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EMERGENCY PLAN

A. First Aid Kits
· Location: The first aid kit must be stored in an easy to see place boldly identified by a red cross. It will be accessible to staff but inaccessible to children.
· Usage: Only use items which are in first aid kit. We cannot administer any medication without permission.
· Contents: First aid kits will contain all required supplies. It is the Lead Teacher’s responsibility to check kits on an ongoing basis. If it needs replenished, submit a Health/Dental Supply Requisition Form listing items and quantities needed to Secretary II.

B. Emergency Phone Numbers
1) The telephone numbers of the Fire Department, Police Department, Hospital, and Poison Control will be posted by each phone with an outside line. Emergency contact information for each child and staff member will be kept readily available. The list of emergency telephone numbers and copies of emergency contact information and authorization for emergency transport will be taken along anytime children leave the facility in the care of facility staff.

2) Emergency phone numbers will be updated at least every 6 months. Emergency phone numbers will be verified by calling the numbers to make sure a responsive, designated person is available.

C. Injuries or Illness Requiring Medical or Dental Care
1) The caregiver who is with the child and who has had pediatric first aid training will provide first aid.
2) When immediate medical help is required, staff will activate the Emergency Medical Services (EMS) system by dialing 9-1-1. Staff will contact a parent or legal guardian or, if the parent or legal guardian cannot be reached, the alternate emergency contact person. The emergency facility used by the program is the closest medical facility.
3) A staff member will accompany the child and remain with the child until the parent or legal guardian assumes responsibility for the child. Child: staff ratios will always be maintained for the children remaining in the facility. If short classroom staff, HS site office will be contacted for support.
4) 

5) Staff will complete a Child Injury Report Form (Appendix HS-P1) as soon after the incident as possible. The staff person who witnessed the incident completes the form and signs it. The Head Teacher will notify a parent or legal guardian in the following manner:
· The teacher will call a parent or legal guardian to notify of injury immediately, if it is a head injury, if injury requires use of emergency medication, and or medically requires calling EMS.  
· If a child has a minor cut or bruise, the parent or legal guardian will be notified at pick up.  The teacher will place a sticker as a marker indicating Parent Signature Needed as a reminder to review the information with parent at pick up.
· The teacher will indicate in Child Plus the way a parent or legal guardian was notified by phone call, voicemail or text.  
Staff forward a copy/picture of the completed form to their Program Manager by email immediately, so that it can be reviewed. Program Manager reviews and initials the form and returns the Child Injury Report form to the Head Teacher [this will be put in the child’s file kept in the classroom]. A staff person reviews the form with the parent or legal guardian and will obtain a signature from the parent or legal guardian at time of pick up and or when child is signed out for the program day.
The teacher will keep the yellow copy of the injury report and the first page of the carbon form will be given to the parent or the legal guardian. The Head Teacher will send the completed form to the Data Coordinator who will enter this completed form into ChildPlus. 

6) Dental emergencies: Dental injuries will be given first aid as in #1 above. If emergency dental care is required, a staff member will accompany the child and remain with the child until the parent or legal guardian assumes responsibility for the child.

D. Serious Illness, Hospitalization, and Death
1) Safety/Facilities Director or Program Manager will notify (within 24 hours) the Department of Public Welfare of a serious illness, hospitalization, or death of a child or staff member that occurs related to childcare or during the childcare day (childcare only). The Program Manager or Safety/Facilities Director will plan and carry out communication with staff, families, children, and the community as appropriate.

E. Media Inquiries
1) Staff will refer all media inquiries to the CEO of Butler County Children’s Center, Inc. Do not allow access by media to the facility during a crisis. Media access will be prearranged at times when staff and families have been informed and when such visits will cause the least amount of disruption to the program.

F. Emergency Evacuation Drill/Fire Drill
1) Fire drills will be conducted monthly at all Child Care, Head Start, and Pre-K Count sites. At Bon Aire and Ford City the Center Director will be responsible to ensure this occurs. At Mt. Chestnut the Director of Facilities and Safety will conduct the fire drills. At Indiana sites the program/site managers will be responsible for conducting the fire drills. At all other sites it will be the responsibility of the teacher to conduct the monthly fire drills. If the classroom is in a school district building, the teacher will participate in the districts fire drills. If the district does not do a drill monthly, the teacher is required to do a drill independently. After the fire drill, the Staff member conducting the drill completes the Emergency Evacuation Drill/Fire Drill Form (Appendix S-B3) All classrooms will complete the form. The completed form is emailed to the Data Coordinator or other Assigned Staff within a week.  The original form is then sent in the Monthly paperwork envelope to the Administrative Assistant of the Early Learning Programs.  
2) A current class roster will always be maintained in the classroom emergency backpack. Upon exiting the building, the tag system will be used to complete a visual identification of each child. As students are identified, their name will be marked on the class roster sheet. Unmarked names will be verified as absent or under the supervision of another adult.
3) It is the responsibility of the Health/Nutrition/Disabilities Director to ensure that drills and training on the Emergency Operations Plan (Appendix HS- B1, B2), procedures, and duties are conducted on a regular basis for staff to develop skills needed for any emergency.
