceled. Do not separate the children. Keep them all
together and stay with them at all times. Do not release the
children to anyone other than their parents or other
designated guardian as outlined in their enroliment forms.

AC # 1 and AC #2:

Immediately begin a systematic search of the facility.

Quickly search in lavatories, closets, room corners, under
desks, behind curtains, anywhere where a scared child
might have hidden

Once the search is completed, proceed to the designated
shelter location and assist THE CAREGIVER in keeping all
children reassured, calm and quiet and make sure their
needs are met with the activities and items located in the
emergency backpack.

Follow relocation procedures if it is determined that you need to go to your

relocation site once the tornado warning is over.




SERIOUS ACCIDENT OR ILLNESS

Emergency Procedures

This is a sample serious accident or illness emergency procedure. It should be used as
a guide in establishing your own procedures. You should modify these procedures to
meet the needs of your particular situation (number of caregivers, number of children,
needs of children in care, location of facility, etc.) and to meet the licensing rules of your
particular facility type. In addition, the plan for centers must address how each child with
a special need will be accommodated. This is also recommended for homes.

Actions

| Tips to Consider

THE CAREGIVER in charge of the class:

Remain with the sick or injured child. Administer
emergency first aid as necessary:

» Ensure and maintain an open airway.

» Control any bleeding with direct pressure.

» Ensure proper circulation as necessary (CPR).

Reassure the child and keep him calm and quiet until the
emergency medical personnel take over the child’s care.

If THE CAREGIVER has to
accompany the child to the
hospital, make sure there is
a plan in place regarding
who will be in charge and
how the facility will continue
to meet ratio requirements.

AC #1:

Immediately call 911 and report the emergency (as
needed).

The facility location is (fill in your street address,
Ccross streets, etc.).

XYZ Church

12345 E. Main St.

Anytown, Ml 41111

Telephone: 111-123-4567

Nearest Cross Street is Michigan Ave.

We are located on the north side of Main Street, across
from Suzie’s Bakery.

This is done if conditions
warrant notification of
emergency personnel.

Notify the parents of the sick or injured child.

Upon arrival, direct emergency medical personnel to the
injured or sick child.

AC #2:

Keep remaining children calm and care for them until the
emergency situation is resolved.




LOCKDOWN/SHELTER-IN-PLACE

Emergency Procedures

This is a sample lockdown/shelter-in-place emergency procedure. It should be used as
a guide in establishing your own procedures. You should modify these procedures to
meet the needs of your particular situation (number of caregivers, number of children,
needs of children in care, location of facility, etc.) and to meet the licensing rules of your
particular facility type. In addition, the plan must address how each child with a special

need will be accommodated.

Actions

| Tips to Consider

PROGRAM DIRECTOR or staff-member-in-charge:

In the event that a lock down of the center must occur,
such as for an intruder or a dangerous situation near the
center, make an announcement of the lock down and call
911 and report the emergency.

The facility location is (fill in your street address,
Cross streets, etc.).

XYZ Church

12345 E. Main St.

Anytown, MI 41111

Telephone: 111-123-4567

Nearest Cross Street is Michigan Ave.

We are located on the north side of Main Street, across
from Suzie’'s Bakery.

Proceed to a safe spot.

Ideal safe spots would be
those that have doors that
are easily locked or
barricaded and no windows,
If that isn’t possible, create a
barricade behind shelves or
tables.

Upon hearing the lockdown announcement, staff members will immediately react as

follows:

10




Actions

| Tips to Consider

THE CAREGIVER in charge of the class:

Shut and lock doors and windows, if not already done.

DO NOT open the door for anyone, for any reason.

It is recommended that you
work with local authorities to
develop a plan for how you
will know the building has
been secured.

If parents will not have
access to the building during
a lockdown, it is
recommended that you notify
parents of this in advance.

Grab the emergency backpack.

An emergency back pack

may contain items such as:

 Child Information Records.

» Activities such as books,
small toys, and rattles.

* Snacks and water.

» Pacifiers, extra bottles,
diapering supplies.

» Blankets.

* First aid supplies.

Notify local authorities of the status of individuals in the
room — has someone been hurt? Is there a physical threat
inside the room?

It is recommended that you
work with local authorities to
develop a way to notify them
of the status of individuals in
the room. This may be done
by putting a certain color
sign under the door, etc.

Join the rest of the classroom in the safe spot.

Assist AC#1 and AC#2 with keeping the children occupied,
quiet and making sure their needs are met with the
activities and items located in the emergency backpack.

ACH#1:

Instruct all children to keep quiet and proceed to the
predetermined safe spot.

Make sure all children and adults are safe and unhurt.
Reassure the children and keep them calm and quiet.

Keep the children occupied, quiet and make sure their
needs are met with the activities and items located in the
emergency backpack.

AC #2:

Assist AC#1 and CAREGIVER with keeping the children
occupied, quiet and make sure their needs are met with
the activities and items located in the emergency
backpack.

11




CRISIS MANGEMENT PLAN

Child care centers are required to create crisis management plans that include, but are
not limited to, intruders and bomb threats. Other situations include, but are not limited
to, custody disputes, a missing or lost child, or a nearby shooting.

Emergency Procedures

This is a crisis management procedure. It should be used as a guide in establishing
your own procedures. You should modify these procedures to meet the needs of your
particular situation (number of caregivers, number of children, needs of children in care,
location of facility, etc.) and to meet the licensing rules of your particular facility type. In
addition, the plan must address how each child with a special need will be
accommodated.

INTRUDER OR OTHER DANGEROUS SITUATION NEAR THE FACILITY

If there is an intruder or other dangerous situation near the center, lock-down the facility
according to the lock-down/shelter in place procedures.

BOMB THREATS

The person receiving the bomb threat call should engage the caller in a conversation to
get as much information as possible:

* Ask what time the bomb is set to go off.

» Ask questions regarding the specific location of the bomb.

» Ask about the appearance of the bomb package.

» Listen for background noise, e.g., radio, other people, traffic sounds, etc.
* Was the caller calm or hysterical?

* Was the caller’s voice young or old?

Notify the PROGRAM DIRECTOR or staff-member-in-charge and call 911 to report the
bomb threat. Evacuate immediately according to fire emergency procedures.
SUSPICIOUS BOX OR PACKAGE FOUND AT THE FACILITY

Anyone that believes a box or other type of package/container appears to be suspicious
should not touch the item.

Notify the PROGRAM DIRECTOR or staff-member-in-charge and call 911 to report the
box/package to the police.

Evacuate immediately according to fire emergency procedures. Keep away from the
suspicious box/package.

12



MISSING CHILD

Actions

Tips to Consider

THE CAREGIVER in charge of the class:

Immediately upon discovery of a missing child, alert the
PROGRAM DIRECTOR or staff-member-in-charge of the
missing child.

Assist AC #1 in searching the facility for the missing child.

Quickly search in lavatories, closets, room corners, under
desks, behind curtains, anywhere where a child might
have hidden or gone.

AC #1:

Immediately begin a systematic search of the facility.

Quickly search in lavatories, closets, room corners, under
desks, behind curtains, anywhere where a child might
have hidden or gone.

AC #2:

Keep remaining children calm and care for them until the
missing child is found.

PROGRAM DIRECTOR or staff-member-in-charge:

Call 911 and report the missing child.

The facility location is (fill in your street address,
Cross streets, etc.).

XYZ Church

12345 E. Main St.

Anytown, Ml 41111

Telephone: 111-123-4567

Nearest Cross Street is Michigan Ave.

We are located on the north side of Main Street, across
from Suzie’'s Bakery.

This is done if the situation
warrants notification of
emergency personnel.

Notify the parents of the missing or lost child.

Assist AC #1 and THE CAREGIVER in charge of the class
in searching the facility for the missing child.

Quickly search in lavatories, closets, room corners, under
desks, behind curtains, anywhere where a child might
have hidden or gone.
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OTHER NATURAL OR MAN-MADE DISASTERS

Other natural or man-made disasters, include, but are not limited to: power outages, gas

leaks, water main breaks, floods, winter storms.

Emergency Procedures

These are sample emergency procedures for other natural or man-made disasters. It
should be used as a guide in establishing your own procedures. You should modify
these procedures to meet the needs of your particular situation (number of caregivers,
number of children, needs of children in care, location of facility, etc.) and to meet the
licensing rules of your particular facility type. In addition, the plan must address how

each child with a special need will be accommodated.

POWER OUTAGE

Actions

| Tips to Consider

PROGRAM DIRECTOR or staff-member-in-charge:

Immediately upon discovery of a power outage, determine
why the power is out. Check the circuit breaker and
contact the local power company, if necessary.

The power company may be
able to give an approximate
restoration time.

Close the facility if compliance with the licensing rules
cannot be maintained, such as running water, flushable
toilets, temperature, visibility of children, etc.

Call parents to inform them that children need to be
picked up.

Then call parents of children scheduled to arrive to
inform them not to come.

Other staff may need to
assist with calling parents.

Post a notice on the entrance door that the facility is
closed due to a power outage.

THE CAREGIVER in charge of the class:

Account for his/her group of children and keep them calm
and engaged in activities.

If at any time it's determined that the building is unsafe, fire evacuation procedures will

be followed.
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GAS LEAK

If there is a gas leak detected in or near the building, evacuate immediately according to
fire emergency procedures.

Once evacuated, the PROGRAM DIRECTOR or staff-member-in-charge will contact the
gas company to determine if the facility needs to go to the relocation site. Follow your
relocation procedures, if necessary.

WATER MAIN BREAK OR WATER OUTAGE

If there is a water main break in or near the building, or total loss of water at the facility
for any reason, the facility must close. The PROGRAM DIRECTOR or staff-member-in-
charge, along with emergency responders, will determine if the facility needs to be
evacuated or if the children can remain in the building until parents can arrive to pick up
their children. In the case of evacuation, follow the fire emergency procedures. If
children can remain in the building, follow the procedures for power outage.

WINTER STORM

Should a winter storm occur or be predicted while children are present, the PROGRAM
DIRECTOR or staff-member-in-charge will determine if the facility can stay open or if it
must close. If the facility must close, parents will be called to inform them that children
need to be picked up and then call parents of children scheduled to arrive to inform
them not to come.

15



RELOCATION PLAN

Some types of emergencies may require you to evacuate the facility and move children
to an indoor relocation site. Arrange for relocation with other facilities and schools in
your area. Try to obtain an agreement with some place close by that is big enough to
accommodate the number of children you have. Some suggested off-site locations
might include churches, schools, community centers, hotels. You should obtain a written
agreement from an authorized person at the identified relocation site. Also, be sure to
specifically list the off-site location, contact person and phone number in your written
plan.

Your relocation plan should include the method of transportation. If driving, make sure
vehicles have at least a half of a tank of gas at all times and that keys are readily
accessible. If you are walking to your relocation site, make sure it is a safe, easily
traveled route. You may want to walk the route occasionally to make sure it hasn’t
changed.

If children are being relocated, parents must be notified. Methods for contacting parents

can include, but are not limited to:

* A mass email or text message.

* Phone trees.

» Notifying the local police department so they can let parents know where their
children have been taken if a parent calls them.

» Posting the relocation site address in a conspicuous location at the center that can
be seen from outside.

Note: Children with special needs will have an individualized emergency plan (including

who will help the child and any accommodations that may be needed for that child)
posted with the above information.
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SAMPLE EMERGENCY POSTER

This is a synopsis of the detailed procedures and is used as a quick reference guide.
Post next to each telephone with the emergency evacuation diagram.

Use this as a guide in establishing your own procedures. You should modify these
detailed procedures to meet the needs of your particular situation (number of
caregivers, number of children, needs of children in care, location of facility, etc.) and to
meet the licensing rules of your particular facility type.

IMPORTANT EMERGENCY PROCEDURES
The facility location is (fill in your street address, cross streets, etc.):

XYZ Church

12345 E. Main St.

Anytown, Ml 41111

Telephone: 111-123-4567

Nearest Cross Street is Michigan Ave.

We are located on the north side of Main Street, across from Suzie’s Bakery.

FIRE

1. Sound fire alarm.

2. CAREGIVER: Take all children and the emergency backpack to the designated
?nedegrll?e{)lace. Take roll to account for all children in attendance. Keep children calm

3. AC# 1: Call 911. Assist AC # 2 with search.

4. AC # 2: Search center for children - bathrooms, closets, under desks, behind
curtains, etc.

5. AC#1 & 2: Proceed to designated meeting place and help caregiver keep children
calm and quiet.

6. Follow relocation procedures if it is determined that you need to go to your relocation
site.

Note: Children with special needs will have an individualized emergency plan (including

who will help the child and any accommodations that may be needed for that child)
posted with the above information.
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TORNADO

1.

PROGRAM DIRECTOR (or staff member in charge): Sound tornado alarm. Bring
radio to designated shelter location for weather monitoring.

CAREGIVER: Take all children and the emergency backpack to the designated
shelter location. Take roll to account for all children in attendance. Keep children
calm and quiet.

AC # 1 and AC #2: Check facility for children - bathrooms, closets, under desks,
behind curtains, etc.

AC # 1 and AC #2: Proceed to designated shelter location. Help keep children calm
and quiet.

Follow relocation procedures if it is determined that you need to go to your relocation
site once the tornado warning is over.

Note: Children with special needs will have an individualized emergency plan (including
who will help the child and any accommodations that may be needed for that child)
posted with the above information.

SERIOUS ACCIDENT OR ILLNESS

1.

3.

CAREGIVER: Stay with the ill or injured child. Help child stay calm and quiet.
Administer first aid as necessary.

AC # 1: Call 911, if necessary. Contact parent or guardian. Direct emergency
personnel to sick or injured child, if called.

AC # 2. Stay with remaining children - reassure them and keep them preoccupied.

Note: Children with special needs will have an individualized emergency plan (including
who will help the child and any accommodations that may be needed for that child)
posted with the above information.

18



OTHER NATURAL OR MAN-MADE DISASTERS
Power Outage

1. PROGRAM DIRECTOR: Determine why power is out. If compliance with licensing
rules can’t be maintained, close facility.

2. PROGRAM DIRECTOR: Notify parents and post a sign.

3. CAREGIVER: Stay with children - reassure them and keep them preoccupied until
they are picked up.

4. Follow fire evacuation procedures if the building becomes unsafe.

Note: Children with special needs will have an individualized emergency plan (including
who will help the child and any accommodations that may be needed for that child)
posted with the above information.

Gas Leak

1. Evacuate immediately according to fire emergency procedures.

2. PROGRAM DIRECTOR: Once evacuated, contact the gas company to determine if
the facility needs to go to the relocation site.

3. Follow relocation procedures if it is determined that you need to go to your relocation
site.

Note: Children with special needs will have an individualized emergency plan (including
who will help the child and any accommodations that may be needed for that child)
posted with the above information.

Water Main Break or Water Outage
1. PROGRAM DIRECTOR: Close the facility.
2. PROGRAM DIRECTOR: Determine if children can remain in the building until

parents can arrive to pick up their children. In the case of evacuation, follow the fire
emergency procedures.

3. PROGRAM DIRECTOR: Notify parents.

4. CAREGIVER: Stay with children - reassure them and keep them preoccupied until
they are picked up.

Note: Children with special needs will have an individualized emergency plan (including
who will help the child and any accommodations that may be needed for that child)
posted with the above information.
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Winter Storm

1. PROGRAM DIRECTOR: Determine if the facility can stay open or if it must close. If
it must close, notify parents and post a sign.

2. CAREGIVER: Stay with children - reassure them and keep them preoccupied until
they are picked up.

Note: Children with special needs will have an individualized emergency plan (including
who will help the child and any accommodations that may be needed for that child)
posted with the above information.
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CRISIS MANAGEMENT PLAN

Crisis management plans are not posted, but must be kept in a place known and easily
accessible to staff.

Intruder or Other Dangerous Situation near the Facility

1. PROGRAM DIRECTOR (or staff member in charge): Make an announcement of the
lock down and call 911. Proceed to a safe spot.

2. CAREGIVER: Shut and lock doors. Grab the emergency backpack and proceed to
the safe spot.

3. AC #1: Take all children to the safe spot. Take roll to account for all children in
attendance. Keep children calm and quiet.

3. AC #2: Proceed to the safe spot. Help keep children calm and quiet.

Note: Children with special needs will have an individualized emergency plan (including
who will help the child and any accommodations that may be needed for that child)
posted with the above information.

Bomb Threats

The person receiving the bomb threat call should engage the caller in a conversation to
get as much information as possible:

* Ask what time the bomb is set to go off.

» Ask questions regarding the specific location of the bomb.

» Ask about the appearance of the bomb package.

» Listen for background noise, e.g., radio, other people, traffic sounds, etc.
* Was the caller calm or hysterical?

* Was the caller’s voice young or old?

Notify the PROGRAM DIRECTOR or staff-member-in-charge and call 911
Evacuate immediately according to fire emergency procedures.
Note: Children with special needs will have an individualized emergency plan (including

who will help the child and any accommodations that may be needed for that child)
posted with the above information.
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Suspicious Box or Package Found at the Facility

Anyone that believes a box or other type of package/container appears to be suspicious
should not touch the item.

Notify the PROGRAM DIRECTOR or staff-member-in-charge and call 911 to report the
box/package to the police.

Evacuate immediately according to fire emergency procedures. Keep away from the

suspicious box/package.

Missing Child

1. CAREGIVER: Immediately notify the PROGRAM DIRECTOR or staff-member-in-
charge. Begin searching the facility. Search in bathrooms, closets, room corners,

under desks, behind curtains, etc.

2. AC #1: Immediately begin a systematic search of the facility. Search in bathrooms,
closets, room corners, under desks, behind curtains, etc.

3. AC #2: Keep remaining children calm and care for them until the missing child is
found.

4. PROGRAM DIRECTOR: Call 911, if necessary. Contact parent or guardian. Assist
CAREGIVER and AC #1 searching the facility.
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