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Insert Name of Licensed Child Care Facility
This toolkit was created by the City of Richardson Office of Emergency Management.  
The document was prepared as a tool to assist licensed child care facilities in developing a comprehensive emergency plan and is intended as a starting point for such facilities to develop a site-specific plan for their facility and its property.  Every organization will have different needs and should adapt these recommendations to fit the needs of their particular site.

Insert Insert Owner/Operator/Director First and Last Name
Insert Street Address
Insert City, State, Zip
Insert Telephone
Insert Email Address
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Approval & Implementation
[Organization Name] is committed to the safety and security of students, staff, and visitors on its premises. In order to support that commitment, the Emergency Action Plan that follows has been developed and implemented with staff. It is a result of a comprehensive review and update of facility policies in the context of its location in [city and state] and in the current world situation. We support its recommendations and commit [Organization Name’s] resources to ongoing training, exercises, and maintenance required to keep it current.

This plan is a guideline that relies on the commitment and education of individuals within the [Organization Name]. Furthermore, clear communication with emergency officials and ongoing monitoring, practice and updating of emergency procedures is essential.

This plan is hereby approved for implementation and supersedes all previous editions.

Director
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Copies of this plan have been provided to: 
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Emergency Action Plan
authority

General 

The [Director] is responsible for overall supervision of the [Emergency Response Team] and approval of the objectives, guidelines and procedures established in the Emergency Action Plan.

Continuity of Organization [Administration]
The line of succession for the [Director] is:

a. [Staff member’s name who is in charge in the Director’s absence] 
b. [Second staff member’s name who is in charge if the first successor is absent] 

c. [Third staff member’s name who is in charge if the other successors are absent] 

Situation and Hazard Analysis
Situation
 [Organization] is exposed to many hazards, all of which have the potential for disrupting normal operations, causing casualties, and damaging or destroying property.

Hazard Analysis
The purpose of a hazard analysis is to determine the hazards a site is most susceptible and vulnerable to experiencing.  By determining those hazards prior to development, the site emergency action plan will be realistic. 
Considerations 
Look at disasters or emergencies that have occurred in the community, for example:  tornadoes, wind storms, severe winter weather, heavy rains, forest fires, flooding, utility problems, transportation accidents, etc.  Consider the geographic location of the site to flood plains, nuclear power plants, heavy forest, major transportation routes, and neighboring sites with might be hazardous.  Look into past emergency events onsite. Consider technological problems that could occur due to problems on the site, such as heating and cooling systems, incinerator problems, power failure, etc.  Consider the construction of buildings on the site.  Do the buildings pose any hazards, such as building collapse? 

Hazard Analysis Worksheet  (Figure 1)
Directions:  Using the worksheet on the next page, examine the listed hazards.  List any other possible hazards the site may face under the first column labeled “Hazards”.  Cross off any hazards that are not possible on your site. 

Using a scale of 1 to 3, estimate the possibility of each listed hazard. 

1 unlikely or low possibility 
2 maybe or average possibility 
3 likely or high possibility 
In the next two columns labeled, “Staff Impact” and “Property Impact” use the 1 to 3 scale to estimate the possible impact of each hazard.  Use a worse case scenario to estimate the probable impact. 

1 low impact: (few hours lost productivity, nick and scratch injuries, slight property damage)
2 moderate impact: (loss of wage, loss of short term productivity, serious bodily injury, moderate property damage) 
3 high impact: (loss of employment, loss of life, destruction of property and business) 
In the fifth column labeled, “Warning Time” use the 1 to 3 scale to estimate the most likely warning timeframe available or expected for each hazard.  

1 12-24+: (Optimal warning time at or exceeding a 24 hour timeframe, which allows for cancellation and/or rescheduling of services, classes, events, etc.)

2 2-12: (moderate warning time which still allows for cancellation of services, classes, events, etc. but on more abbreviated timeframe) 

3 Minimal: (less than two hours or no warning time at all) 

After factoring each impact area, total the row for each hazard.  Using the totals, prioritize the hazards to determine which hazards to plan for first.
Figure 1:  Hazard Analysis Worksheet
	Hazard Type
	Possibility
	Staff Impact
	Property Impact
	Warning Time
	Impact total/Risk Priority

	Earthquake
	3   Highly likely

2   Possible

1   Unlikely              


	3   High
2   Moderate
1   Low       


	3   High
2   Moderate
1   Low       


	3  Minimal

2   2-12 hours

1   12-24+ hours
	

	Flash Flooding
	3   Highly likely

2   Possible

1   Unlikely              


	3   High
2   Moderate
1   Low       


	3   High
2   Moderate
1   Low       


	3  Minimal

2   2-12 hours

1   12-24+ hours
	 

	Severe Thunderstorm (wind or hail)
	3   Highly likely

2   Possible

1   Unlikely              


	3   High
2   Moderate
1   Low       


	3   High
2   Moderate
1   Low       


	3  Minimal

2   2-12 hours

1   12-24+ hours
	

	Tornado
	3   Highly likely

2   Possible

1   Unlikely              


	3   High
2   Moderate
1   Low       


	3   High
2   Moderate
1   Low       


	3  Minimal

2   2-12 hours

1   12-24+ hours
	

	Winter Storm
	3   Highly likely

2   Possible

1   Unlikely              


	3   High
2   Moderate
1   Low       


	3   High
2   Moderate
1   Low       


	3  Minimal

2   2-12 hours

1   12-24+ hours
	

	Hazardous Materials (Transportation Accident in or close facility)
	3   Highly likely

2   Possible

1   Unlikely              


	3   High
2   Moderate
1   Low       


	3   High
2   Moderate
1   Low       


	3  Minimal

2   2-12 hours

1   12-24+ hours
	

	Dam Failure
	3   Highly likely

2   Possible

1   Unlikely              


	3   High
2   Moderate
1   Low       


	3   High
2   Moderate
1   Low       


	3  Minimal

2   2-12 hours

1   12-24+ hours
	

	Fire
	3   Highly likely

2   Possible

1   Unlikely              


	3   High
2   Moderate
1   Low       


	3   High
2   Moderate
1   Low       


	3  Minimal

2   2-12 hours

1   12-24+ hours
	

	Power Outage
	3   Highly likely

2   Possible

1   Unlikely              


	3   High
2   Moderate
1   Low       


	3   High
2   Moderate
1   Low       


	3  Minimal

2   2-12 hours

1   12-24+ hours
	

	Water System Failure
	3   Highly likely

2   Possible

1   Unlikely              


	3   High
2   Moderate
1   Low       


	3   High
2   Moderate
1   Low       


	3  Minimal

2   2-12 hours

1   12-24+ hours
	

	Accidents (transportation)
	3   Highly likely

2   Possible

1   Unlikely              


	3   High
2   Moderate
1   Low       


	3   High
2   Moderate
1   Low       


	3  Minimal

2   2-12 hours

1   12-24+ hours
	

	Medical Emergency
	3   Highly likely

2   Possible

1   Unlikely              


	3   High
2   Moderate
1   Low       


	3   High
2   Moderate
1   Low       


	3  Minimal

2   2-12 hours

1   12-24+ hours
	

	Bomb Threat
	3   Highly likely

2   Possible

1   Unlikely              


	3   High
2   Moderate
1   Low       


	3   High
2   Moderate
1   Low       


	3  Minimal

2   2-12 hours

1   12-24+ hours
	

	Civil Disorder
	3   Highly likely

2   Possible

1   Unlikely              


	3   High
2   Moderate
1   Low       


	3   High
2   Moderate
1   Low       


	3  Minimal

2   2-12 hours

1   12-24+ hours
	

	Death on Campus
	3   Highly likely

2   Possible

1   Unlikely              


	3   High
2   Moderate
1   Low       


	3   High
2   Moderate
1   Low       


	3  Minimal

2   2-12 hours

1   12-24+ hours
	

	Explosion
	3   Highly likely

2   Possible

1   Unlikely              


	3   High
2   Moderate
1   Low       


	3   High
2   Moderate
1   Low       


	3  Minimal

2   2-12 hours

1   12-24+ hours
	

	Hostage Situation
	3   Highly likely

2   Possible

1   Unlikely              


	3   High
2   Moderate
1   Low       


	3   High
2   Moderate
1   Low       


	3  Minimal

2   2-12 hours

1   12-24+ hours
	

	Intruder/Active Shooter
	3   Highly likely

2   Possible

1   Unlikely              


	3   High
2   Moderate
1   Low       


	3   High
2   Moderate
1   Low       


	3  Minimal

2   2-12 hours

1   12-24+ hours
	

	Kidnapping/abduction
	3   Highly likely

2   Possible

1   Unlikely              


	3   High
2   Moderate
1   Low       


	3   High
2   Moderate
1   Low       


	3  Minimal

2   2-12 hours

1   12-24+ hours
	

	Suspicious Package/Device
	3   Highly likely

2   Possible

1   Unlikely              


	3   High
2   Moderate
1   Low       


	3   High
2   Moderate
1   Low       


	3  Minimal

2   2-12 hours

1   12-24+ hours
	

	Weapons Assault
	3   Highly likely

2   Possible

1   Unlikely              


	3   High
2   Moderate
1   Low       


	3   High
2   Moderate
1   Low       


	3  Minimal

2   2-12 hours

1   12-24+ hours
	


Hazard Analysis Results
1 – 4 = Low Risk

5 – 8 = Medium Risk
9 – 12 = High Risk
NOTE:  Depending on the needs and resources of the organization, complete the low priorities as possible.  All hazards with a risk priority rating of high or medium should be considered in your organization’s plan.

[Adjust planning form (add OR remove hazards) to fit your facility.  If a hazard that is listed is not a threat to your facility or your area, remove it.  If you have threats in your area that are missing, add as needed – just make sure you use the same evaluation criteria and scale for all hazards you consider]  
Emergency Action Plan Development Checklist
Prior to an Emergency Situation

· Clarify the Authority section and make sure every Emergency Response Team (ERT) member is aware of who is in charge during an emergency until professional responders arrive on scene.
· Define the roles/responsibilities of the ERT members and cross train the roles so there are always backups for every position (at least 2 people assigned per task).
· Develop a system to notify staff, parents/guardians, and children to share emergency information before, during and after an emergency situation; set up an update/reminder schedule to ensure understanding of the process.
· Develop a system to release children to their parents, formal process that parents are educated on annually.

· Make sure all ERT members and key staff have the Emergency Contact Numbers (update on a regular basis:  set up a schedule and stick to it).
· Develop process for Evacuation: On-Campus and Off-Campus.
· Practice the plan, use a mock scenario as a drill at least once a year and vary the scenario from year to year.
· Conduct a “table top exercise,” which is a facilitated discussion of a scenario with the ERT members prior to the actual practice scenario so ERT members can help facilitate and evaluate the drill.
· Create quick reference guides for staff and teachers to utilize during a situation (like the Specific Emergency Quick Reference Guide in Appendix 20)
During an Emergency Situation
· Inform leaders and ERT members of the emergency situation.
· Analyze the situation and make sure all ERT members share consistent information.
· Utilize the Specific Emergency Quick Reference Guide checklists (modify to customize for your organization) to help take actions quickly which are appropriate for a given situation.
· Person making call to 9-1-1, use the checklist in Appendix 8.
· Communicate, Communicate, Communicate (follow-up to close loops on actions and requests taken during an incident – take the time to make sure all staff have most current information).
After an Emergency Situation
· Enact a documented method of communicating with staff, parents, children, just because the immediate response is concluded does not mean information ceases to be essential.  Your staff and parents will need to know your process and status with regard to recovery.
· Review the action plan to ensure all necessary actions have been taken (i.e. insurance, contractors, etc).
· Conduct After Action Review and update action plans as necessary to improve response to future situations (appropriate to do when normal school activities resume).  Think about what went well and what actions could have been improved.  Make adjustments to action plan to help improve actions should the incident occur again.
Roles and Responsibilities
Emergency Response Team (ERT)
The following are ideas for development of an Emergency Response Team (ERT) should you deem it necessary.  The information provided can be adapted to the needs of your particular site.  As an example, you can call your team whatever name that makes it easy for your staff to understand the team mission and remember it.  Additionally, the team member examples are just examples, there is no perfect way to build this team so you can use the example team given or create your own.   
Best Practice Note:  designate and train at least 2 (preferably 3) staff members for each position and make certain that each position is represented every operating day and during every facility function.   

Team Responsibilities may include:
· Coordinate emergency planning activities 

· Recruiting team members

· Communicate ongoing plans to organization (develop staff training)
· Knowing the procedures in the emergency plan and leading staff through procedures during an emergency 

· Working with other ERT members to evaluate an emergency for after action lessons learned
· Explore opportunities for collaboration with other child care facilities and community organizations prior to disaster

Example ERT may be made up of the following members:  

· Team Leader

· Building Coordinator

· Safety Liaison

· Communications Liaison

· Resource Coordinator

· Staff & Teachers
Develop training schedule annually for all team members, staff and teachers.  The training schedule should include plan process training as well as exercise and drill dates to practice the training skills.

See Appendix 17: Staff Primary and Support Responsibilities Chart (complete once ERT is developed and tasks are assigned).

Team Leader 
A team leader is a staff member who is trained in the overall operation of the organization and who knows the action plan well enough to step into any role during an emergency situation.  This person will coordinate the team and facilitate the development and management of the Emergency Action Plan.  

Responsibilities may include: 

· Activates the Emergency Plan 

· Relay status report information to the emergency agency/agencies involved (e.g., fire department, police, paramedics, emergency management, etc.)
· Coordinate with emergency agencies for any needed evacuations or other emergency actions
· Call for assistance during a medical emergency

· Report a fire or smoke emergency using the 911 emergency numbers 

· Know the locations of the manual fire alarm pull stations

· Know the locations of the fire extinguishers and how to use them

· Schedule and facilitate Emergency Action Plan trainings for ERT Members, organization leaders, organization membership

· Ensure all ERT members are assigned duties and understand all emergency procedures
· May call for an evacuation or identify the need to shelter-in-place
Building Coordinator 

A building coordinator is a staff member trained to know the floor plans of each building and the emergency evacuation or shelter-in-place procedures for any emergency—medical, fire, tornado, etc.. (Your organization Facilities Manager or person that does maintenance might be appropriate for this position but should not be the only person with this information.) 
Responsibilities may include: 

· Maintaining a current master set of keys

· Know the locations of the manual fire alarm pull stations

· Know the locations of the fire extinguishers and how to use them

· Know the facilities lock-down/shelter-in-place procedure 

· Know designated shelter areas and precautions to take in the event of a tornado emergency 

· Know exit routes and alternate exits to correctly respond to a call for evacuation 
· Responsible for developing and maintaining Appendix 1:  Building Systems Checklist
· May call for an evacuation or identify the need to shelter-in-place

· Closing all opened doors as they evacuate an area

· Monitoring news/weather radio for approaching inclement weather and/or hazardous situations affecting the location and communicating such information to Communications Liaison (know the emergency notification systems and activation criteria your city utilizes)
Safety Liaison 

The Safety Liaison team members are staff who understand and are prepared to facilitate a safe and effective response to any emergency situation.  Safety Liaison members know who normally attends and in which classes and are especially attentive to individuals who enter the building as well as individuals who are on the organizations property. 
Responsibilities may include: 

· Work in coordination with the Building Coordinator to minimize hazards where possible
· Report suspicious behavior or activity on or around the property to law enforcement

· Safety response team members should immediately identify themselves as such to any personnel responding to the incident
· Create/maintain activity log containing actions taken including times (should be pre-created form or card that can be completed while in operation) for each incident
· Create and maintain and list of any individuals transported and to what hospitals during each incident, which will be utilized to inform family members as necessary

· Responsible for pulling/managing all student medications if and evacuation or shelter-in-place emergency occurs (obtain/maintain a kit to carry them, list (updated daily or weekly as appropriate of who medications belong to and appropriate dosing).

Communications Liaison 
The Communications Liaison team members are staff who help to ensure efficient, effective communications during an emergency situation.  It is critical for all ERT members to know who the primary Communications Liaison is in order not to duplicate efforts and make sure communications is consistent.

Responsibilities may include:
· If available, maintain hand-held radios to coordinate with ERT members and organization leaders

· Train organization staff on emergency communications procedures

· Maintain all communications and contact lists

· Ensure leaders and team members have up-to-date contact lists

· Activates emergency communications procedures

· Operate any emergency communications system available (i.e. PA system, horns, etc.)

· List of the following as an appendix or attachment to plan:

· Hospital locations and contact numbers
· Other neighborhood day care facilities and contact information (knowing your neighbors and forming community collaborations may help in a crisis situations additionally it may help to coordinate resources)

Resource Coordinator

The Resource Coordinator team members are staff or volunteers who develop resources and tools to be utilized during an emergency given the assumption that you may be limited to working with resources only in the immediate neighborhood during an emergency or large scale disaster.  
Responsibilities may include:

· Understand your financial assets, limitations and commitments.  Have copies readily available both on and off-site of:

· Insurance policies

· Service Contracts

· Deed or lease for building

· Bank information, including all account numbers

· List of signatories on accounts (in case the primary signatory is unavailable)

· Legal identification, evidence of tax exempt status if applicable
· Information on credit accounts, including who are on the accounts, card locations, their limits and who can access the accounts

· Know if you have provisions made for emergency credit extensions

· How much do you keep in petty cash, where is it and who has access to it?  It may be the only source of immediate cash in an emergency

· Is there a procedure to obtain emergency funding from the school?  If so, what is the procedure and who do you contact?

· Creating and maintaining Classroom and Facility Go-Kits as well as necessary Facility Supplies listed.  Classroom Go-Kits are specific to each class and are kept in that class.  A Facility Go-Kit is portable and placed in multiple locations around the facility so as to allow for easy access when evacuating a facility, sheltering-in-place or when any emergency occurs.  They contain many of the emergency supplies needed for disasters but on a smaller scale.  
· Classroom Go-Kit (Example supplies):

· Specific Emergency Quick Reference Guide (pull out – flip chart style of Appendix 20)

· Evacuation Route Map
· Clipboard

· Pen/pencil

· Lists:   Class Enrollment, Staff Phone Tree, Parent/Guardian Contact List
· Change of clothes for each child

· First aid kit/supplies

· Sanitary items (wipes, hand sanitizer, soap, diapers, toilet paper)

· Flashlight

· Batteries

· Child appropriate entertainment (books, games, crayons, coloring books)

· Facility Go-Kits(Example supplies):
· Updated Facility Map and map of City and County or up-to-date Mapsco

· Water (small packets or bottles:  may be used for drinking, rinsing a wound, etc. – could also be stored in safe room if more appropriate)

· Non-perishable snack items or items that store well
· Manual can opener

· First-Aid kit (probably exhaustive than the kit in the classroom go-kit)
· AM/FM radio (with battery capability) ideally, NOAA All-hazards Radio with AM/FM capability
· Mylar blankets (space blanket) – may be included in first aid kits
· Flashlights

· Light-sticks

· Paper plates, bowls, cups, utensils

· Paper towels

· Whistles (for signaling)

· Blankets

· Fire Extinguisher

· Garbage/plastic bags (all purpose and for waste disposal)

· Duct tape

· Carbon Monoxide and Smoke Detector (battery operated)

· Latex gloves

· Tissues/toilet paper

· Sealable bags (small and large)

· Face masks or bandanas (to keep from breathing dust)

· Pocket knife with multiple tools on it

· Pens, markers

· Paper including large sizes

· Clipboards (extra)

· Extra batteries (make sure you have sizes for all items that require batteries: radio, flashlights, carbon monoxide detector)
· Facility Supplies: 

· Tools (for utility shut-offs and repairs)

· Backup generator or emergency lighting 

· Corded Telephone (installed in safe room – cordless phones will not work if power is out once the battery is low)
Staff and Teachers

Staff and Teachers are responsible for students and visitors in their care or in their area at the time of an emergency.  They shall respond as directed by the ERT members and/or in accordance with the Emergency Action Plan guidelines.

Time is crucial during an emergency; therefore, taking the appropriate steps immediately when an emergency occurs can save lives and limit damage to property.  The following ideas are suggested:

· Be prepared to carry out the building guidelines as described in the plan without direction for additional staff (training/practice = key for successful implementation).

· Be aware, the plan guidelines may need to be altered.  Be prepared to receive instructions from ERT members managing the emergency.  The guidelines described are meant to be starting points and provide a course of action for most instances.  However, no guideline can be comprehensive enough to account for every contingency during an emergency; so, be flexible should a last minute change need to occur.

· Understand and be ready to cope with student/visitor reactions.
· Be calm and be a source of reassurance to students (children)/visitors.
· Inform students/visitors of the situation and the need to follow teachers’ instructions – stay calm, children will mirror your demeanor.
· Be aware of scheduling changes so that when an emergency occurs you are aware of what is happening at the facility and who is expected to be attending.
Notification Process
The ERT should work together to develop a process to notify all staff and parents of an emergency including at least specific processes for the following situations:

Situation 1:  Emergency During Operational Hours
Planning considerations for developing this process for emergencies that occur during business hours while classes are in session and students are present:
· How will you notify all staff that are on-duty to start protective actions (PA system, portable radio, “runners”)?
· How will you notify all off-duty staff of the situation?  
· How will you notify parents who have already dropped off children?  
· How will you notify parents who have not yet arrived, if appropriate?

· If the emergency occurs after hours and staff and parents need to be aware before they arrive at the center, like closing due to winter weather incident, how will you ensure all staff and parents are informed in a timely manner?
Situation 2:  Emergency During Non-Operational Hours

Planning considerations for developing this process for emergencies that occur after-hours or on days when the center is normally closed (ex:  winter weather incident occurs over-night causing the center to be closed the following day):
· How will you notify all staff before they try to make it to work (phone, email, and/or notification via a certain TV/Radio channel)?
· How will you notify parents early enough for them to make alternative arrangements (phone, email, notification via a certain TV/Radio channel)?
[Once developed, insert notification process including notification methods here] 
Regardless of how you decide to notify your staff and parents, you will need a current Staff Phone Tree and Parent / Guardian Contact List.  

See Appendix 9: Staff Phone Tree (if this is maintained electronically, make sure staff also receive or print a paper copy in case of technology failure.  Staff should have access at home and copies should be included in the Classroom Go-Kits) 
See Appendix 10: Parent / Guardian Contact List (if this is maintained electronically, make sure staff also receive or print a paper copy in case of technology failure. Staff should have access at home and copies should be included in the Classroom Go-Kits)  

Emergency Pick-up Process
If there is an emergency where parents want/need to pick up their children, the process will be less stressful on the children if it is organized and planned before an incident.  

This process must include provisions for situations such as:   

· Emergency occurs at the facility where parents need to pick up children from the site (this could be secondary to an “Evacuation:  On-Campus”).

· Emergency occurs at the facility where parents must pick up children from a secondary location.  It helps tremendously if parents/guardians are aware of secondary locations prior to an incident so that if they arrive to pick up their child prior to being notified of the emergency and the staff and students are not at the location, it will be better for everyone if they automatically know where to go to check the welfare of their children.  Plus, if there is a perimeter around the facility where parents cannot obtain access, they need to know where to go instead.  
· Large scale emergency could occur in the area, region, state, or nation causing parents/guardians to collect children outside of the normal schedule/routine (ex:  September 11, 2001).

Each of the noted situations will already be stressful and demanding so having a clear process that is understood by all prior to an emergency is a way to limit confusion and lessen anxiety during such a situation. Research shows people react more calmly when they know what actions to take and are aware of processes/expectations for such processes during an emergency.

 [Once developed, insert process including any necessary tools (student name placards in windshield, DL ready to present, etc.] 
Ingress and Egress Planning
Beyond planning for daily ingress/egress routes and emergency evacuation routes, schools must plan for assisting students, staff and visitors with disabilities.   Under the Americans with Disabilities Act of 1990, schools must plan to assist individuals who are deaf/hard of hearing, blind/partially sighted, mobility impaired and/or cognitively/emotionally impaired. The [insert designated ERT member here] is responsible for approving and promulgating this plan.

Planning Considerations Specific to Individuals with Disabilities:
· Identify students with disabilities and their classroom locations to mitigate potential evacuation issues. [insert designated ERT member here]
· Determine proper signage and equipment. [insert designated ERT member here]
· Train staff to assist individuals with disabilities.  [insert designated ERT member here]
· Coordinating with emergency response personnel relevant to assisting individuals with disabilities.  [insert designated ERT member here]
General Planning

It is recommended that schools identify the location of potential evacuation sites based on the potential circumstances that may cause movement/relocation of the school population in the event of an emergency.

· On-Campus Evacuation/Rally Points
Review your school site layout and determine where the safest outdoor location is on campus to assemble your students and staff.

· Off-Campus Evacuation/Assembly Location

Identify a primary and backup facility that both have the capacity to house your staff and children.  Prior to an emergency, establish memorandums of agreement with each facility as an alternative evacuation assembly location.

Maps showing On-Campus and Off-Campus Evacuation/Assembly Locations as well as Emergency Ingress/Egress routes should be posted at each classroom doorway and exit doorway from the facility.

[insert designated ERT member here] should maintain a comprehensive list of all On-Campus Evacuation/Rally Points and Off-Campus Evacuation/Assembly locations including facility name, address, contact person name, phone number, date of agreement.
	Primary Off-campus Evacuation/Assembly Location
	Secondary Off-campus Evacuation/Assembly Location

	Organization
	
	Organization
	

	Address
	
	Address
	

	Contact
	
	Contact
	

	Phone Number
	
	Phone Number
	

	Date of Agreement
	
	Date of Agreement
	


See Appendix 2:
Site Map including On-Campus Rally Points

See Appendix 3:
Facility Map

See Appendix 4:
Emergency Response Locations Listing, maps, routes (this appendix

includes locations for Shelter-in-place, lockdown, as well as primary and secondary Off-campus evacuation/assembly locations)                                   

Service Contracts / Memorandums of Understanding Considerations
A Memorandum of Understanding is a document describing an agreement between parties to help protect the facility and ensure essential services are maintained or provided during an emergency.  Having such an agreement during a time of emergency can be the different for a facility having first priority of a contractor or last priority. [insert designated ERT member] is responsible for reviewing necessary processes and services which would be necessary to continue during an emergency and as such warrant such provisions. 

Licensed child care facilities should designate at least one entity within their immediate area and one backup entity out of their immediate area to provide for the following during times of emergency: 

· Food

· Water

· Transportation

· Alternate location (appropriate location for evacuation of children away from the primary site)

During emergencies, service providers can be affected just as a child care facility may be affected.  Thus, designating alternative providers within and outside your facility’s area and establishing agreements in preparation of an emergency can help to ensure your facility continuities to receive goods and services.   

See Appendix 5:  Sample Memorandum of Understanding 

Once Memorandums of Understanding are in place, keep an updated list of vendors, agencies, or businesses that the facility has agreements or contracts with that can be used during an emergency.   

See Appendix 6: Service Contractor Log
Plan Training and Education
The Emergency Action Plan will be distributed to all staff and will be made available to all parents to review in the school office.  This process is ensured and managed by [insert designated ERT member].

Staff Training

It is important for owners, administrators and staff of facilities to prepare themselves and their family and households for emergencies so they are better equipped to support the children in their care during emergency situations.  

Staff can obtain a free copy of the KnoWhat2Do Guide from their local Office of Emergency Management by phone, requesting the materials through the regional website at:  http://www.knowhat2do.com/ or by downloading directly from the site.

Staff should be trained annually on the facility emergency plan and training must include:

· How to utilize the plan

· Responsibilities of each staff member during emergencies

· Guidelines for responding to various emergencies (Appendix 20) 

· Use of fire alarms and fire extinguishers

· Evacuation and Shelter-In-Place concepts

· Severe Weather Notification Practices/Concepts


Facility Directors should facilitate an exercise (or practice scenario) including all staff to test the plan training concepts, evaluate the effectiveness of the plan guidelines and incorporate lessons learned during these exercises into updated versions of the plan at least annually with drills occurring on a more frequent basis so that staff is comfortable with emergency processes and has the opportunity to walk children through these processes to reduce stress during an actual emergency.  ERT members should participate in these exercises and may also help Directors facilitate and evaluate the exercises for lessons learned and plan update needs.


Parent Education
Equal to staff preparedness is encouraging families enrolled in your facility to take steps to prepare for emergencies.   Citizens, just like staff, may obtain a free copy of the KnoWhat2Do Guide from their local Office of Emergency Management by phone, requesting the materials through the regional website at:  http://www.knowhat2do.com/ or by downloading directly from the site.   

Consider asking families to bring individual emergency packs for each child to keep at your facility that includes a change of clothes, blanket, one day supply of diapers (if necessary), one day supply of formula (if necessary) or non-perishable snack goods, a few family photos and a comfort item like a teddy bear to help console their child during a crisis.  These individual packs should be stored in your safe room or in easily accessible go-kits per classroom. 
Educate the parents of the children in your care on your facility’s emergency plan including:
· How they will be notified in the event of an emergency, obtain contact numbers for communication during emergencies.  
· Designated emergency alert television and radio stations where parents can expect to obtain information about your response. 

· Designated alternative locations in case of evacuation

· Process for picking up and checking the welfare of children after an emergency and from the alternative location. 

· Obtain pre-authorization for emergency care and transportation of every child in your care.

· Provide this information to parents / guardians in a letter annually and in new family packets (September is National Preparedness Month and a great time to update plans).  

· Consider incorporating parents / guardians into exercises (practice scenarios) and drills. 

See Appendix 18:  Emergency Response, Training, and Exercise Log

See Appendix 10:  Parent / Guardian Contact List

See Appendix 13:  Radio and Television Communication List                                                 
See Appendix 11:  Sample Authorization for Emergency Care and Transportation                                                         See Appendix 12:  Sample Letter to Parents / Guardians (example letter you could send to notify Parent / Guardians of Emergency Processes)        

Post-Incident and Exercise Review
The [ERT Team Leader/ERT members/Organization Leaders] are responsible for organizing and conducting an After Action Review following a significant emergency incident or completion of an exercise, which is a constructive review of staff actions, parent actions, plan processes, identification of capability gaps that exist in the current plan, need for plan updates based on performance. The critique should include both written and verbal input from all participants. Where deficiencies are identified, [ERT members/staff] will be assigned responsibility for correcting the deficiency and a due date shall be established for that action.
State licensing regulations and Local ordinances may dictate a certain number and frequency of fire drills and tornado drills.  Verify licensing requirements and local ordinance restrictions through Local Fire Marshal or Code Enforcement Office.
Plan Development and Maintenance
The ERT is responsible for the overall development and completion of the Emergency Action Plan and Specific Emergency Guidelines.  The [organizational leadership] is responsible for approving and promulgating this plan.

Distribution of Planning Documents

The [organizational leader] shall determine the distribution of this plan and quick reference guides developed from the plan. In general, copies of plans should be distributed to those tasked in this document. Quick reference guides should be strategically located throughout the facility and utilized to train staff and students regarding emergency processes.  
The [Communications Liaison] is responsible for the actual disbursement of plan to identified individuals.

See Appendix 19:  Distribution List
Review/UPDATE

The Emergency Action Plan should be reviewed at least annually by [ERT members/leadership]. The [ERT Team Leader] will establish a schedule for annual review of planning documents by those tasked in them.
This plan will be updated based upon deficiencies identified during actual emergency situations and exercises and when changes in threat hazards, resources and capabilities, or organizational structure occur. 
References
Office for Domestic Preparedness Emergency Response Planning for WMD/Terrorism Incidents Technical Assistance Program

National Association of County and City Health Officials’ Best Practice Centers and Missouri’s West Central Missouri Community Action Agency’s Head Start Program Emergency Response Planning for Child Care Providers and Head Start Emergency Preparedness Plan

Missouri Office of Emergency Management Congregation Emergency Plan
FEMA Independent Study Program: IS 362 – Multi-Hazard Emergency Planning for Schools
Washington State Emergency Management Division in Partnership Comprehensive All Hazard Planning Guide and Model School Plan for Washington State Schools

Texas School Safety Center 2010 Draft EOP Planning Guide 
Santa Clara County Office of Education Senate Bill 187, Comprehensive School Safety Plan Process & Template

Appendices
Appendix 1

Building Systems Checklist
This appendix may include information about the location of emergency equipment and information about warning systems for your particular site.  Such systems may include, but are not limited to, the following: 
Utility Access
	Type of Utility
	Location of Cut-off
	How location is displayed on map

	Natural Gas
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	Electric
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	Water


	
	

	HVAC


	
	

	Telephone


	Main Panel: 
	


Fire/Smoke Detection and Warning 
Recommended information: what type of fire/smoke detection system, if you have a suppression system like automatic sprinklers, location of fire extinguishers, lighting for the system, how the system alarms (what does it do, sound like, etc.
Emergency Power System 

Recommended information: list emergency power backup equipment, when/how it is activated (automatic, manual, etc). 
Location of Emergency Action Plan Quick Reference Books

· [Specifically list locations of quick reference books for use during an incident (i.e. in each Go-Kit, by the door of each classroom in a red notebook, etc.)]
Go-Kits

Go-Kit locations are highlighted on the Facility Map as 

The list of locations is as follows:

· [List locations]
Appendix 2
Site Map
including On-Campus Evacuation/Rally Points
-INSERT MAP OF SITE AND SURROUNDING AREA-
RECOMMENDED INFORMATION FOR MAP INCLUSION:

(Site maps should be placed in quick reference Guides and in each room)


NOTE:

If possible, this should be done on one map. 

Appendix 3
Facility Map
-INSERT MAP OF EACH BUIDING/FACILITY ON THE SITE -
RECOMMENDED INFORMATION FOR MAP INCLUSION:

(maps shall be placed in Quick Reference Guides and in each room)


NOTE:

Blue prints of the site should not be used in place of this map diagram, they are usually too hard to read to effectively serve this purpose.  However, blue prints should be made available to responders by the Building Coordinator.  Blue prints may be necessary in certain fire or tactical situations. 

Appendix 4
Emergency Response Location Listing
Emergency Response Locations

	Shelter-in-Place
	

	(Consider diaper changing and restroom facilities.)
	

	Location:
	 FORMTEXT 

     

	Code Word for Activation:
	 FORMTEXT 

     


	
	

	
	

	
	

	
	

	Lock Down
	

	(Consider diaper changing and restroom facilities.)
	

	Location:
	 FORMTEXT 

     

	Code Word for Activation:
	 FORMTEXT 

     

	
	

	
	

	
	

	
	

	Primary Off-Campus Evacuation/Assembly Location
	

	Location:
	 FORMTEXT 

     

	Address:
	 FORMTEXT 

     

	City, State, Zip:
	 FORMTEXT 

     

	Telephone:  
	 FORMTEXT 

     

	
	

	
	

	
	

	
	

	Secondary Off-Campus Evacuation/Assembly Location
	

	Name:
	 FORMTEXT 

     

	Address:
	 FORMTEXT 

     

	City, State, Zip:
	 FORMTEXT 

     


	Telephone:  
	 FORMTEXT 

     


Appendix 5
Sample Memorandum of Understanding
sample for back-up transportation – consider others for services such as food, catering, alternate locations

Agreement between name of licensed child care facility and name of transportation company.

Introduction

This agreement will define the relationship, responsibilities and obligations between (name of licensed child care facility) and name of transportation company.  The purpose of this MOU is to ensure that, in the event of a natural or man-made disaster that requires evacuation, the staff and children in the care of name of licensed child care facility may be efficiently evacuated from address of licensed child care facility and transported to safety.

Authorities

Name of licensed child care facility serves the child development needs of children birth through age insert highest age accepted and their families.  Name of transportation company works to plan, build and operate a transportation system in the insert city, town, county area.

Areas of Cooperation Under the Terms of the Agreement

· Name of transportation company agrees to provide transportation for insert number staff, insert number children between the ages of insert ages, and insert number of infants between the ages of insert ages that require child safety seating in the event of an evacuation.  The management further agrees to provide certified drivers, fuel and insert additional agreements such as child safety seats.

· Name of licensed child care facility agrees to maintain responsibility for the presence and well-being of all its staff and children.  Name of licensed child care facility will maintain daily attendance sheets and assemble staff and children for transport.  Further, the child care facility agrees to insert additional agreements such as meeting location for pick-up.

Insurance and Indemnification

· Each participating organization will maintain independent/individual insurance coverage.

· Name of transportation company will insure drives and riders against….

· Name of licensed child care facility will be responsible for any and all….

Periodic Review

· Records of persons transported will be recorded and maintained by the name of transportation company.

· Records of services provided by name of transportation company will be invoiced to name of licensed child care facility.

· Name of transportation company will provide above said services at a rate of insert cost per hour.

Terms of Enforcement

This agreement shall become effective upon the execution by authorized individuals of both organizations.  It shall continue with or without subsequent modification until it is terminated.  Modification shall be by the same means as original execution.

Signature:  ______________________

Signature:  ______________________



Date:  ___________________


Date:  ___________________
Facility:   FORMTEXT 

     




Transportation Company:  FORMTEXT 

     
 Appendix 6
Service Contractor Log
	Service
	Organization
	Contact Name
	Street Address, City, State, Zip
	Cell Phone No.

	In Immediate Area (PRIMARY)

	Food 
	 FORMTEXT 

     
	 FORMTEXT 

     
	 FORMTEXT 

     
	 FORMTEXT 

     

	Transportation 
	 FORMTEXT 

     
	 FORMTEXT 

     
	 FORMTEXT 

     
	 FORMTEXT 

     

	Alternate Locations
	 FORMTEXT 

     
	 FORMTEXT 

     
	 FORMTEXT 

     
	 FORMTEXT 

     

	Catering
	 FORMTEXT 

     
	 FORMTEXT 

     
	 FORMTEXT 

     
	 FORMTEXT 

     

	 FORMTEXT 

     
	 FORMTEXT 

     
	 FORMTEXT 

     
	 FORMTEXT 

     
	 FORMTEXT 

     

	Outside of Immediate Area (SECONDARY)

	Food 
	 FORMTEXT 

     
	 FORMTEXT 

     
	 FORMTEXT 

     
	 FORMTEXT 

     

	Transportation 
	 FORMTEXT 

     
	 FORMTEXT 

     
	 FORMTEXT 

     
	 FORMTEXT 

     

	Alternate Locations
	 FORMTEXT 

     
	 FORMTEXT 

     
	 FORMTEXT 

     
	 FORMTEXT 

     

	Catering
	 FORMTEXT 

     
	 FORMTEXT 

     
	 FORMTEXT 

     
	 FORMTEXT 

     

	 FORMTEXT 

     
	 FORMTEXT 

     
	 FORMTEXT 

     
	 FORMTEXT 

     
	 FORMTEXT 

     

	 FORMTEXT 

     
	 FORMTEXT 

     
	 FORMTEXT 

     
	 FORMTEXT 

     
	 FORMTEXT 

     


Appendix 7
Emergency Services Contact Numbers

The numbers provided are for Richardson, replace numbers with specific numbers appropriate for your city.
	Public Safety Agencies
	Number

	General Emergency
	911*

	Police/Fire
	911*

	Poison Control
	1-800-362-0101

	Non-emergency contact numbers for information:

(In emergency, do not use non-emergency numbers)





	Police








	972-744-4800

	Fire







	972-744-5700

	Fire Marshal 







	972-744-5750

	Emergency Management





	972-744-4212 or 4216

	Utility Contacts
	Number

	Atmos Gas
	800-817-8090

	Oncor
	888-313-4747

	Public Services 24-Hour Service Line – Water/Sewer Emergencies
	972-744-4111

	Insurance Claims
	Number

	Insurance Provider
	###-###-####

	Service Contractors
	Number

	Security System 
	###-###-####

	Fire Alarm System
	###-###-####

	ERT Staff Contacts 
	Number

	Director:  Name
	###-###-####

	Team Leader:  Name
	###-###-####

	Building Coordinator:  Name
	###-###-####

	Safety Liaison:  Name
	###-###-####

	Communications Liaison:  Name
	###-###-####

	Resource Coordinator:  Name
	###-###-####

	Team Member:  Name
	###-###-####

	Team Member:  Name
	###-###-####

	Team Member:  Name
	###-###-####

	Team Member:  Name
	###-###-####


* Determine the appropriate sequence required to dial 911 from your sites phone system.  For example, if you must dial a 9 before a number, include this in the number column.
Appendix 8
911 Checklist
When you call 911, it is important you provide pertinent information to the operator as long as it is not jeopardizing your safety to say on the line.

The operator will need as much of the following information as possible:
· Location of the incident

· Your name

· Nature of your emergency (fire, police, medical, etc.)

· What happened or type of threat in a concise manner, which allows them to get the call processed
· Type of injuries

· Type of weapons involved

· Precise location of injured parties (where on the site)

· Suspect information:  name of suspect (if you know it), race, clothing description
· Vehicle description including:  color, make, model and license plate number
· If the suspect fled the scene:  direction of travel and method (on foot, in vehicle)

Depending on the situation, the 911 operator may:

· Instruct you to perform emergency medical actions on a victim

· Ask you or someone you designate to meet responding units at the entrance or another safe location

· Ask you to confirm an address or call back

Remember:  stay calm and answer the questions the operator asks.  
This checklist is provided as a training tool so that you know what to expect when you call 9-1-1.  The call taker will ask you for information which is pertinent for responders so it may or may not be in this order.  
Appendix 9
Staff Phone Tree

Insert Phone Tree or “Call-down” process to include all staff members but minimize calling time (do not assign one individual to contact all staff members – it takes too long for notification to be made in this manner.
	Staff Member - Name
	Home

Telephone No.
	Cell No.
	Responsible for Calling
	Contact Made (Y/N)

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Appendix 10
Parent / Guardian Contact List
	Child’s Name
	Parents’ Name
	Special Care
	Cell No.
	Alternate Name
	Alternative Cell No.

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Appendix 11
Sample Authorization for emergency Care and Transportation
Director Name
Name of Licensed Child Care Facility
Name of Child
If, at any time, due to such circumstances as an injury or sudden illness or other unforeseen emergency, medical treatment is necessary, I authorize name of licensed child care facility to take whatever emergency measures they deem necessary for the protection of my child while in their care.

I understand that a natural or deliberate disaster or emergency may result in the need for my child to be transported to another location for safety.  

I understand that this may involve contacting a doctor, interpreting and carrying out his or her instructions, and transporting my child to a hospital or doctor’s office, including the possible use of an ambulance.

If possible, the hospital I prefer my child be transported to is:

 Name of Hospital located at Hospital Address 

or 

the doctor contacted will be:

Doctor's Name, Address, and Phone Number.

I understand that this may be done prior to contacting me, and that any expense incurred for such treatment, including ambulance fees, is my responsibility.

_________________________________________________________________________

Parent / Guardian Signature 




Date

[If your facility already has such an authorization, insert that form here and delete this version.]
Appendix 12
Sample Letter to Parents / Guardians
Insert Date
Dear Parent / Guardian:

In the event of an emergency situation name of licensed child care facility has outlined the below response plan.  Please know that name of licensed child care facility will make every attempt to notify you so it is vital that you keep your emergency contact information up-to-date.  Keep this letter with you so that you will know how to contact us in the event of an emergency.

Evacuation / Relocation

· If the emergency is confined to the immediate area at the name of licensed child care facility, e.g. fire, and the children cannot stay on the premises, the children will be taken to name of evacuation / relocation site, located at street address.  The children and staff will remain at this location while you or your emergency contact is notified of the situation.  

· If the emergency is more wide spread and encompasses a larger area such as the neighborhood due to an environmental threat, e.g., flood, and the children cannot remain in the immediate area, they will be transported to name of evacuation / relocation site, located at street address.   The children and staff will remain at this location while you or your emergency contact is notified of the situation.  

· Please sign the attached authorization for emergency care and transportation and return by deadline date.

Emergency Care

· In the event that a child, or all children are in need of a physical exam or emergency care, the child or children will be transported to name of health care facility, located at street address, city where they will be examined by a physician and you will be notified.  

Notification

· Every effort will be made to contact you as soon as the children and staff are safe.  If we cannot reach you, we will contact your alternate emergency contact.  Children will only be released to you or your alternate emergency contact during times of emergency.

· Information about the event can be obtained through TV stations, radio stations and on our web site at URL.

Emergency Supplies

· We encourage you to bring individual emergency packs for each child to keep at our facility that includes a change of clothes, blanket, one day supply of diapers (if necessary), one day supply of formula (if necessary), a few family photos and a comfort item like a teddy bear to help comfort your  child during a crisis.  These individual packs will be stored in our safe room and only accessed during an emergency.

Please rest assured that name of licensed child care facility staff will remain with and care for the children at all times during an emergency to ensure the children’s safety.  As always, please don’t hesitate to contact me if you have any questions or concerns.

Sincerely,

Name of Licensed Child Care Facility Administrator
Enclosure

Appendix 13
Radio and Television Communication List
	Name
	Call Letters
	Telephone No.
	Fax No.
	Email

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Use this list to pre-identify radio and television stations the communications liaison will notify in order to help communicate emergency information to staff and parents/guardians should normal notification process be insufficient or unavailable due to phone system failure or the type of incident.

Appendix 14
Resource Inventory

-INSERT RESOURCE INVENTORY OF EMERGENCY EQUIPMENT-
INCLUDE:


IDENTIFY ANY AND ALL AVAILABLE RESOURCES THAT MAY BE USED OR MAY BE NEEDED IN THE EVENT OF AN EMERGENCY

Appendix 15                                                                                                                                                   
 Staff Skills Survey & Inventory

Name / Organization Service Roles_____________________________/_____________________________________________
During any emergency situation, it is important to be able to draw from all available resources.  The special skills, training and capabilities of the staff will play a vital role in coping with the effects of any emergency incident.  The purpose of this survey/inventory is to pinpoint those staff with equipment and special skills that might be needed.  Please indicate the areas that apply to you and return this survey to the ERT Team Leader.

PLEASE CHECK ANY OF THE FOLLOWING IN WHICH YOU HAVE EXPERTISE & TRAINING.

CIRCLE YES OR NO, WHERE APPROPRIATE.

	_____ First Aid (current card yes/no)
	_____ CPR (current yes/no)
	_____ Triage
	_____ Firefighting


	_____ Construction (electrical, plumbing, carpentry, etc.)
	


	_____ Emergency Planning
	_____ Emergency Management
	_____ Search & Rescue


	_____ Law Enforcement
	Bi/Multi-lingual (what language (s)) _________________________________


	_____ Mechanical Ability
	_____ Public Works or Utilities
	_____ Bus/Truck Driver

(Class 1 or 2 license yes/no)


	_____ Shelter Management
	_____ Structural Engineering
	_____ Food Preparation


	_____ Ham Radio Operator
	_____Survival Training & Techniques
	_____ Camping


	_____ Waste Disposal
	_____ Journalism
	_____ Recreational Leader


DO YOU KEEP A PERSONAL EMERGENCY KIT? _____________ in your car? _______ 
DO YOU HAVE MATERIALS IN YOUR CAR OR DESIGNATED WORK AREA ON SITE THAT WOULD BE OF USE DURING AN EMERGENCY?

(i.e., athletic bibs, traffic cones, carpet squares) _________ Yes _________ No

DO YOU HAVE EQUIPMENT OR ACCESS TO EQUIPMENT OR MATERIALS AT YOUR SITE THAT COULD BE USED AN IN EMERGENCY? _________ YES _______ NO 

PLEASE LIST EQUIPMENT AND MATERIALS.

_____________________________________________________________________________________________

_____________________________________________________________________________________________

COMMENTS __________________________________________________________________________________

_____________________________________________________________________________________________

WHAT WOULD MAKE YOU FEEL MORE PREPARED SHOULD A DISASTER STRIKE WHILE YOU WERE AT SERVICES OR EVENTS AT THIS FACILITY?

_____________________________________________________________________________________________

_____________________________________________________________________________________________
Appendix 16
Master Schedule

Insert detailed calendar that includes all facility scheduled operation days, special events, trainings, exercises, etc.  At least, this calendar should be updated annually – however, depending on how far in advance events are scheduled, it may need to be updated quarterly or even monthly as changes are necessary.  Helps to provide situational awareness when an emergency arises as well as documents staff and parent education and exercises.

Appendix 17
Staff Primary and Support Responsibilities chart
Enter Staff Name/Position and indicate their level of responsibility for each task in the 6 columns.

P = Primary Responsibility             S = Support Responsibility             * = Joint Responsibility
Depending on how you organize your Emergency Response Team (ERT), this chart may need to be re-formatted to reflect more pertinent data.
	Staff / ERT Position
	DAILY ATTENDANCE


	PARENT / GUARDIAN CONTACT NUMBERS
	STAFF CONTACT NUMBERS
	EMERGENCY SUPPLIES
	GRAB & GO BINDER
	911 / EMERGENCY SERVICES NUMBERS

	 FORMTEXT 

     
	 FORMTEXT 

 
	 FORMTEXT 

 
	 FORMTEXT 

 
	 FORMTEXT 

 
	 FORMTEXT 

 
	 FORMTEXT 

 

	 FORMTEXT 

     
	 FORMTEXT 

 
	 FORMTEXT 

 
	 FORMTEXT 

 
	 FORMTEXT 

 
	 FORMTEXT 

 
	 FORMTEXT 

 

	 FORMTEXT 

     
	 FORMTEXT 

 
	 FORMTEXT 

 
	 FORMTEXT 

 
	 FORMTEXT 

 
	 FORMTEXT 

 
	 FORMTEXT 

 

	 FORMTEXT 

     
	 FORMTEXT 

 
	 FORMTEXT 

 
	 FORMTEXT 

 
	 FORMTEXT 

 
	 FORMTEXT 

 
	 FORMTEXT 

 

	 FORMTEXT 

     
	 FORMTEXT 

 
	 FORMTEXT 

 
	 FORMTEXT 

 
	 FORMTEXT 

 
	 FORMTEXT 

 
	 FORMTEXT 

 

	 FORMTEXT 

     
	 FORMTEXT 

 
	 FORMTEXT 

 
	 FORMTEXT 

 
	 FORMTEXT 

 
	 FORMTEXT 

 
	 FORMTEXT 

 

	 FORMTEXT 

     
	 FORMTEXT 

 
	 FORMTEXT 

 
	 FORMTEXT 

 
	 FORMTEXT 

 
	 FORMTEXT 

 
	 FORMTEXT 

 

	 FORMTEXT 

     
	 FORMTEXT 

 
	 FORMTEXT 

 
	 FORMTEXT 

 
	 FORMTEXT 

 
	 FORMTEXT 

 
	 FORMTEXT 

 

	 FORMTEXT 

     
	 FORMTEXT 

 
	 FORMTEXT 

 
	 FORMTEXT 

 
	 FORMTEXT 

 
	 FORMTEXT 

 
	 FORMTEXT 

 

	 FORMTEXT 

     
	 FORMTEXT 

 
	 FORMTEXT 

 
	 FORMTEXT 

 
	 FORMTEXT 

 
	 FORMTEXT 

 
	 FORMTEXT 

 

	 FORMTEXT 

     
	 FORMTEXT 

 
	 FORMTEXT 

 
	 FORMTEXT 

 
	 FORMTEXT 

 
	 FORMTEXT 

 
	 FORMTEXT 

 

	 FORMTEXT 

     
	 FORMTEXT 

 
	 FORMTEXT 

 
	 FORMTEXT 

 
	 FORMTEXT 

 
	 FORMTEXT 

 
	 FORMTEXT 

 

	 FORMTEXT 

     
	 FORMTEXT 

 
	 FORMTEXT 

 
	 FORMTEXT 

 
	 FORMTEXT 

 
	 FORMTEXT 

 
	 FORMTEXT 

 


Appendix 18
Emergency Response, Training and Exercise Log

	Organization:
	
	
	


List each emergency incident requiring activation of the Emergency Action Plan and each Training and Exercise facilitated for staff and/or parents (attach rosters of participants)
	Date
	Type 
	Comments

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Appendix 19
Distribution List

	Organization:
	
	
	


	Date
	EAP

or
QUICK REFERENCE GUIDE
	Name

Position

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Appendix 20
Specific Emergency Quick Reference Guide
Specific Emergency Quick Reference Guide
1. Remain Calm

2. Evaluate The Situation

3. Take Action

G





E





W





H





T





Overall site layout and building placement


Rally locations for evacuation


Outside Triage area














One floor-plan diagram for each building on the site


Primary evacuation routes 


Alternate evacuation routes


Handicap evacuation areas


Shelter-in-place locations


Go-Kit locations


Utility access/shut-off for


Gas


Water


Electricity


HVAC System


Telephone system


Site assignments and Staging Areas 


HazMat storage areas (IF APPLICABLE)


Room numbers


Door/window locations


Roof accesses


Any other information deemed appropriate by your ERT














Communications equipment


Automated External Defibrillator(AED)


Fire fighting equipment


Lighting


Go-Kits (include all contents)


First aid supplies


Food


Water


Blankets


Etc


Maintenance supplies


Tools
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