
Dear Parents/Guardians, 

We want you to be aware that Jack & Jill Preschool has made many preparations to deal 
effectively with emergency situations that could occur in or around the preschool, both 
during the school day and during after-hours activities.  While we hope that a natural disaster 
or other serious incident never occurs, our goal is to be prepared for any potential 
emergency.  At all times, our first priority is to protect all students, staff members, and other 
visitors from harm. 
In order for our emergency response plans to be effective, we depend on the cooperation and 
assistance of many people, such as the police and the fire department.  We also depend on 
you, as parents and guardians, to support our disaster preparation and response efforts.  
Your cooperation is vital to helping us protect the safety and welfare of all children and 
preschool employees. 
Therefore, we ask parents to observe the following procedures in the event of a preschool 
emergency. 
1.  Do not telephone the preschool or Woodlawn United Methodist Church office.  We 
understand and respect your concern, but it is essential that the telephone system is 
available for emergency communications. 
2.  Make sure that we have current emergency contact information for each of your children 
at all times.  We must be able to contact you or your designated representative in an 
emergency.   
3.  Tune your radio to local stations for emergency announcements and status reports.  You 
will also receive instructions on where you should go and how/when you may be able to pick 
up your child.  When arriving to pick up your child, please make sure you have a government-
issued ID. 
4.  Do not come to the preschool or alternate destination until instructed to do so.  It may be 
necessary to keep the streets and parking lots clear for emergency vehicles.  If evacuation is 
required, students may be transported to a location away from the preschool.  You will be 
notified of this through media bulletins. 
5.  Parent and other adults must stay calm and focused in an emergency, mindful that their 
actions and comments will be the example that, to a great extent, determines the children’s 
response. 
6. Carefully read all information that you receive from the preschool.  You may receive 
updates about our safety procedures from time to time. 
 
We are proud that Jack & Jill Preschool is a safe school, and we are doing everything possible 
to keep it that way.  We appreciate your cooperation and support.  If you have any questions 
about this letter or other aspects of our safety procedures, please contact me at 316-788-
3797. 

Sincerely, 

 

Director 



Emergency Communications 
 

If an emergency occurs during preschool hours: 
 

*Do not drive to the preschool unless it is safe to do so and/or you have been directed by the 

preschool director to pick up your child. 

 

*It may be difficult to get through to the preschool via telephone because of damage to phone lines 

or cell phone power outage.  Jack & Jill Preschool staff will contact parents as soon as possible. 

 

*Tune to news media; check our Facebook page, or our website. 

 

In times of emergency, information about the status of Jack & Jill Preschool is communicated 

through a variety of media.  The preschool requests that parents do not call Jack & Jill or 

Woodlawn UMC in times of emergency as it is important to keep phone lines free for emergency 

communications.  Circumstances may prevent parents from picking up their children or may 

require that children be picked up at a location other than the preschool facility.   

 

The safety of the children and the staff is our first priority.  Our second 

priority is the reunification of parents with their children.  Parents should 

check the following sources for information and status reports: 

 
*Local media 

 

*The preschool website:  www.jackandjillderby.com 

 

*The church website:  www.woodlawnumc.net/children’s ministries/Jack & Jill 

 

*The Jack & Jill Facebook page. 

 

In times of emergency, general information will be shared with the community through 

Wichita radio and television stations. 

 

The staff of Jack & Jill Preschool will strive to preserve and protect life, 

reduce emotional trauma, minimize personal injury and cooperate with the 

local emergency preparedness agencies. 

 

GOALS 

 
The primary goals of this plan are to: 

*Develop effective crisis and security plans that will promote the safety and welfare of 

students and preschool staff, protect preschool property, and regulate the operation of the 

preschool during a crisis incident, critical incident, or medical emergency. 

*Prepare students and preschool staff to take appropriate actions in response to natural, 

technological or preschool specific hazards. 

http://www.woodlawnumc.net/children's


 

*Provide parents with accessibility to the policies, guidelines and procedures we will be 

utilizing during an emergency. 

 

We have developed general operating guidelines, and procedures for a list of critical events 

and emergencies.  This plan will not limit the use of experience, good judgment, common 

sense, discretion, flexibility, and ingenuity to adapt to any type of critical event, emergency, 

and the complexities which exist under emergency conditions. 

 

 

Scope 
 

For purposes of this Emergency Preparedness plan, preschool crises are organized into two 

categories: critical incident and medical emergencies. 

 

Critical incidents are events requiring an immediate response by public safety agencies and 

are managed by the preschool staff only until public safety officials arrive.  They are not 

limited to natural and technological disasters, or security emergencies that adversely affect 

the normal operation of the preschool.  Examples include:  tornadoes, flooding, severe 

thunderstorms/weather incidents, terrorist attacks, fire, hazardous material spills, 

situations involving a hostage or kidnapping, threats involving weapons, explosions, and 

fugitive or suspect being pursued near the preschool by law enforcement. 

 

Medical emergencies are those possible life-threatening situations arising from health 

conditions as well as unintentional injuries.  Examples include cardiac arrest, serious 

illness or condition, seizure, playground accidents, and acts of violence that require 

emergency medical treatment.  Preschool staff and local emergency medical personnel have 

primary responsibilities in responding to medical emergencies.  Acts of violence will also 

require law enforcement involvement. 

 
A crisis incident, critical incident or medical emergency can vary in scope and intensity.  

Situations can range from non-emergency school crisis involving a single student to a life-

threatening situation affecting the entire preschool. 

 

EVACUATION LOCATIONS 

On-site Evacuation 

There are several causes for evacuation by the preschool. 

 

SAFE ROOM  One is the typical on-site evacuation to a Safe Room, where students and 

staff are evacuated from their classrooms to a central “Safe Room” location in the 

preschool facility.  A Safe Room is used when evacuation would place students at risk.  Safe 

Rooms may change depending on the necessity and emergency conditions.  The most 

common on-site evacuation would be in response to a tornado warning, structural hazard, 

or severe outside environmental hazard 



EMERGENCY PROCEDURES 

Whenever we are required to evacuate the building, teachers will take 

attendance books and Go Bags. 
 

FIRE 

In case of fire, all children will be escorted out of the preschool rooms according to the 

escape route posted in each room.  The location of the fire may alter the route.  Teachers 

will take attendance book and Go Bag.  Meeting place will be by the southwest entrance 

of the Woodlawn United Methodist Church Youth Center.  Director (Designee) will 

make a last quick sweep of building by sight and voice.  Call 911 after evacuating the 

building.  After a head count is accomplished teachers and students will proceed to the 

basement inside the Youth Center and stay there until given the all clear. 

  
TORNADO AND SEVERE STORMS 

If the director determines from weather reports that enough time is available, we will 

escort the children to the basement of WUMC Youth Center.  If there is not time, all 

children will be escorted to the kitchen, interior hallway, boys’ bathroom, and/or girls’ 

bathroom. Teachers will pull tables into shelter areas and direct the children to shelter 

underneath. Children will be seated on the floor with their head between their knees and 

arms over their head. 

  
WEATHER RELATED EVENT 

During inclement weather (blizzard/freezing rain/frigid subzero temps) Jack & Jill 

Preschool will not hold classes if Derby Public Schools call off classes.  Listen to local 

area TV and radio stations.  If a weather event begins after classes have started for the 

day, Jack & Jill Preschool will notify parents of preschool closure via mass email, the 

website and/or phone calls 

  
CHEMICAL RELEASE 

If emergency personnel determine that we should shelter in place, we will close all 

windows and doors and cover all air intake vents to provide protection from airborne 

hazardous materials.  All staff and children will need to come into the building.  All 

water, electrical, and air handling systems will be shut down.  We will remain in the 

building until emergency response authorities determine that the situation is safe and 

resolved. 

 

If it is determined that extra distance must be maintained, we will evacuate to the 

following places: 

One Mile Plan:  South Rock Christian church located at 900 S. Rock Rd Derby 
Five Mile Plan:  Mulvane United Methodist Church located at 107 S. Central Ave. Mulvane 

 

Transportation will be teachers’ personal vehicles; church bus, & church staff’s personal 

vehicles.  



 

If a chemical release occurs during evening/night time hours, classes will be dismissed 

until the problem is resolved.  Parents will be notified. 

 

UTILITY FAILURE 

Preschool will be dismissed and parents notified when the building utilities are not 

functioning.  If utilities fail during the school day then parents will be notified to pick up 

children early. 

  

FLOODS 

In case of flood, higher ground will be sought.  All children will be escorted out of the 

preschool rooms following the emergency route posted in each room.  If local authorities 

predict major flooding, preschool will not be held.  If school is already in session, classes 

will be dismissed and parents notified to pick up children early. 

 

EARTHQUAKE 

 

If inside, all children/staff will drop, cover, hold on, & stay calm.  If under tables, hold on 

to the legs.  Turn face away from windows. Stay in shelter until quaking stops. There 

may be aftershocks.  Remain quiet and listen for instructions. If there are not any tables 

available position children against an interior wall with head covered. After all clear is 

given make sure to check room/area for broken glass or other objects that could harm you 

or the children.  If trapped under debris, tap on pipe or wall to alert rescuers to your 

location.  Use a whistle if one is available.  Shout only as a last resort as it may cause you 

in inhale dangerous amounts of dust. 

 

If outside all children/staff will move to an open area (the open field west of the 

playground) and sit down until quaking stops.  Stay away from tall buildings, trees, 

streetlights, and power lines. 

 

If staff are in a vehicle transporting children, pull over to the side of the road and stay in 

the vehicle.  Avoid stopping near or under buildings, trees, overpasses, and utility wires.  

Proceed cautiously once the earthquake has stopped.  Avoid roads, bridges, or ramps that 

may have been damaged by the earthquake. 
 

 

ACTS OF VIOLENCE/TERRORISM 

Two-way radios, intercom phone system, or voice will be used to notify staff.  911 will 

be called.  Silence all cell phones.  All teachers will lock classroom doors, turn off lights 

and hide/secure children.  Move children away from doors & windows.  Get behind 

furniture if possible.  Block doorways with furniture. All curtains will be drawn.  Staff 

will try to draw intruder away from classrooms.  Ignore all bells and alarms unless 

otherwise instructed. Take attendance and be prepared to notify the Director of missing 



students. If possible children will be taken out of the building and away from the threat.  

Depending on the location of the perpetrator, children will be taken a distance from the 

building to the North inside Woodlawn UMC or to the southwest at Swaney Elementary 

School. 

  
 

MISSING CHILDREN 

Director or designee will make a quick sweep of interior and exterior of the building by 

sight and voice.  911 will be called immediately. Remaining students will be secured & 

moved to classroom or more protected location (Boy Scout room or Kitchen). Woodlawn 

United Methodist Church Administration will be notified.  One staff member will remain 

at the East entrance to direct incoming community personnel.  
  

SERIOUS INJURY 

Call 911!  Each serious injury or illness of a child will be reported immediately to the 

parent or legal guardian. Parents will be called to come to Jack & Jill & pick up their 

child.  If parent can’t transport or if it is determined that a child needs immediate medical 

attention, then EMS will be called. Child’s parents along with counsel from EMS, will 

make decision as to where to transport child. 

  

Closest emergency: 

 

Wesley Derby ER   Med Express 

      2648 N. Rock RD                            2001 N Rock RD 

   Derby, KS 

 

  

If parent is not available, then a Jack & Jill staff member will accompany the child in the 

ambulance and take the Health Assessment and Agent Form.  They will remain with the 

child until a parent or parent’s designee assumes responsibility for the child. 

  

Each injury of a child will be recorded on an accident report form and kept in Director’s 

Office.  If the injury or illness requires hospitalization or results in the death of a child in 

care, it shall be reported by the next working day to the Kansas Department of Health and 

Environment. 

 

Procedures for Life Threatening Emergencies: 

Person finding injured or ill person shall: 

*remain calm, render first aid and call for help.  Do not move the injured or sick person 

unless his /her safety and health are at risk. 

*Call 9-1-1 for emergency medical services and report the incident or request someone 

else to call.  Stay on line with the dispatcher and provide information as requested. 

 



Preschool Director or Designee shall: 

*Report the incident by calling 9-1-1 if they have not already been called. 

*Assign an individual to meet the emergency medical personnel to guide them to the 

location. 

*Pull the medical release form of the injured person from the files and provide it to the 

emergency medical personnel upon arrival. 

*Assign a staff member to accompany the patient to the hospital. 

*Insure that the appropriate paperwork is completed. 

* Contact the following to report the incident: 

 *Parent/Guardian 

  *Dept. of Health  

*Maintain communications with staff member assigned to stay with the patient for 

progress reports. 

 

Bomb Threat 

 

Call Taker:  Upon receiving a message that a bomb has been placed in or near the 

preschool:  Use bomb threat checklist. 

 

Ask where the bomb is located, when the bomb will go off, what materials are in 

the bomb, who is calling, why the caller is doing this. 

Listen closely to caller’s voice and speech patterns and to noises in the 

background. 

Notify the Preschool Director and WUMC staff. 

Do not use cell phones. 

 

Preschool Director 

Preschool Director or Staff notifies law enforcement by calling 911. 

Meet or assign staff to brief emergency responder agencies outside the building. 

Notify staff by word of mouth. 

We will evacuate children to WUMC if police advise us to do so. 

 

Director or designee will help police with building search.  Look for box or 

backpack. 

 

 

 

 

 

 
 



FAMILY REUNIFICATION 

Purpose:  The family Reunification Protocol is used to ensure a safe and secure means of 
accounting for students and reuniting parents/guardians with their children whenever the 
preschool facility or grounds is rendered unsafe and a remote site location is needed. 

Preschool Director/Designee 

The Preschool Director will inform the Woodlawn UMC staff of the need to relocate and, if 
possible, have the relocation site information put on the preschool and church websites.  The 
Preschool Director will notify the church staff person at the relocation site to prepare for 
arrival of students. 

Secure a holding area for arriving students and staff away from waiting family members. 

Set up an adult reporting area for parents/guardians to sign-in and to check government 
issued IDS. 

Set up a student release area where students will be escorted to meet their parent/guardian 
and sign out. 

Only release students to authorized persons after checking proof of identity and signing a 
student out. 

Instruct parents/guardians to leave the site to make room for other once they have signed 
out their student. 

 


