EMERGENCY PLAN ADDENDUM
Sample

EMERGENCY PHONELIST

	Name
	Classroom / Location
	Phone Number or Ext.

	Director Name
	Main Office
	5405

	Teacher PK3
	Classroom 101
	

	Teacher PK4
	
	

	Teacher K
	
	

	Teacher 1
	
	

	Teacher 2
	
	

	Teacher 3
	
	

	Teacher 4
	
	

	Teacher 5
	
	

	Teacher 6
	
	

	Teacher 7
	
	

	Teacher 8
	
	

	Principal
	
	

	West Brandywine Police:


	EMERGENCIES call 911

Non-Emergency: 610-380-8201

	West Brandywine Ambulance: 

Non-Emergency call 

EMS office:

Wagontown Station:
	EMERGENCIES call 911

610-384-2770

610-383-1453
610-384-2770

	West Brandywine Fire Department:
	ANY EMERGENCY call 911

	Fire information:
	610-383-0538

	POISON CONTROL CENTER:
	800-222-1222

	Diocese of Allentown Office of Education: 
	610-866-0581

	Relocation Facility

St Peter’s Catholic Church
	2835 Manor Rd,

West Brandywine, PA 19320
	555-555-5555

	Facility Transportation Provider(s)

Krapf Buses
	
	


Parent/Guardian Roster

	Child Name
	Parent/Guardian Name(s)
	Phone Number(s)
	Email(s)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Infant Center
Evacuation
· Place 4 infants per evacuation crib. Take emergency bag. 

· Go into the interior storage room and close the door. 

· Record attendance on child roster. 

· Walkie Talkie on channel 10 with headphones. 

· Wait for directions.
Add building evacuation map with highlighted route.

INFANT CENTER

SHELTER
· Place 4 infants per evacuation crib. 
· Take emergency bag. 
· Go into the interior storage room and close the door. 
· Record attendance on child roster. 
· Walkie Talkie on channel 10 with headphones. 
Wait for directions.

TODDLER CLASSROOM
EVACUATION
· Take emergency bag. 
· Go out of the classroom outside door G. 
· Continue out and turn left when you get to the driveway. 
· Follow the paved path into the cornfield.

· Record attendance on child roster. 
· Walkie Talkie on channel 10 with headphones. 
· Wait for directions.
Add building evacuation map with highlighted route.

TODDLER CLASROOM

SHELTER

· Take emergency bags. 
· Go into the interior

· storage room between toddler 1 room and

· toddler 2 room and close the door. 
· Record attendance on child roster. 
· Walkie talkie on channel 10 with headphones. 
· Wait for directions.
Pre-K CLASSROOM
Evacuation

· Take Emergency Bag. 
· Exit through Door H located inside the classroom onto the playground. 
· Exit the playground through the gate on the left. 
· Follow the paved path into the cornfield. 
· Walkie Talkie on channel 10 with headphones. 
· Wait for directions.

Add building evacuation map with highlighted route.

Pre-K CLASSROOM
Shelter
· Doors locked
· shades down
· lights out
· take roll
· walkie talkie on #10 with headphones
· Wait for directions

Evacuation of Students with Limited Mobility

In the event that a classroom has a student(s) with limited mobility or physical restrictions preventing them from exiting the classroom in the manor instructed, a [wagon, stroller, wheelchair] will be provided to that classroom in order to assist in the safe evacuation of all students.

Place child in the [wagon, stroller, wheelchair] and continue to follow normal classroom evacuation/ emergency procedures.

COMMUNICATIONS WITH PARENTS/GUARDIANS

To the Parent (s)/Guardian (s) of (child’s name):

This letter is to assure you of our concern for the safety and welfare of children attending Little Saints Academy). Our Emergency Plan provides for response to all types of emergencies. Depending on the circumstance of the emergency, we will use one of the following protective actions:

· Immediate evacuation: Students are evacuated to a safe area on the grounds

 of the facility in the event of a fire, etc. In case of inclement weather, we may

 then proceed indoors at a neighbor’s.

· In-place sheltering: Sudden occurrences, weather or hazardous materials

 related, may dictate that taking cover inside the building is the best immediate

 response.

· Evacuation: Total evacuation of the facility may become necessary if there is a

 danger in the area. In this case, children will be taken to a relocation facility.
We currently have 2 available, they are:

· Emergency Relocation at St Peter’s Catholic Church

· Emergency Relocation at West Brandywine Township Building

If it ever becomes necessary to relocate, a sign will be posted on the door stating which facility we’ve gone to.  If you’re not sure how to get there, please ask for directions before there is an emergency.

Modified Operation: May include cancellation/postponement or rescheduling of normal activities. These actions are normally taken in case of a winter storm or building problems (such as utility disruptions) that make it unsafe for children but may be necessary in a variety of situations.

We ask that you not call during the emergency. This will keep the main telephone line free to make emergency calls and relay information.

You will be notified at least twice during any emergency. Once at the start, and once when the emergency is over. This notification will occur for Little Saints through Tadpoles via text/ email, or by phone from your child’s teacher. You may also receive notification through Option C alerts.

The form designating persons to pick up your child is included with this letter for you to complete and return. This form will be used every time your child is released. Please ensure that only those persons you list on the form attempt to pick up your child.

I realize that emergency circumstances may require changes to your plans, but I urge you to not attempt to make different arrangements if possible. This will only create additional confusion and divert staff from their assigned emergency duties. Your child will not be released to anyone not on the form unless we are notified IN WRITING. No phone calls are accepted.

In order to assure the safety of your children and our staff, I ask for your understanding and cooperation. Should you have additional questions regarding our emergency operating procedures, contact Sarah Smith, Director, Little Saints Academy at 555-555-5555 ext. 5410.

Sincerely,

Sarah Smith
Director

Little Saints Academy
CHILD PICK-UP AUTHORIZATION

I, __________________________________, authorize Little Saints Academy to release

my child(ren) to the person(s) designated. This is in consonance with the Little Saints

Academy Emergency Plan.

	Adults Authorized to Pick-up Student

	Child(ren) Name(s)
	Authorized Adult
	Relationship to Student(s)
	Cell Phone

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	
	
	
	
	

	Signature of Parent/Guardian
	
	Relationship
	
	Date


	Parent/Guardian 
	
	Cell Phone
	
	Work Phone
	

	Address
	
	City
	
	State
	
	Zip
	


	Parent/Guardian 
	
	Cell Phone
	
	Work Phone
	

	Address
	
	City
	
	State
	
	Zip
	


NOTE. Parents and guardians should designate themselves as designated custodians. Friends, neighbors, and other relatives may also be designated. Please print clearly.
LITTLE SAINTS ACADEMY
Children and Staff have relocated to

Emergency Relocation Facility
NAME OF FACILITY
	Name of Location
	555-555-5555

	123 Lafayette Rd.
	

	West Brandywine, PA.  19320
	

	Add Turn-by Turn Directions Here.


Include Map
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EMERGENCY GO-KITS AND SUPPLIES

This list contains the minimum items you should have in your center in case of an emergency. (“Go-Kit” items should be packed in a backpack or other container that is mobile in the event of an evacuation and be located in a central and easily accessible location.)

Location of Emergency Kits: hanging near each interior door

Locations of Additional Emergency Supplies: first aid cabinet, closet in shelter area

Location of Walkie Talkie: on teacher’s person

GO-KIT
· Copies of all contact lists

· For families and staff, include the name, phone number, and e-mail as well as

 information for someone preferably out-of-state, at least out of the immediate

 area

· Phones numbers and e-mails for your Sponsor Liaison and/or immediate Supervisor

· A copy of this plan

· Emergency contact information on all children

· Special medical needs instructions for children and staff

· Flashlights with extra batteries

· Long-life, emergency flashlights

· Battery-operated radio and extra batteries

· AM/FM, weather band/TV band

· Manual can-opener

· First Aid Kit

· Add gloves and Kleenex

· Notepad and pens/pencils

· Scissors

· Hand-Sanitizer and cleansing agent/disinfectant

· Whistle

· Disposable Cups

· Wet Wipes

IN THE CENTER IN GENERAL
· Charged cell phone

· One gallon of water for every four children and staff

· Disposable cups

· Non-perishable food items like soft granola bars, cereal, cheese and crackers, cans of fruit, and special infant items, etc. – should be nut-free in case of allergies

· Extra supplies of critical medication such as insulin, epi-pens, etc. for children and staff

Each Child Should Have:

· A change of seasonally appropriate clothing

· A blanket

· Extra diapers (one-day supply as space allows)

· Extra formula (one-day supply as space allows)
IMPORTANT INFORMATION TO PROVIDE TO 9-1-1

What is the Emergency?

· Police

· Fire

· Medical

What is the location?

We are in West Brandywine (City/Borough/Township)

Street Address is 2875 Manor Road

Our Call-Back Phone # is _610-384-5961 ext 5530

Detailed Information about the call:

· If Medical: Is the person conscious, breathing, bleeding, or trapped?

· Try to get you and the telephone as close as is possible to the person requiring medical attention in the event you are given instructions to assist prior to arrival of EMS personnel.

· If Fire: What is on fire? Is anyone still inside a building? Is an evacuation in progress? Is anyone injured or ill

· If Law Enforcement: Why are the Police needed? Is the suspect still there; are there any weapons involved or visible? Try to provide the following information:

· Physical Description of suspect, Clothing description of suspect, suspect vehicle description, and direction of travel if the suspect has departed the scene.

Remember:

· Don’t hang up until instructed to do so (unless you are in danger).

· Don’t become frustrated, even though you are being questioned concerning the situation you called about, the incident has already been dispatched.

· Remember: until someone from Public Safety arrives you are the most current and reliable information available to the First Responders coming to help you.

PERSONS WITH SPECIAL NEEDS
The following is a list of persons (children or staff) who may need help in evacuating, or who may have special medical needs that need addressed at a host facility, or while in transit. 
	1.
	Name
	
	Age
	

	
	Type of special need
	

	
	Is this a temporary situation?
	
	If so, when should it terminate?
	

	
	Does this individual have any allergies?
	

	
	Does this individual have any special medications or equipment?
	

	
	Does this equipment require supplies or batteries that should be taken along in case of evacuation?
	
	What?
	

	
	How the need is accommodated during normal child-care operations
	

	
	Will this accommodation be available during a shelter-in-place or evacuation?
	


	2.
	Name
	
	Age
	

	
	Type of special need
	

	
	Is this a temporary situation?
	
	If so, when should it terminate?
	

	
	Does this individual have any allergies?
	

	
	Does this individual have any special medications or equipment?
	

	
	Does this equipment require supplies or batteries that should be taken along in case of evacuation?
	
	What?
	

	
	How the need is accommodated during normal child-care operations
	

	
	Will this accommodation be available during a shelter-in-place or evacuation?
	


	3.
	Name
	
	Age
	

	
	Type of special need
	

	
	Is this a temporary situation?
	
	If so, when should it terminate?
	

	
	Does this individual have any allergies?
	

	
	Does this individual have any special medications or equipment?
	

	
	Does this equipment require supplies or batteries that should be taken along in case of evacuation?
	
	What?
	

	
	How the need is accommodated during normal child-care operations
	

	
	Will this accommodation be available during a shelter-in-place or evacuation?
	


EMERGENCY FIRST STEPS
The following is a list of possible emergencies and considerations for determining which emergency/protective actions to implement. 
	TYPE OF HAZARD
	THINGS TO CONSIDER
	POSSIBLE PROTECTIVE ACTION

	Hostile Intruder
	Is the intruder possibly violent? 
Is there time to move the children? 
Is there a safer place for them?
	● Lockdown 
● Immediate Evacuation 
● Shelter

	Tornado/Severe Storm
	Does it threaten us? 
Is there a recommended protective action? 
How much time do we have?
	● Immediate Shelter 
● Deliberate Shelter Winter Weather Do we have time to send everyone home? Is it safe to go outside? Is it safe to travel outside? 
● Early Dismissal 
● Shelter in Place

	Hazardous Material/ Nuclear Powerplant Incident
	Does it threaten us? 
Is there a recommended protective action? 
How much time do we have?
	● Evacuation 
● Immediate Shelter 
● Deliberate Shelter 
 

	Fire
	Where in the building is it? 
Does it threaten us?
	● Evacuation

	Utility Failure
	Is the building safe? 
Do we have time to send everyone home? 
Is it safe to go outside? 
	● Immediate Evacuation 

● Early Dismissal 

● Shelter in Place

	Flooding
	Is the building in danger? 
Is it safe to go outside? 
Is it safe to travel outside?
	● Early Dismissal 
● Evacuation 
● Shelter in Place

	Earthquake
	What parts of the building are damaged? 
Is it safe to continue operations in the building Is it safe to move?
	● Evacuation 
● Immediate Shelter 

	Building Damage
	What parts of the building are damaged? 
Is it safe to continue operations in the building Is it safe to move?
	● Early Dismissal 

● Immediate Shelter 

● Evacuation

	Civil Disturbance/Violence Outside
	Does it threaten us? 
Might it get worse? 
Is it safe to go outside? 
	● Lockdown 
● Immediate Evacuation 
● Deliberate Shelter

	Other
	
	


EMERGENCY TRANSPORTATION PLAN
(child needs transportation to hospital)

In the event of an emergency, where a child needs to be transported by ambulance, either Sarah Smith or Janet Jones will escort the child to hospital.

Child’s parents will be notified by either Sarah Smith, if not escorting child to hospital,

or by Janet Jones.

Sarah Smith will collect all pertinent medical information from the parents regarding the child/ incident to enclose in the incident report.

Janet Jones will file a report with DHS within 48 hours of the incident.
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EMERGENCY CONTACT NUMBERS

IN THE EVENT OF A SERIOUS, LIFE-THREATENING EMERGENCY

CALL 911 IMMEDIATELY
	West Brandywine Police:


	EMERGENCIES call 911

Non-Emergency: 610-380-8201



	West Brandywine Ambulance: 

Non-Emergency call 

EMS office:

Wagontown Station:
	EMERGENCIES call 911

610-384-2770

610-383-1453

610-384-2770

	West Brandywine Fire Department:
	ANY EMERGENCY call 911

	Fire information:
	610-383-0538

	POISON CONTROL CENTER:
	800-222-1222

	Diocese of Allentown Office of Education: 
	610-866-0581


