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Emergency/Disaster Plan Example


Emergency Contact Information:
Updated lists of child and staff contact information will be keep in several locations to be easily accessible in case of an emergency.  A list will be posted on bulletin board by the desk, under the sign in sheets next to the door and also in the emergency evacuation backpack in the kitchen.

Staff Training and Practice Drills:
Staff will be required to complete YIKES training on childcaretraining.org and also to review the Emergency/Disaster Plan.  State licensing requires facilities to conduct practice drills throughout the year.  Eight fire drills and two non-fire drills will be done annually and documented on the monthly checklist posted on the wall.  Fire detectors will also be tested monthly and noted on the sheet.

Evacuation Procedures:
· Exits- The east entrance of the daycare is the main evacuation point.  There are two other exits that can be used, one on the north side of the building by the kitchen and also the main exit on the south side by the main office.  (Please see attached chart)
· Fire extinguishers and smoke detectors are located throughout the building.  The closest fire extinguisher is located in the kitchen.
· Evacuating infants and toddlers- if a wheeled crib is available, all infants and slower moving toddlers should be placed in crib and evacuated out nearest exit.  If crib is not available, strollers and front carrying pack should be used to assist in evacuations.  
· During an evacuation, staff will make sure all children are accounted for.  One employee will grab the evacuation backpack and the other will grab the sign in clip board.  Employees will work together to make sure children remain together and head to the relocation destination safely.  Staff will work together to accommodate any special needs situations that may arise.
· Once safely relocated, staff will again count to ensure all children are together.  After appropriate emergency services have been notified, staff will start contacting parents/guardians for children present to schedule reunification as soon as possible at new location.  
· The facility director will be responsible for contacting state licensing to inform them of the emergency situation and subsequent accommodations that may need to be made.
Relocation and Transportation Procedures:
There are two relocation sites designated for the facility, one within walking distance and the second two miles away in the case of a more extreme situation.  
· If evacuating within walking distance, the children should be taken out of the building and escorted south across the street to XXXXXXXXXX.  The property belongs to John Doe, who has signed an agreement stating the facility can use her home as a temporary relocation site while waiting for reunification of families.
· [bookmark: _GoBack]If the need exists to evacuation beyond the walking distance site, children will be taken to (alternate location), XXXXXXXXXX  Children will be relocated using the safest means available.  Permission slips have been signed by parents allowing the staff to move children to the alternate location and are located in the 72-hour emergency kit.

Emergency Kits:
Two emergency kits are available at the facility.  The emergency backpack, located in the kitchen, is designed for a short-term emergency situation, up to six hours.  The large black and yellow bin, also located in the kitchen, allows for up to a 72-hour emergency.  (Please see attached inventory lists for both kits)

Lockdown/Shelter in Place Procedure:
If the need arises to lock down inside the building, the children will be moved to the main living area.  The emergency kits will be taken from the kitchen as children are safely moved down the hall.  Staff will make sure all doors and windows are locked, curtains are closed and everything is shut as we move down to the safe area.  (Please see attached YIKES Safe-Place and Shelter-In-Place Checklist for further instructions)

Continuity of Operation:
In the case of an emergency relocation, basic health and safety standards must be maintained for the children.  If the need arises to continue operation in a relocation site, a temporary operating plan must be submitted to the state within 72 hours.  The following items need to be included in the plan:
· Address of temporary facility
· Expected length of time at temporary facility
· Plan for any modifications to licensing requirements

Emergency Kit Inventory List


72 Hour Kit					
	Permission Slips

	Water 

	Food

	Eating utensils

	Can opener

	Flare

	Extra clothing

	Blankets

	Large 1st Aid Kit

	Benadryl 

	Diapers and wipes

	Utility knife

	Bar of soap

	Paper towels

	Plastic bags

	Tampons

	Games/toys

	Candles

	Matches

	Duct tape

	Plastic sheeting














Short Term Backpack
	Emergency contact list

	Relocation agreement

	Water

	Food

	Formula

	Disposable cups

	Baby bottles

	Safety blankets

	Work gloves

	Diapers and wipes

	Hand sanitizer

	Toilet paper

	Flashlight

	Pencils

	Radio



