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In this section you will learn about:
il Records and Recordkeeping (WAC 170-296A-2000 to 2450)

Policies
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il Program/Operations Policies (WAC 170-296A-2400)

i Staft Policies

i Ofe-site Activity Policy
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i Section Six Appendix A: Disaster Preparedness
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“T thought I would never be able to write my own
program policies but when I worked with Donna Horne
from Volunteers of America, Family and Children’
Services, in Everett, I could do it! My advice 1s to go

to your local Child Care Aware agency and work with
knowledgeable educators in your community to create
handbooks and policies that will set you up for success.”’

It takes you, any stafi, volunteers, household mem-
bers and for some practices, the enrolled families,

to work together to understand and implement an
FHCC program’ policies and practices.

Documenting healthy practices in the form of
policies is also a way to protect yourself as a busi-
ness owner from the liability associated with not
meeting insurance and licensing requirements.
However, what motivates most FHCC providers is
the ability to positively inffuence a life of health and
well-being for the children in their care.

6.2 Recordkeeping,Reporting,Posting and Policies



FII' Records and
A Recordkeeping
(WAC 170-296 A-2000 to 2450)

Keep the records that are specified in this section

for a minimum of five years (WAC 170-296A-2000).
Current records, including records from the previ-
ous 12 months, must be kept in the licensed space as
defined in WAC 170-296A-0010 and be available for
DEL5 review. Records between 12 months and five
years old must be provided to DEL within two weeks
of the date of DEL5 written request.

RESOURCES

DEL forms that are used by all FHCC providers have
been reprinted in this section. To see all available
forms go to: www.del.wa.gov/publications/licensing.
See: Licensing forms and documents for providers
Click on: Drop-down box — “Family Home
Provider Forms”

Also go to “Topic Index” to locate helpful materials
on any licensing topic:
www.del.wa.gov/Topiclndex.aspx

e forms included in this section are for your use to copy, or to
remind you to go to the DEL website to print them out.

e policies you write should accurately describe your program as
well as meet the requirements of the licensing standard or relevant
WAC. Remember you are helping to build the foundation and future
of the children in your care. iz e quality of care you provide on a daily
basis is up to you. Policies that are written and then communicated

to staff and enrolled families will increase the likelihood that your
FHCC will be a safe, healthy and nurturing home away from home
for the fortunate children in your care.

Asyou read thissection, please refer to the Content by WACindex
at the end of thisguide in order to find the information and policy exit
amplesthat will help you complete your required policies.
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Confidentiality fWWAC 170296 Ai2025(H

Keep all children’s records confidential. Each
enrolled child’s health record must be available to
stafd when needed for medical administration or
emergencies. A childs parent or guardian must be
allowed access to all records for their child.

It is important for parents or guardians to give
written permission before any conference reports,
service plans, immunization records or follow-up
reports are shared or disclosed to other profession-
als. In addition, the consent form should be, if at
all possible, in the native language of the parent so
that their consent is “informed” and understood.
You should not share information with other stafg
without the consent of the family or guardian.

Families have the right to see everythingin a
child’s file. An exception would be if you reported

a family member to Child Protective Services, and
Children’s Administrative Intake advised you not to
disclose that referral.

Contents fWWAC 170f296Ai2050F
You must have an enrollment record for every
enrolled child. Records must have the following:

il Beginning and end of enrollment date for
children no longer in care.

i B echilds birth date.

il B e childs current immunization record on
a DOH child immunization status form or
comparable form completed by a health care
professional; or a medical exemption form
signed by a health care professional; or a
religious, philosophical, or personal exemp-
tion form or similar statement signed by the
child’ parent or guardian.

il i echilds known allergies.

il Names of persons authorized to pick up the
child.

B Emergency contacts. If no emergency contact
is available, a written emergency contact plan
may be accepted.

il Parent or guardian information including
name, phone numbers, home address, and

6.4 Recordkeeping,Reporting,Posting and Policies

other contact information for reaching the
family while the child is in care.

Bl Medical and dental care provider names and
contact information, if the child has provid-
ers. If the child has no medical or dental
provider, the licensee and parent or guard-
ian must have a written plan for medical or
dental injury or incident, and

B Consent to seek medical care and treatment
of minor child in the event of injury or illness,
signed by the child’s parent or guardian.

If applicable, a child’s records must include:

& Injury/incident reports (see WAC 170-296A-
3575 and 170-296A-3600).

ki Medication authorization and administration
log (see WAC 170-296A-3375).

& Plan for special or individual needs of the
child (see WAC 170-296A-0050), or

B Documentation of use of physical restraint
(see WAC 170-296A-6250).

e child’s records must include signed parent per-
missions (see WAC 170-296A-6400) as applicable
for:

B Field trips.

B Picture taking.

B Transportation.

B Visiting health professionals providing
services to the child at the family home child
care.

RESOURCE

Child care registration form
www.del.wa.gov/publications/licensing/docs/
ChildCare RegistrationForm .pdf

DEL has a form for your use posted on the depart-
ment website. i e form will look like the one
below. If you retrieve the form from the DEL site,
you will be sure to have the most updated version
with required information prompts.



SAMPLE FORM

CHILD CARE REGISTRATION FORM

Date child entered

Date child left care

Child’sName —Frst Middle Lasta Name used Birthdate
Childs address Gty Zip Code

Child’s parent/guardian address(s)

1)

2)

Address where you can be reached while child isin care

Parent/Guardian Home Number Cell Phone Number Alternate Number
1) 1) 1) 1)

2) 2) 2) 2)

Other than you, who else has permission to pick up your child?

Name Address Telephone No.
Name: Home:
Relationship: Cell:
Alternative:
Name: Home:
Relationship: Cell:
Alternative:
Name: Home:
Relationship: Cell:
Alternative:
Name: Home:
Relationship: Cell:
Alternative:

In case of an emergency, | give permission for any of the following individuals to be contacted and my child
may be released to any of them:

Parent/Guardian signature:

Who does not have permission to pick up your child?If applicable
A copy of supporting court document must be on filefi

Name

Reason

Revised August 2013
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SAMPLE FORM

Child’s health information

Date of child’slast physical exam | Child’shealth care provider Telephone No.
Sreet Address Gty Zip Code
Secial health problems? Allergies, including drug reactions

Yes or no?If yes, specify.

Yes or no?If yes, specify.

Regular medications?

Yes or no?If yes, specify.

Other important information

Yesor no?If yes, specify.

Child’sdentist’sname

Telephone No.

Sreet Address

Gty Zip Code

| give permission that my child,

, may be given first aid/emergency treatment by athe

child care licensee and/or qualified staii at: (Name of Licensee , Address of Licensee)

Child’s medical insurance coverage

Insurance company hame

Member/policy number

Policy holder name

Employer name

Insurance company name

Member/policy number

Policy holder name

Employer name

Consent to medical care and treatment of minor children

| give permission that my child,

, may be given Frst aid/emergency treat-

ment by athe child care licensee and/or qualified stafi at:

Name of Licensee

Address of Licensee

6.6 Recordkeeping,Reporting,Posting and Policies




SAMPLE FORM -
5
o2
o <
E. T
Parent/guardian signature Date Parent/guardian signature Date e §
wn O
= 2
When | cannot be contacted, | authorize and consent to medical, surgical and hospital care, treatment and =
proceduresto be performed for my child by a licensed physician, health care provider, hospital or aid care at-
tendant when deemed necessary or advisable by the physician or aid care attendant to safeguard my child’s
health. | waive my right of informed consent to such treatment. . =
= @
| also give my permission for my child to be transported by ambulance or aid care to an emergency center for ; £
treatment. | certify under penalty of perjury under the laws of the Sate of Washington that thisinformation s 3
. =+ »
istrue and correct. =0
Parent/guardian signature Date Parent/guardian signature Date
2 &
e
oF
&8
==
5 8
<3
=
S
=
8
a
=
5T
=
£=
o w
= o
el
S«
g
58
2 A
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o 2.
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o
&
&
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SAMPLE FORM

Use this checklist as part of your policies to remember to record the following information.

Child health records
Each child’shealth record will contain:

il Health history.

i Date of last physical exam.

i Name and phone number of health care pro-
vider and dentist.

! Allergy information and food intolerances.

*8 Individualized care plan for child with special
health care needs (medical, physical, develop-
mental or behavioral).

*fi List of current medications.

*fi Qurrent immunization records (CISform).
*fi Consent for emergency care.

*fi Preferred hospital.

*fi Any assistive devices used (e.g., glasses, hearing
aids, braces).

The above information will be updated
(how often;annually is
recommended) or sooner for any changes.

MEDICATION LOG

Name of child

Monday Tuesday Wednesday

Thursday

Friday

Saturday

Sunday

Date

Medicine

Time AM AM AM
Given PM PM PM

AM

AM

AM

AM

Dosage/
Amount

Licensee
Sgnature

Notes
Concerns

Sgnature:

Medication returned to parent:
Date:

Parent/guardian:

Licensee signature:

6.8 Recordkeeping,Reporting,Posting and Policies




SAMPLE FORM -
5
Q2
=
PLAN TO MEET THE SPECIAL NEEDS OF AN INDIVIDUAL CHILD 5 §
=
wn O
Z 2
| request a special needs accommodation for the following child: WAC 170i296Af050 0 =
o
Licensee Name Date Telephone Number
Name of Child Age of Child Child’sBirthdate 5 =
(¢}
2 o
2 8
Description of child’sdiagnosed special need(s): (Include description of challenges associated with each =3 4
diagnosis). &
Identify the type of plan on File for this child (a copy should be in the child’s fe):
IEP (Individual Education Plan). Bxpiration Date: % g
Q
IHP (Individual Health Plan). Expiration Date: = §_
0}
IFSP (Individual Family Service Plan). Expiration Date: @) ?
=~ 0
OTHER (Please specifity ). Expiration Date; ?{ §
S 5
Name and position of professional that completed the identifted plan:
Please list all the licensing standardsthat will be afiected to meet this child’s needs:
23
=
What will be done to meet the child’s health and safety needs when identifted licensing standards are not §
followed? 8
a
=
How will the health and safety needs of the other children be met?
Will thisrequest require you to care for this child past the maximum age as stated on your & T
DH._issues license? Yes No 22
=
Other comments: = g:
S 7
S«
| declare thisinformation istrue and accurate to the best of my knowledge and | understand that my licen-
sor may make a site visit to verify the information.
. . =
Licensee signature: Date: <
58
Parent section 2 o
5 o
Please provide other information regarding your child that you feel should be considered when DBE_reviews C'; g'
thisrequest: 2_(3:8
S7
)
8.0
o 2
o
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Resources

Parents or providers who are unsure about what
the immunization requirements are for children’
attendance from preschool through K-12 school
can go to the Washington State Department of
Health (DOH) website and find the information
needed.
www.doh.wa.gov/CommunityandEnvironment/
Schools/Immunization/
ChildCareStatusReporting.aspx

DOH links to state laws and rules for immuniza-
tions and reporting are located at:
www.doh.wa.gov/CommunityandEnvironment/

Schools/Immunization/Regulations.aspx

Child care providers who have questions can
contact DOH at OICPSchools@doh.wa.gov or
360-236-3595.

Useful websites for child care providers and
parents are listed on the DEL website at
www.del.wa.gov/resources/useful.aspx

Recommended: Prevent misunderstandings by
having a clear child care agreement.

6.10 Recordkeeping,Reporting,Posting and Policies



SAMPLE FORM -
5
Q2
o<
5
CHILD CAREAGREEMENT g 3
wn O
Child’sname o
=
Parent or guardian name
Parent or guardian name
Days and times my child will receive care: = ?
a
Check days of care un Mon Tue Wed Thurs Fri Sat ;")’ §
=+ »
Arrival =8
Departure
Fee $ per Date payment due: e
<3
Hour___Day___ Week___ Month Source of payment: £ 3
gq ~
Parent Other ® g
(specify) g g
==y
Overtime rate $ per Late fee $ per = 3
Other fees $ Description:
| agree to promptly notify the child care provider of any changes of the above information. | understand that m
I am fully responsible for the terms of this agreement as stipulated. | have read, understand and agree to s
comply with the policy and procedures and information for parents given to me by S
=]
a
(Name of Licensee). =
Parent or guardian signature Date
Parent or guardian signature Date Z =
g2
| agree to provide child care services according to the above plan. | agree to promptly notify the parentsor

guardians of any changesto the above information.

Licensee signature: ?
q
2 =
=5 O
uq (¢]
Sreet address: oS,
5 B
Q.09
Comments: o
el
<)
=g
Q.o
o 2
A2 =
=3
Q
g
]
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See Section One: ¢ e Licensing Process for a
chart of required training, education and related
documentation for all persons working or living
(household members) in the home where an FHCC
is located. Also see, in the first section, the detailed
guide to registration in MERIT.

Records on file for the licensee and each staf#
person (WAC 170-296A-2075) must include the
following documentation:

i Current frst aid and infant, child and adult
CPR training certification.

B HIV/AIDS training certification.

il TB test results or documentation as required
under WAC 170-296A-1750.

i Current state Food Handler Permit for the
licensee, and for other staft if required under
WAC 170-296A-7675.

Provider health

1. You must document atuberculin skin test
(Mantoux method) within the past year, unless not
recommended by alicensed health care provider.

2. If you have had a positive tuberculin skin test in the
past, you will always have a positive skin test, de-
spite having undergone treatment. In this case, you
do not need documentation of a skin test. Instead
documentation must be on record that you have
had a negative (normal) chest x-ray and/or comple-
tion of treatment.

3. You do not need to be retested for tuberculosis un-
less you have had an exposure. If you change from
anegative test to a positive test, medical follow up
will be required and aletter from the health care
provider must be on record that indicates you have
been treated or you are undergoing treatment.

6.12 Recordkeeping,Reporting,Posting and Policies

i Completed background check form, or non-
criminal background check form if applicable
under WAC 170-296A-1225, and copy of the
department-issued authorization.

B Copy of a current government issued picture
identification.

& Emergency contact information.

& Completed application form or resume for
staf# when hired.

Documentation for the licensee and primary stafe
person of:

& Child Care Basics training.
& Continuing education completed.
B Registration in MERIT.

A record of training the licensee provided to stafz
and volunteers.

A resume is required for the licensee only.

4. Let parentsknow you comply with all recom-
mendations from the local health jurisdiction. (For
example, TBisareportable disease.).

5. If you have acommunicable disease, you are ex-
pected to remain away from children until you are
no longer contagious. You are required to follow
the same guidelines outlined in EXCLUSION OF ILL
CHILDREN in your policies.

6. You are encouraged to consult with your health
care provider regarding your susceptibility to
vaccine-preventable diseases.

7. If you are pregnant or considering pregnancy you
are encouraged to inform your health care provider
that you work with young children. When work-
ing in child care settingsthereisa risk of acquiring
infectionswhich can harm a fetusor newborn. These
infectionsinclude Chicken Pox (Varicella), OV (cyto-
megalovirus), Afth Disease (Erythema Infectiosum),
and Rubella (German measesor 3-day meades).



ey
Q3
6 <
In addition to theinfectionslisted here, other com- E 5
mon infectionssuch asinfiuenza and Hand Foot § 2
and Mouth disease can be more seriousfor pregnant U% @
women and newborns. Good hand-washing, avoid- B
ing contact with ill children and adults, and cleaning

of contaminated surfacescan help reduce thoserisks.
Recommendations for adult immunizations are available at: o ?
www.doh.wa.gov/cfh/Immunize/immunization/adultshtm 2 g
S =g
=2
[¢]

RESOURCE

Application for Employment or Volunteer Services Licensed/Certified Child Care Agency
is form may be obtained from the DEL website at:
www.del.wa.gov/publications/licensing/docs/Center School-AgeEmploymentApplication .pdf

REFLECT
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How might you use a song to encourage hand washing?Go to thislink for ideas:
www.doh .wa.gov/Youand YourFamily/Illnessand Disease/Flu .aspx
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SAMPLE FORM

REQUIRED RECORDS (WAC 170-296A-
2100) FORHOUSEHOLD MEMBERS

Keep the following:

il Completed background check form and the
department-issued clearance under chapter
170-06 WAC for each individual 16 years old
and older.

STAFF-TO-CHILD RATIO RECORDS
(WAC170-296A-2125)

Keep records of daily attendance for each child
counted in capacity that includes the following:

fi Child’s dates of attendance.

&l Time the child arrives or returns to the
child care, including signature of the person

DEL-issued clearance for household members
ages 13 to 16 under WAC 170-296A-1225.

TB test results or documentation under WAC
170-296A-1750 for

B Household members age 16 or older.

B Any household member age 14-16 who
is an assistant or volunteer.

authorized by the child’s parent or guardian
to sign the child in.

Time the child leaves from the licensee’s care
including signature of the person authorized
by the childs parent or guardian to sign the
child out, and

Names of stafi being counted to meet the
daily stafé-to-child ratio requirements.

Daily attendance record for child care facilities
Shaded section for child care stafi used when child leaves and returnsto licensee’s care
(such aswhen a child isalso attending elementary school)

Cte QildsNare Treln | Pretaatho Time 34t Timein | Q& Timre Pret aratho-
rizddgnetue ou intid Initid ad rizddgeture
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KEEP THE FOLLOWING FACILITY
RECORDS (WAC 170-296A-2150)

Monthly fire inspections required under
WAC 170-296A-3050.

Bl Fire extinguisher annual maintenance
or receipts indicating annual purchase
of new fire extinguisher(s), under WAC
170-296A-3000.

Bl Septic system inspection and maintenance, if
required under WAC 170-296A-1375.

B Water testing results, if required under WAC
170-296A-1400.

e following must be posted in the licensed
space during operating hours and clearly vis-
ible to the parents, guardians and stafi (WAC
170-296A-2175):

B A statement of the licensee’ philosophy of
child development.
# Emergency information, including:
B 911 or emergency services number.

i Name of the licensee, telephone
number(s), emergency contact informa-
tion, address, and directions from the
nearest major arterial street or nearest
cross street to the licensed home.

i Washington poison center toll-free
phone number.

B DSHS children’s administration intake
(child protective services) toll-free tele-
phone number.

il Emergency preparedness plan and drills with
the following information:

& Dates and times of previous drills.

Procedure for sounding alarm.

Revised August 2013

B Installation or assembly instructions for new
play equipment under WAC 170-296A-5000.

B (B is requirement does not apply to used or
hand-made play equipment built or installed
by the licensee or homeowner, or to play
equipment purchased prior to March 31,
2012.)

B Emergency preparedness evacuation drills
under WAC 170-296A-2925.

B Documents from any department visits,
inspections or monitoring checklists.

B As applicable, compliance agreements or
safety plans between the licensee and the
department.

@ Monthly smoke detector check, and car-
bon monoxide detector check if carbon
monoxide detectors are required under
WAC 170-296A-2950.

& Floor plan with escape routes and emer-
gency exits identiffed.

B Emergency medical information or explana-
tion of where that information can be found.

B Child care licensing information including:

i e current DEL-issued child care
license.

& If applicable, a copy of current depart-
ment-approved exceptions to the rules.

B If applicable, notice of any current or pending
department enforcement action. Notice must
be posted:

8 Immediately upon receipt.

B For at least two weeks or until the viola-
tion causing the enforcement action is
corrected, whichever is longer.

B A notice stating that additional information
about the child care license is available upon

Washington State Family Home Child Care Licensing Guide 6.15
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SAMPLE FORM

request to the licensee. i is information
includes:

i Copies of department monitoring
checklists.

B If applicable, any facility licensing com-
pliance agreements (FLCA).

Bl If applicable, copy of any enforcement
action taken by the department for the
previous three years.

Resources for posting

& If applicable, notice that the licensee does not
have liability insurance coverage, or that the
coverage has lapsed or been terminated. See
RCW 43.215.535.

B A statement on how the licensee will com-
municate with the parent or guardian on their
child’s development and parenting support.

B A typical daily schedule as described in WAC
170-296A-6550.

Safety record and evacuation plan — DEL website form below may be printed from:
www.del.wa.gov/publications/licensing/docs/FH _Safety Evacuation.pdf

SAFETY RECORD AND EVACUATION PLAN

Year

Monthly fére drill record Monthly

detector

carbon monoxide

smokeand | Quarterly disaster drill

record

Month

Intidsdf
el presart

#d dhilden Ddesrde
ddedor

dheded

lengthdt
dill

#d dnldren Intidscf

gl presart

DeGrbon
monadde
deded

lengthdt
il

JAN

MAR

MAY

JUNE

JULY

AUG

6.16 Recordkeeping,Reporting,Posting and Policies




SAMPLE FORM

Lockdown/shelter in place annual drill

Date of annual drill # of children

Length of drill Initials of stafi present

Batteriesreplaced annually

Fire extinguisher

Carbon monoxide
detector date

Smoke detector date

Date

Check daily

Evacuation plan and procedures are posted.
Exits open freely; exits are not blocked.
Hectrical appliances are working properly.
Hectrical outlets are not overloaded.

Extension cords are not used in place of permanent
wiring.

Combustible trash isnot allowed to accumulate.

Rammable or combustible material is stored safely.

Freplaces, wood burning stoves, fireplace inserts,
and heaters are used safely and out of reach of
children.

Fire evacuation plan

Please write your plan to evacuate children from your facility in case of fre.

1. How will you evacuate the children, especially those who cannot walk?

2. How will you sound an alarm?Where isit kept?

3. Where will the children and stafi gather when waiting for the fire department to arrive?

4. How will you make sure all persons are evacuated and accounted for?

Revised August 2013
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REPORTING INCIDENTSTO 911
(EMERGENCY SERVICES)

Call 911 and report to emergency services the fol-
lowing (WAC 170-296A-2200):

B A child missing from care, as soon as the
licensee or staft realizes the child is missing.

il Medical emergency (injury or illness) that
requires immediate professional medical care.

il Giving a child too much of any oral, inhaled
or injected medication, or a child taking or
receiving another childs medication.

& Fire and other emergencies.
B Poisoning or suspected poisoning.

il Other incidents requiring emergency
response.

REPORTING INCIDENTS TO WASHINGTON
POISON CENTER (WAC 170-296A-2225)

First call 911 if you suspect a child has ingested
poison.

Next, report to the Washington poison center:

B Any poisoning or suspected poisoning.

B A child receiving too much of any oral,
inhaled or injected medication.

B A child taking or receiving another child’s

medication.

Finally report to a child’ parent or guardian and to
DEL Immediately (WAC 170-296A-2250):

i Any incident reported under WAC 170-296A-

2200, affer calling 911.

i Any incident reported under WAC 170-
296A-2225, affer calling 911 and Washington
poison center.

& A childs demonstrated acts, gestures or
behaviors that may cause serious intentional
harm to self, others or property.

B Use of physical restraint with a child.

6.18 Recordkeeping,Reporting,Posting and Policies

Within 24 hours:

B B eir childk injury or other health concern
that does not require professional medical
treatment (report to parent only).

B Change in child care staff, including serious
illness or incapacity of the licensee that may
impact child care stafi ng.

& Additions to the household of persons 16
years or older, or a change in the licensee’s
phone number or email.

B B eir childs exposure to a communicable
disease from the list in WAC 170-296A-3210.

B [ e licensees plans to move, as soon
as the licensee plans to move (WAC
170-296A-1475).

e Washington Poison Center may be reached
at 1-800-222-1222 and http://www.wapc.org

OTHERINCIDENT REPORTING TO THE
DEPARTMENT (WAC 170-296A-2275)

You must report to DEL any incidents or changes
as required under WAC 170-296A-2200, or 170-
296A-2225,170-296A-2250, 170-296A-2300, and
170-296A-2325.

You or another person must report to DEL within
24 hours:

i [ e licensees emergency absence, serious
illness or incapacity of the licensee, staft or
member of household, if the licensee has
areasonable expectation that the absence
illness or incapacity will aféect the licensee’
ability to provide care.

B Who is going to continue to provide care.

i For the licensee, staft, volunteer or household
member age 14 or older:

B Pending charge or conviction for a
crime listed in WAC 170-06-0120.

8 Allegation or finding of child abuse or
neglect under chapter 26.44 RCW or
chapter 388-15 WAC.



Allegation or finding of abuse or neglect
of a vulnerable adult under chapter
74.34 RCW.

& Pending charge, conviction, or nega-
tive action from outside Washington
state consistent with or the same crime
listed in WAC 170-06-0120, or “negative
action” as deffned in RCW 43.215.010.

Reporting to DSHS Children’s Administration Intake

e licensee and each staf person are required
(WAC 170-296A-2300) to report the following
to DEL, and to DSHS children’s administration
intake-child protective services (CPS) or law
enforcement within 48 hours as required under
RCW 26.44.030:

B Suspected child abuse or neglect.

& A child’s disclosure of sexual or physical
abuse or neglect (WAC 170-296A-2300).

B Inappropriate sexual contact between two or
more children.

i A childs attempted suicide or talk about
attempting suicide.

e licensee or primary staf person must imme-
diately report the death of a child to CPS or law
enforcement and to DEL if the death of a child
occurred while in the licensee’s care, or if it resulted
from injury or illness that may have occurred while
the child was in the licensee’ care.

Revised August 2013

-
Child Abuse and Neglect

8. Child care providers are state-mandated report-
ersof child abuse and neglect; we immediately
report suspected or witnessed child abuse or
neglect to Child Protective Services (CPS). The
phone #for CPSis 1-800-609-8764.

9. Sgnsof child abuse or neglect are documented
on (name of
report form), which islocated

(where).

10. Training on identifying and reporting child
abuse and neglect is provided to all stafi and
documentation kept in stafi files.

11. Licensor isnotifted of any CPSreport made.
|

Reporting notifiable conditionsto health
department #WWAC 170f296Ai2325k

e licensee must report a child in care diagnosed
with a notiffable condition as defined in chapter
246-101 WAC to the local health jurisdiction or
the DOH. Contact the local health jurisdiction
for the list of notifiable conditions and reporting
requirements.

Need to find contact information for your local
health department? Go to

www.doh .wa.gov/AboutUs/PublicHealth System/
LocalHealthJurisdictions.aspx
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6.20 Recordkeeping,Reporting,Posting and Policies



Fil
HE Policies

e licensee must have written policies (WAC 170-296A-2350) for:

3ursudory a1e)
PIrYD dwoy Afrweq

B Parents and guardians, also known as the parent handbook.

Jeispue
998 UdIIT Ay,

i Program and staf.

e licensee must submit all policies and revisions of policies to DEL.

What is the purpose of parent policies?

e purpose of a parent handbook or parent policy is to guide your
operations manual, staf policies and ofE-site policies. i e parent
handbook that you give to parents of the children in your care must
include DEL licensing requirements, but you can also add your own
rules and personal information as well.

UIp[IYD SUNOx Jo
uoI1BONPH pUE 318D

As a provider and a business owner you should sit down with new
clients (the parents or guardians of the enrolled children) and review
your handbook. As each new family is introduced into your FHCC,
take the time to explain your rules and make sure that the family or
guardians understand what is expected from them and what they can
expect from you.

SjuQ W uoIIAUg

If a problem arises regarding a subject that is addressed in your
handbook, you can refer to your policy with the family and hopefully
avoid confict, or more easily work toward a resolution. If your poli-
cies regarding a topic are vague, or you and the family have difering
assumptions, it can cause problems. Your handbook is the basis of
your contract with families and should be clear at all times. Have both
parents (if applicable) and guardians sign that they understand your
policies and give them a copy. Keep a copy in your files. i is advice

is based on work done by Donna Horne of Volunteers of America,
Family and Children’ Services, in Everett.

uonLI}NN pue
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Write your policy after learning
what needs to be in it!

e licensing standard is detailed below. AfZer the policy standard
you will find a series of questions to support you as you write your
own parent policy or handbook that fits the specifics of your FHCC.
See also Appendix A in this section for a disaster policy and refer
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to Section Five — Safety, Health and Nutrition for
additional information to support the writing of
your required policies.

PARENT/GUARDIAN POLICIESOR
HANDBOOK (WAC 170-296A-2375)

e licensee’s written parent/guardian policies
(handbook) must include:

i Hours of operation including closures and
vacations.

Information on how children’s records
are kept current, including immunization
records.

& Enrollment and disenrollment process.

i Parent/guardian access to their child during
child care hours.

il Program philosophy (the licensee’s view of
child learning and development).

B Typical daily schedule, including food and
rest periods. See WAC 170-296A-6550.

# Communication plan with parents/guardians

including:

i How the parent or guardian may contact
the licensee with questions or concerns.

How the licensee will communicate
the child’ progress with the parent or
guardian at least twice a year.

i How the licensee will support parents
regarding parenting.

Written plan for any child’s specific needs if
applicable. See WAC 170-296A-0050.

il Fees and payment plans.

B Religious activities and how the parent’ spe-
cifiic religious preferences are addressed.

How holidays are recognized in the program.

il Confidentiality policy including when
information may be shared. See WAC
170-296A-2025.

i Items that the licensee requires the parent or
guardian to provide.

6.22 Recordkeeping,Reporting,Posting and Policies

8 Guidance and discipline policy. See WAC
170-296A-6050.

B If applicable, infant/toddler care including
SIDS prevention, feeding, diapering and toilet
training.

B Reporting suspected child abuse or neglect.
See WAC 170-296A-6275.

B Food service practices. See WAC 170-296A-
7125 through 170-296A-7200, and 170-296A-
7500 through 170-296A-7650.

B Ofi-site field trip requirements. See WAC
170-296A-2450.

B Transportation requirements. See WAC
170-296A-6475.

B Staf ng plan. See WAC 170-296A-5600 and
170-296A-5775.

Bl Access to licensee and staf training and pro-
fessional development records.

B Pet policies. See WAC 170-296A-4800.

& Health care and emergency preparedness
policies including:

B Emergency preparedness and evacua-
tion plans. See WAC 170-296A-2825.

& Injury or medical emergency
response and reporting. See WAC
170-296A-3575, 170-296A-3600, and
170-296A-2275.

B Medication management including stor-
age and giving medications. See WAC
170-296A-3325;

& Exclusion/removal policy of ill persons.
See WAC 170-296A-3210; (e) Reporting
of notiffable conditions to public health;
(f) Immunization tracking. See WAC
170-296A-3250.

& Infection control methods, including:

B Handwashing (WAC 170-296A-
3625) and, if applicable, hand sani-
tizers (WAC 170-296A-3650), and

B Cleaning and sanitizing, or
cleaning and disinfecting pro-
cedures including the methods
and products used. See WAC



170-296A-3850 through 170-
296A-3925 and definitions in
WAC 170-296A-0010.

Bl Napping/sleeping.

&l No smoking policy consistent with WAC
170-296A-4050.

Alfer reading the long list of requirements for your

parent handbook you may be wondering where to
begin. Remember this is your opportunity to tell
parents who you are, what you believe in and why
you have chosen this important field as your pro-
fession. You will also be identifying basic informa-
tion that will prevent problems in the future based
on misunderstandings. Use this list to get going
and check the WAC detailed above, to be sure you
have included all required areas.

COVERAND FIRST PAGE OF
THEPARENT HANDBOOK

Welcome parents and list your name, address and
discuss the basics of your program under number
one.

1. What are your hours of operafi
tion and days you will be closed?

il Identify holidays, sick days, and vacations and

closures. Plan a year ahead and let the fami-
lies also plan!

Bl State your opening and closing times (for
example, 6 am.to 6 p.m., weekdays).

2. What child records are required? How
will children’srecords be kept current?
i Give a sample of the forms for admission.
il State how ofien the information will be
checked and updated.
il State how you will notify parents when you
have any changes to policies.

3. Enrollment and disenrollment inforf
mation. Detail the following:

il Deposit and registration forms

Revised August 2013

& Drug and alcohol policy consistent with WAC
170-296A-4025.

B If applicable, guns and weapons storage. See
WAC 170-296A-4725.

B If applicable, overnight care requirements. See
WAC 170-296A-6850.

B Trial period
B Withdraw policy
& Termination policy

4. Accessto children during child care hours

B You must state that you have an open-door
policy, meaning parents may come unan-
nounced or without an appointment if their
child is in care.

B State who may have access to a child during
child care hours (parents, guardians, DEL and
CPS).

B Suggestion: Discuss how you address custody
Issues.

5. Your philosophy

B What is your view of how children learn and
develop?

B What is your view of how you and your staf}
will support children to learn and grow?

& Briefly give other details such as your goals
for how the environment, routines, and
other aspects of your program will support
a healthy, safe and nurturing experience for
children.

B Share anything else about how you will oper-
ate your child care business that will let fami-
lies and others understand your approach to
caring and education children. [# ere may be
many ways to describe your philosophy. Here
is one example:

B We believe children learn through play
in an environment that is safe, inter-
esting and set up for exploration and
creativity.

Bl We believe children are capable, curi-
ous and ‘little scientists’ trying to figure

Washington State Family Home Child Care Licensing Guide 6.23
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out how the world works. Our environ-
ment is set up and has materials that fit
the ages and interests of our enrolled
children.

Bl As caregivers and educators we believe
it is our responsibility to value every
child for who they are, to partner with
families and to include the cultures
and languages of our families in our
program.

il We allow children to make choices
based on their interests and we actively
teach social skills to create a caring
community of learners here.

6. Daily schedule, food and rest periods
Bl See: WAC 170-296A-6550 and detail the daily
schedule.
il Give a sample menu.
Bl State that you offer rest periods and naps and
ofer quiet activities for those children who
don’t need naps.

7. Communicationsplan
B How will you communicate with parents?
B How will parents contact you?
#l How will you communicate with parents at
least twice a year about the child’s progress?
B How will you support the parents regarding
their own parenting?

8. Plan for any child’s specific
needsif applicable
See: WAC 170-296A-0050
Bl State what you will do if you have a child with
specific needs. For example, how will you
change your routine, modify your environ-
ment, or partner with other professionals to
meet a child’s identified special needs?
I Do you have any training or certifications that
you want parents to know about?

9. Feesand payment plan

B What is your payment policy?

il Do you have a required deposit?

Bl What rate do you charge for specific situ-
ations such as a second child in the same
family? Do you ofer a family discount if
applicable?

B What are your late fees?

6.24 Recordkeeping,Reporting,Posting and Policies

B How do you handle charges when a family
goes on vacation, a child is ill or gone due to
specific holidays?

B What rules must you follow for families who
receive subsidized child care fees from the
state of Washington programs for low income
families (TANF/ DSHS)?

10. Religious activitiesand how parent’sor
guardian’sreligious preferences are addressed
B Indicate whether specific holidays are or are

not celebrated.

& Discuss your program’s approach to religion.
Are you a religious program or not? Give
examples of what you do in your program in
this area.

B If holidays are not celebrated, describe how
you create a community feeling through other
routines or means.

11. Birthdays and holidays
B Holidays are / are not celebrated
B Birthdays are / are not celebrated
Bl If celebrated what is the parent’s role? What
might they contribute to the program? What
would you like to avoid?

12. Confidentiality policy including when
and with whom information may be shared
See WAC 170-296A-2025 and then answer:
B Who will you tell and share children’ files
with?
B How will you keep the child file
confidential?

13. What do parentsneed to
bring to child care?

14. Guidance and discipline after
reviewing WAC 170f296A6050.
Discuss your philosophy of:

& Behavior management

B Child care rules

B Consequences

B Respect

B No corporal punishment on premises

15. Infant and toddler care
If you serve infants and toddlers, detail the
following:

B Feeding



Sleeping/SIDS prevention
B Diapering /Toilet Training

16. Child abuse, neglect and exploitation
Print WAC 170-296A-6275 exactly as it appears in
your Parent Handbook.

17. Food service practices
See WAC 170-296A-7125/7200 and 170-296A-
7500/7650, and describe:

§ How you post daily meals.

e type of food you serve or if you require
parents to supply meals for their child.

il If you have an outside food allowance because
you participate in a state food program.

B Culture and sensitive food practices.

& Views on sharing food.

Allergy policy and notifications.

B Describe your qualifications such as the fact
that you have a food handler’s permit, you
adhere to appropriate food storage practices,
and you comply with healthy and safe food
handling practices.

18. Ofifiite field trips
See WAC 170-296A-2450 and describe your plans
for:
B Ofi-site feld trips.
i How you will notifying parents in advance of
a fizeld trip.

19. Transportation
See WAC 170-296A-6475 and detail your:
i Plan for transporting children.
& Policy on car seats or booster seats. Who
provides car seats?
B Emergency materials.
il Insurance information.

20. Stafi ng plan
See WAC 170-296A-5600 and WAC 170-296A-
5775 and describe your:

B Stafi ngratios.

il Stafi ng plan.

B Supervision of children.

21. Licensee’s and stafi’straining and
professional development records

Identify the requirements that you and your stafz
have met in the areas of:

Revised August 2013

& Background checks.

B Documented training.

B CPR/ first aid / bloodborne pathogen
training.

22. Pet policies
See WAC 170-296A-4800 and note if you will have
animals in the child care area and state that they
will have:

B Shots and veterinary records.

B Care to meet all WAC requirements.

8 A cleaning policy.

283. Health care and emergency
preparednesspolicies
See WAC 170-296A-2825

a. BEmergency preparedness and evacuation
plans

&8 How lontg are you prepared to take care
of children?

B What equipment do you have on hand?

& How far is the fire station from your
home?

B Where is the closest place that you could
go to as a back-up location if your home
is unsafe?

B Request out-of-state phone numbers
from enrolled families. Give parents an
out of state phone number to call in the
event of an emergency that prevents
local calls.

Evacuation and safety plans

& How offen you do drills for children and
staf?

& In case of evacuation where will you go
or meet in the yard?

B What doors are open for an emergency?

B Are children trained to call 911?

B Are there procedures in place for fire,
earthquake and lockdown?

b. Injury or medical emergency response and
reporting

See WACs 170-296A-3575, 3600, 2275 and then
describe:

B When will parents be notiffed of cuts,
bruises and falls that may be treated on
site?

Washington State Family Home Child Care Licensing Guide 6.25
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B How are parents notified of injuries
requiring medical treatment?

il What are the procedures for reporting a
questionable injury?

Bl What is the procedure for handing
emergencies?

c¢. Medication management

See WAC 170-296A-3325 and describe practices.

d. Exclusion/removal of ill children
B How will you handle a child who
becomes ill in care?
§l Under what circumstances is a child be
excluded from care?

e. Reporting to public health and DEL within
24 hours
il What is reported?

f. Immunization tracking

What is your:
Bl Policy on tracking and updating?
Bl Form for parents to use?

g. Infection control methods
Describe:
Bl Cleaning and sanitizing.
i Hand washing.
B Hand sanitizers.
i Handling contaminated material, blood,
fluids.

24. Napping and sleeping
Answer the following:
B Who takes a nap?
f What is your napping policy?
B What are non-napping children doing while
others nap?
Bl What sleeping equipment is used?

25. No smoking policy
See WAC 170-296A-4050 and then describe:
B What are policies for parents, stafé?

26. Drug and alcohol policy
See WAC 170-296A-4025 and then describe:
Bl What are the state’ policies? Your personal
policies?
B What you would do if a parent was under the
inffuence?

6.26 Recordkeeping,Reporting,Posting and Policies

27.Weapons storage, if applicable
See WAC 170-296A-4725 and then detail:
B What is the policy?
B If you have weapons, how are they stored?

28. Overnight care
See WAC 170-296A-6850 and describe
B What sleeping equipment will be provided for
overnight care?
& Where will children sleep?
B Where will providers sleep?

Additional information that you may want
to addressin your parent handbook:
B Provider information.
& References.
B Licensing and liability insurance.
B Employees/substitute caregivers.
& Backup child care ideas.
B Nondiscrimination policy.
& Photograph policy.
& School districts close to the FHCC.
B Extra services and charges.

Now that the parent handbook is finished you can
start the program operations, stafi and ofi-site
policies. You can address these policies by includ-
ing most information in the parent handbook or
you can choose to have a separate manual. Either
way, most of the information needed will have been
addressed in the parent handbook.

e following list is what DEL requires in your
operations, stafz and oft site policies. As you will
notice, a lot is already in your parent handbook. If
you don’t have staf or if you don't go on field trips,
then you don’t need these policies. Afier you review
the WACs below, a list of what needs to be in your
remaining policies is listed.



FiIl  Program/
A Operations Policies
(WAC 170-296 A-2400)

In addition to parent policies and procedures
required under WAC 170-296A-2375, the licensee
must have written program/operations policies that
include:

B Plans to keep required program/stafi records
current.
i Child supervision requirements.

f Mandatory reporting requirement of sus-
pected child abuse and neglect and other
incidents under WAC 170-296A-2300.

B Plan for ofi-site field trips.
i Plan for transporting children.

Plan for preventing children’ access to unli-
censed space.

il Medical emergency, fire, disaster and evacua-
tion responsibilities.

3ursudory a1e)
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# Guidance and discipline responsibilities.

Overnight care, if applicable.

il Plan for stafi (when applicable) to include:
B Staf? responsibilities.

B Staff training.
Staf# expectations.

il Professional development.
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Policies (WAC 170-296A-2425) must include:

i

All the information in the parent/guard-
ian handbook under WAC 170-296A-2375,
except fees.

Plan for keeping stafi records current
including:

i Completed background check forms
and department clearances.
First aid and CPR certification.
TB test results.
Required training and professional
development for primary stafi persons.
Training that the licensee must provide
to stafg.

E™ ED EX EE

Job description.

Staf responsibilities for:
B Child supervision requirements.
B Guidance/discipline techniques.
& Food service practices.
Ofit-site feld trips.

B Transporting children.

E® ER EZ EZ EZT

Preventing children’ access to unlicensed
space.

Health, safety and sanitization procedures.

Medical emergencies, fire, disaster and evacuations.

Mandatory reporting of suspected child abuse and neglect.

Overnight care, if applicable.

Staf responsibilities if the licensee is absent from the child care

operation.

e licensee must keep documentation of all staf training on

policies.

Revised August 2013
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Resource:
Go to: www.del.wa.gov/publications/licensing/#family.
Scroll down to the Family Home Child Care section and open the
document you need. ir e documents are available in Spanish and
English and include:

Family Home Written Plan for Licensee Absence
(WAC 170-296A-5775).

i Family Home Written Plan for Dangerous or Aggressive
Pet or Animal.

&l Family Home Child Care - Request to Provide Overnight
Care (WAC 170-296A-6850).

i Inspection of fireplaces, wood stoves, or similar
wood-burning heating devices (WAC 170-296A-2650).

i Request for Fire Department visit.

Written Plan for Bodies of Water (WAC 170-296A-5250).

6.30 Recordkeeping,Reporting,Posting and Policies



FIl  Off-site
Ac Activity Policy

e licensee must have a written policy (WAC 170-
296A-2550) for ofi-site activities that includes:

Sursuaory 218D
PIIYD dwoH Arwey

i Parent notification and permissions. See
WAC 170-296A-6400.
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i Supervision plan.

B Transportation plan. See WAC
170-296A-6475.

Emergency procedures including bringing
each child:

i BEmergency contact information.

B Medical records.

uaIpyIyD Sunog jo
uoneONpy pue aIv)

f Immunization records.

B Individual medications if required for
specifific children.

il Medication administration log.

fl Medication management.

$1UQ W UOIIA U

Maintaining a complete first-aid kit.

B Charging of fees, if any.
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SAMPLE FORM

Family Home Child Care

Ofii&ite Permission Authorization for Occasional Trips

WAC 170296A[6400 OFi Site activities i Parent or guardian permission

The licensee must:

a) Have written permission from the parent or guardian prior to the child engaging in ofi-site activities.
The written permission must be kept in the child’s fe.

b) Have a separate permission for activitiesthat occur less often than once per calendar month.

Child’sname Licensee Name
A special outing isplanned to: Address:
Date: Departure Time: Return Time;

The children will be transported by motor vehicle:
Yes No

We will be going on thisouting using public trans-
portation: Yes No

Notes:

Please return this permission slip by:

| give permission for my child

(Child’sname)

To attend the outing to:

Date:

(WAC 170-296A-6475).

Thispermission isgranted when the licensee follows all the requirementsfor transporting children

please contact:

In case of emergency, | give permission for my child to receive medical treatment. In case of such emergency

Name:

Telephone number

Parent or guardian signature:

Date:

Give a copy to the parent or guardian and keep a copy in the child’s file.

6.32 Recordkeeping,Reporting,Posting and Policies




CHECKLIST FOR YOUR PROGRAM OPERATIONS, STAFF AND OFF SITE POLICIES

Program and operations policies

The following subjects may be addressed in your par-
ent handbook if you prefer one document. Redundant
requirements are underlined.

1.

10.
11.
12.
13.
14.
15.
16.

17.
18.
19.
20.
21.
22.
23.

24.
25.
26.

Plansto keep required program and staf
records current.

Child supervision requirements.

Mandatory reporting requirement of suspected
child abuse and neglect and other incidents.

Plan for ofi-site fteld trips.
Plan for transporting children.

Plans for preventing children’s accessto unli-
censed space.

Medical emergency, fire, disaster and evacua-
tion responsibilities.

Disaster Plan (See Section Sx, Appendix A)
Evacuation of children

BEvacuation locations

Earthquake procedures

Fre

Immediately following the fire

Lock down or shelter in place

Lock-down procedures

Injury or medical emergency response and
reporting

Injury to child

Frst aid

Guidance and discipline responsibilities
Overnight care, if applicable

Plan for stafi

Saii responsibilities

Responsibilities of a primary stafi person super-
vising stafi

Saii training

Saiit expectations

Professional development

Revised August 2013

Stafi policiesibnly if you have staf

12.
13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.

24.
25.
26.

27.
28.

29.

What isrequired by stafi to read and know?

Have required stalii records and a plan for keep-
ing stafif requirements current

Training that the licensee must provide to staffi
Job description

Stalii responsibilities

Child supervision requirements
Guidance/discipline techniques

Food service practices

Ofi-site feld trips

. Transporting children
. Preventing children’s accessto unlicensed

space
Health, safety and sanitization procedures
Ceaning and sanitizing toys

Disaster plan

Bvacuation of children

Bvacuation locations

Earthquake procedures

After ground stops moving

Fre

Immediately following the fre

Lock down or shelter in place

Lock-down procedures

Injury or medical emergency response and
reporting

Injury to child

Frst aid

Mandatory reporting of suspected child abuse
and neglect

Overnight care, if applicable

Stali responsibilitiesif the licensee is absent
from the child care operation.

The licensee must keep documentation of all
stafi training on policies.

Washington State Family Home Child Care Licensing Guide 6.33
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Resources: For a review of model child care poli-
cies and plans consult the following resources:

Bl American Academy of Pediatrics
B American Public Health Association

i National Resource Center for Health and
Safety in Child Care and Early Education

B Caring for our children: National health and
safety performance standards, 2011.

&l Guidelines for early care and education
programs. 3rd Edition. Elk Grove Village,
IL: American Academy of Pediatrics;
Washington, DC: American Public Health
Association. Also available at http://nrckids.
org.

Aronson, S. A. (2002). Model child care health
policies. WA, DC: NAEYC.

Aronson, S.A. (2012). Healthy young children: A
manual for programs. WA, DC: NAEYC.

National Association for the Education
of Young Children (NAEYC).
(2013). Coping with disasters. See:
http://www.naeyc.org/newsroom/
Resources on coping with disasters

NAEYC has gathered online resources to
provide information about disaster pre-
paredness for child care and preschool pro-
grams in the U.S. and how to talk to young
children about disasters they learn about in
the media.fi# e site also provides informa-
tion about helping children during and affer
a disaster.
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SAMPLE FORM

FIl Section Six Appendix A:
A2 Disaster Preparedness

e following are examples of diféerent ways to create a disaster plan.

Disaster Plan Approach 1
PLAN AND TRAINING

We have developed adisaster preparedness plan/policy. Our plan
includes responsesto the difierent disastersour site isvulnerable to, as
well as procedures for on-and ofi-site evacuation and shelter-in-place.
Bvacuation routes are posted in each classroom. Our disaster preparedf!
nessplan/policy islocated

(where).

Stafi are oriented to our disaster policy

(when/how often; at least annually).

Parents/guardiansare oriented to thisplan

(when/how).

Stafi are trained in the use of fire extinguishers

(when, by whom).

The following stafi personsare trained in utility control (how to turn
ofl gas, electric, water):

Disaster and earthquake preparation and training are documented.

Revised August 2013 Washington State Family Home Child Care Licensing Guide 6.35
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SAMPLE FORM

Supplies

Qur center has a supply of food and water for children and staii for at
least 72 hours, in case parents/guardians are unable to pick up children at
usual time.

(name)
isresponsible for stocking supplies. Expiration dates of food, water, and
supplies are checked
(how often) and supplies are rotated accordingly. Essential medications
and medical supplies are also kept on hand for individuals needing them.

HAZARD MITIGATION

We have taken action to make our center earthquake/disaster-safe.
Bookshelves, tall furniture, refrigerators, crock pots, and other potential
hazards are secured to wall studs. We continuously monitor all rooms and
ofit cesfor anything that could fall and hurt someone or block an exit —
and take action to correct these things.

isthe primary person responsible for hazard mitigation, although all
stali members are expected to be aware of their environment and make
changes as necessary to increase safety.

DRILLS

Firedrillsare conducted and documented each month. Disaster drills
are conducted

(how often; quarterly at a minimum —monthly recommended).
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SAMPLE FORM -

5

Q2

=

. jwplias

Disaster Plan Approach 2! g 3
2 o

Qur program’sname and addressis: o2 %

o
-

Our nearest cross-streets are: ; £

= &
a

Qur program’s phone number is:

Our out-of-area contact is: ° &
5< (¢}
=

Phone number: e
=2

The purpose of thisplan isto assist child care and other early learning and 3 §

school-age programsin preparing for and responding to an emergency

or disaster.

All programs are encouraged to seek additional information and training éﬂ

around emergency/disaster preparedness from local emergency manage- 5

ment and/or public health. 5

a
=

This plan was prepared by the Child Care Health Program of Public 2

Health - Seattle and King County with agreat deal of input from Seattle

Emergency Management.

e o

It isindividualized by each program. For an electronic copy of the plan =4 g

and other supporting documents, go to: Zs

http//kingcounty.gov/healthservices/health/child/childcare/ =@

preparedness.aspx 5
S«

Revised 7/2011
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1 Section Sx Appendix A: Disaster Plan 2 adapted from: Seattle-King County Public Health
document. See: www.kingcounty.gov/healthservices/health/child/childcare/preparedness.aspx
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SAMPLE FORM

EMERGENCY INFORMATION

Police of F4
Fire/medics ofy
Poison control center 1i800i222f1 222
Child protective services 1i800i562i5624

Hospital emergency room

Bectric/gascompany

Water/sewer provider

Insurance agency

Auto policy number

Home policy number

Radio station with emergency broadcasting

Program cell phone

Child care licensor

Publichealth nurse

Center’splanned evacuation sites

Ofif&ite

Onféite

Program outfbffarea contact

Other:

6.38 Recordkeeping,Reporting,Posting and Policies



SAMPLE FORM

We have developed thisemergency/disaster plan to provide safe care for our children should
an emergency or disaster occur during the program day. A copy of this plan is always avail-
able for review. It islocated

Safi isintroduced to this plan during orientation. Additionally, we review the plan with staf

(how)
(how often; recommended: monthly, required: annually).
Fire extinguishers are located:
All staii are trained in the use of ire extinguishers
(when/how often), (by whom).

Gas shutfbH (if applicable) islocated:

Bectrical panel islocated:

Water shutibfi islocated:

The following stail members are trained in utility control (how to turn ofi gas, electric, water):

Parents/Guardians are oriented to thisplan:

(when, how).

A parent/guardian from each family is asked to sign that they have reviewed the plan.
We ask stafii to develop their own disaster plan for home. We encourage familiesto do the
same. Having a plan helpsyou be in control and decreases anxiety when a disaster occurs.

Resourcesfor developing a plan include:

«#¢ American Red Cross: www.redcross.org

il Federal Emergency Management Agency (FEMA): www.fema.gov

*f Your county health department

Revised August 2013 Washington State Family Home Child Care Licensing Guide 6.39
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Assuring a safe environment is an important step
in disaster planning. Earthquakes, for example, can
move (throw, topple or cause to jump) very heavy
objects. Hazard mitigation is key to preventing
injuries during a disaster as well as on a daily basis;
it is done throughout the facility. Walk through all
rooms and look for anything that could fall and
hurt someone or block an exit. A common hazard
in family home child care is a tall and heavy shelf
that a young child could pull down onto them-
selves, with potential to crush a limb or fracture
their skull.

Hazard mitigation priorities. When
reviewing areasin your home child
care space, ask yourself:

1. Are there objects here that could break and
fall and hurt someone?

2. Would/could an object (furniture, light fix-
ture, etc.) break and fall and block a primary
exit from the room?

6.40 Recordkeeping,Reporting,Posting and Policies

3. Would/could an object (furniture, shelf, etc.)
break and fall and keep your program from
opening the next day (or soon thereafier)?

4. Would/could a favorite possession break and
fall and break your heart?

Knowing that our environment is ever-changing,
we regularly re-assess for hazards and correct them
as soon as possible. Stali members continuously
review their areas to assure the environment is safe.
In addition, to assure each area is viewed objec-
tively, we ask stafE to look for hazards in program
areas in which they usually do not work.

e charts on the following pages track the work
done to reduce any hazards in our facility. (Copy
and complete one for all rooms, including class-
rooms, ofd ces, hallways, storage rooms, and kitchen.)



SAMPLE FORM -
5
Q2
=
We formally review our environment for hazards every (recommended: monthly). g §
=
»n O
Hazard mitigation for: (room, area) e
£
Safety action taken Date and comments
Tall or heavy furniture is secured to awall stud 5
o
a
2 8
Heavy objects are placed low or properly secured % %
a
Shelves have adequate lipsor strapping to prevent
itemsfrom fying ofi in an earthquake S, Q
(¢]
£z
o
Overhead cupboards have safety latches Ué ey
=
=2
S g
Chemicals and poisons are stored safely (including:
out of reach of children, in closed cabinets, no bleach
and ammoniatogether)
23
Windows are made with safety glass or are adapted =
to prevent shattering and injury g
-
=4
Evacuation/exit routes are free from hazards such as ”
equipment, furniture, and other large objects
. =T
All exits are unlocked or can be unlocked or locked 28
from the inside without a key Z =
5@
e
B <
Ongoing room review:

Date and =
initials: a
T o
2 a
Action taken: =
S5 0
2.3
& .
s B
.09
)
o8&
grs
5 2
7o
S
aQ
&
w
o)
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B Suggestion: grab-and-go bag
B [ ree-daysupplies

Notes about supplies:

i [ ree-day supply lists were adapted from the
American Red Cross disaster supply lists for
schools.

il Supplies can be expensive. To “grow” your
stock of appropriate supplies:

il Review the lists and decide which sup-
plies are priorities at your site.

il Develop a supply rotation system that
allows you to use perishable supplies in
your normal operations before the expi-
ration date. For example, buy canned
food that is normally on your menu,
and plan to replace and serve it every 6
months.

il Team up with another program to buy
supplies in bulk.

Bl Request a small disaster supply fee from
families or specific donations.

il Seek specific donations from the

community.

Suggestion: Grab&andfyo bag
for child care programs

Place a backpack somewhere you can grab it easily

on the way out the door — every time your chil-

dren leave your home! [ e backpack should be

labeled for easy identification and should contain:
il Emergency forms for students and staf

fi “Rescue” medications with authorization
forms

B First aid kit

Bl Flashlight and batteries
B Whistle

B Bottle of water

Bl Age-appropriate snacks/infant formula

6.42 Recordkeeping,Reporting,Posting and Policies

B Paper cups and/or infant bottles
B Tarp or ground cover and emergency blankets

& Tissues or toilet paper and/or wipes and dia-
pers, as needed

B Plastic bags

Bl Age-appropriate time passers (books, cray-
ons, paper, etc...)

What isa grab—and-go grab-and-go bag?

B A grab-and-go bag contains essential items
for an emergency.

B It includes things that you may need in the
first hour or so following an emergency/
disaster.

B A grab-and-go bag contains only a small por-
tion of your disaster supplies, but is a key part
of your preparedness and response.

& A grab-and-go bag should be easy to trans-
port. A backpack (daypack) usually makes the
best carrier.

What should our grab-and-go contain?

A grab-and-go bag should include current emer-
gency contact information, a first aid kit, any
rescue* medications with paperwork, and a Eash-
light. Tarps and/or blankets are also helpful for all
ages. Include other items appropriate to the age(s)
of children served. Make sure that you can easily
carry your grab-and-go bag!)

Should the grab-and-go bag have enough for-
mula and diapersfor all infants?

No. Remember that this bag is designed to meet
immediate needs for a limited time. Make sure
that you have additional supplies in your three-day
disaster supply kit.

Where should we keep our grab-and-go bags?
e best place to keep it is on a hook by the door
that you usually use to exit (and that you are most
likely to evacuate through). Your grab-and-go bag
should be with you on the playground, feld trips,
fire drills, or any other planned or unplanned
classroom departure. ¥ e grab-and-go bag should
be out of children’ reach at all times. Don’t make it



too heavy — no one should be tempted to set it on
the ground where it would be easily accessible to
children.

We’ll haveto update our grab-and-go bag from
timetotime, won’t we?

Absolutely. Make sure you have a system in place
for keeping emergency contact information cur-
rent. Check expiration dates of food, water, batter-
ies, and any medication, and replenish those items
regularly. Keep first aid supplies fully stocked.

*Rescue medications include EpiPens®asthma

inhalers, or any other medications that a specific
child may need to keep him/her alive.

Revised August 2013

Survival: Threeftlay supplies per 50 people

Consider what you will need if all of your enrolled
children, your household members and even some
neighbors ask for your help because no one can
leave the area for three days.

B Most FHCC would cut the following
amounts in half to support a maximum of
25 people for three days, in the event of a
disaster.
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SAMPLE FORM

Water Shelter
3 gallonsof water per adult (2) 12’X 16’tarps
(1 gallon/adult x 3 days) (3) 10’poles
1.5 gallons of water per child B (100ft) %4in. nylon rope
(1/2 gallon/child x 3 days) Fashlight w/ (2) extra sets of batteries per staff
any tools needed to open water containers person
. E “ 5
cupsto dispense water B blanket (Peece, wool, & or “space”) per person
Sored: B (5)extrablankets
B (30) plastic sanitation bags
Food fEmergency Food: rivacy shelter
v t : .
seasyloserve (30) rollstoilet paper
v Doesnot require cooling or heating E (50) sanitary napkins
¥ Hasalong shelf lif
asalong snettiite B (30) plastic garbage bags
v Isstored protected from heat, cold, and pests (30) rolls paper towels
Our emergency food ispart of our regular menu (750) soap towelettes packets or baby wipes
rotation. Food for 3 extradaysis alwayson site. B 15)b ;
(Familiar food can be a comfort during a disaster.) (15) bars of soap
3 al plastic buckets itation/emer-
It isrotated (how often) éS;:C?/toﬂetslc ucketsfor sanitation/emer
by (whom). (30) 12-hour light sticks
We have a separate supply of emer- battery-operated lanternsw/ extra batteries
gency food. Expiration dates are checked
Sored:
(how often)
Special Equipment/Other
by (whom).
Medical suppliesfor children with special health
We include food for those with food allergiesor on care needs:
special diets.

We include age-appropriate food, such asformula
and pureed food for infants (when enrolled).

Supplieskept with food include:

Plastic dishes and utensils

Manual can opener

Bottlesfor infants

Sored: Sored:
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Life safety & Eirst aid

SAMPLE FORM

Life Safety First Aid

(2) laminated maps of site masking tape

(6) hardhats B permanent marking pens

(1) am/fm battery powered radio first aid reference book

(4) walkie talkies assorted adhesive bandages

(4) whistles (100) 4 in. by 4 in. compresses

(1) orange vest per stafl member B (15)8in.by 10in compresses

(2) shovels (50) roll gauze bandages

toolsfor simple search & rescue™: (5) triangular bandages

(1) bolt cutter (2) sm, med, and large

(1) pry bar B cardboard splints

(1) crowbar (20) steri-strips or butterfly

(1) pliers bandages

(1) hammer (5) boxes of water in sealed

(1) set of screwdrivers B containersfor Fushing wounds, etc.
(1) wrench (1) small bottle bleach

(1) utility knife (1) backboard

(1) shovel (1) scissor

(3) rollsbarrier tape B (3)tweezers

(3) rollsduct tape (100) non-porous medical gloves
Other: (5) oval eye patches

Other: (7) rolls 1” cloth tape

Other: B (5)rolls2”cloth tape

* For search and rescue training, contact your local (25) dust masks

emergency management agency. thermometer

Sored: 3-day supply of critical medications, with autho-

rization forms
Stored:
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SAMPLE FORM

Administrative Supplies

Master keysto facility and supply container(s) Copiesof all necessary forms:
Off ce supplies B Incident Report Log
pens Hrst Aid Log
paper Notice of Arst Aid Care
tape Child Release Log
paper clips B Child/Saft Accounting Log
clipboards Expenditure Log
Sgnsfor“Sudent Release” Safi Time Log
(2) sets stafl and student rosters Communications Log
Emergency Contact forms B messageform
Stored:

B Our supply inventory iscomplete; we have obtained all needed supplies. (On-site sup-
pliesare indicated by a check in the boxes above.) We have a plan for rotating perishable
items.

B Weare continuing to gather supplies. The supplieswe have on site are indicated above.
We have a plan for rotating perishable items. Our plan for obtaining additional suppliesis
asfollows:

Supplies needed Plan to obtain Date to be completed Person Responsible
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Education

SAMPLE FORM

Staf, children, and parents/guardians must be educated about your program’ disaster
plan and what is expected of them in the event of an emergency or disaster. All adults
should be reminded that children take their emotional cues from adults. In general,

calm (at least on the outside) adults = calm children.

Staff are educated about:

il Personal preparedness, including
*fl Emergency contacts
*f Home/family plan
-8 Three-day supply of food and water at
home

*f Program’s emergency/disaster plan

*fl Personal role in plan and responsibilities before,
during & after disaster

-8l Safe actionsin the event of a fire or earthquake
i Reducing hazardsin environment

! Controlling utilities

it

i

We educate stafi

Children are educated about:

«fi Safe actionsto take in event of a fire or earth-
quake (if age-appropriate)

it

(when).

it

We educate children

Revised August 2013

(when).

Parents/guardians are educated about:

*fi The program’splan, including
*fi Care provided to children in all
circumstances
«fi Communication in case of adisaster
*fi Procedures for releasing children

i

i

We educate parents/guardians

Washington State Family Home Child Care Licensing Guide 6.47
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SAMPLE FORM

Drills provide people with the skills and confidence necessary to respond in an actual

disaster situation.

We practice three critical drillsregularly to assure
our stafil and students are prepared to respond to
emergencies:

-8 Fire (evacuation drill) is practiced monthly, as
required by WAC

-fi Earthquake (drop, cover & hold) ispracticed
(how often*)

-f Lockdown (Secure building, stay together)
ispracticed (how
often™)

*i Lockdown ismost often completed with
just stafi.

*i If children are included, we use these
words,

(Recommended:“Let’s practice being
together and staying safe?)

*fl Parents/guardians are informed prior to
the drill and informed of exactly what to
expect.

All of our drills are done with the intent to learn some-
thing more. We are thoughtful of what we want to
accomplish, and plan accordingly. Each time adrill is
completed, we utilize the attached “Drill Record Form”
to keep a history of what’sbeen practiced, evaluate
how it went, and plan for any needed changes.

Following the drill record form, we have includ-
ed two sample earthquake drillsand two sample
lockdown drills - ayear’sworth of disaster drills
(assuming they are done quarterly).

In addition, we practice other parts of our plan at vari-
oustimesof the year to assure we are ready. Typical
practice could include:

*f Distributing water

«fi Setting up shelters

<fi Reuniting children and their families

Bl Getting an “emergency” message to families, etc.

CHILD CARE/EARLY LEARNING DISASTERDRILL RECORD

Date of drill
Brief description of drill

Objectives Evaluation

Name of person/licensee organizing drill

6.48 Recordkeeping,Reporting,Posting and Policies

Time of drill

Changesto be made When changesare

made



It is helpful to know which disasters could occur in your area. i e following pages
provide a response guide to the particular situations listed below (in alphabetical order).
is guide is a reference for responding to an incident. Situations and sites difer — use

your best judgment.

BOMB THREAT

CHEMICAL ORRADIATION EXPOSURE

In the event someone callsin with athreat, check
caller ID if available.

«81 Sgnal to another stail member to call 911, if
able. (Write “BOMBthreat” on piece of paper,
along with phone number on which call was
received.)

-fi Before you hang up, get asmuch information
from caller aspossible.

Ask caller:
il Where isthe bomb?
-Bl When isit going to explode?
*ff What will cause the bomb to explode?
*fi What doesthe bomb look like?
-8 What kind of bomb isit?
<5 Why did you place the bomb?

Note the following:
-fl Exact time of call
-fi Exact words of caller
-f4 Caller’svoice characteristics (tone, male/
female, young/old, etc.)
«fl Background noise

*f Do not touch any suspicious packagesor
objects.

«fi Avoid running or anything that would cause
vibrationsin building.

-f Avoid use of cell phones and two-way radios.

-8 Confer with police regarding evacuation. If evac-
uation isrequired, follow evacuation procedures.

Revised August 2013

Bl If emergency is widespread, monitor local radio
for information and emergency instructions.

i Prepare to shelterfinfplace or evacuate, as per
instructions.

B If inside, stay inside (unlessdirected otherwise).
< If exposed to chemical or radiation outside:

-fi Remove outer clothing, place in aplastic bag,
and seal. (Be sure to tell emergency responders
about bag so it can be removed.)

«f4 Take shelter indoors.

«f If running water/shower is available, wash in
cool to warm water with plenty of soap and
water. Hush eyes with plenty of water.

DANGEROUS PERSON

If aperson at or near your program site ismaking
children or stafi uncomfortable, monitor the situation
carefully, communicate with other staff, and be ready
to put your plan into action.

Bl Immediately let staf know of adangerousor
potentially dangerous person.

B Initiate lockdown.
«B Call 911 from a safe place.
If the person isin building:

<fi Try to isolate the person from children and
stafi.

«fi Do not try to physically restrain or block
the person.

-f1 Remain calm and polite; avoid direct
confrontation.

Washington State Family Home Child Care Licensing Guide 6.49
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If children are outside:

and dangerousiperson is outside:

«B Quickly gather children and return inside
and initiate lockdown procedures. If this
isnot possible, evacuate to designated
evacuation site.

and dangerous person isin the building:

«B Quickly gather children and evacuate to
designated evacuation site.

If children are inside: Keep children in secure rooms
or classrooms and initiate lockdown.

EARTHQUAKE

Indoors: Quickly move away from windows, unse-
cured tall furniture, and heavy appliances.

+fl Everyone DROP, OOVER and HOLD.

«fi Drop to Hoor

«f1 Cover head and neck with armsand take
cover under heavy furniture or against
internal wall

-fi Hold on to furniture if under it and hold
position until shaking stops

il Keep talking to children in acalm manner until
safe to move.
*fi Do not attempt to run or attempt to leave build-
ing while earth is shaking.
Outside: Move to clear area, asfar as possible from
glass, brick and power lines.
-fi Drop and cover.
After earthquake: Account for all children, stafi, and
visitors.

-8 Check for injuries and administer Frst aid as nec-
essary. Call 911 for life-threatening emergency.

*fl Expect aftershocks.

-l Determine if evacuation is necessary and if
outside areas are safe. If so, evacuate building
calmly and quickly.

6.50 Recordkeeping,Reporting,Posting and Policies

-fi Escort children to designated meeting spot
outside and account for all children, stafi, and
visitors.

Bl Shut off main gasvalve if you smell gasor hear
hissing sound.

-Bl Monitor radio for information and emergency
instructions.

<f Stay ofi all phones (for 3-5 hours) unless you
have alife-threatening emergency.

+B1 Call out-of-area contact when possible to report
statusand inform of immediate plan.

<fi Remain outside of building until it hasbeen
inspected for re-entry.

EVACUATION

On site: Escort children to designated meeting spot,
taking:

*fi Attendance sheets
«fi Emergency contact information*
< Frst aid kit*

«f Oritical and rescue medications (including
EpiPens and asthmainhalers) and necessary
paperwork*

<fi Cell phone
*f Food, water, and diapers*
If safe to do so, search all areas, (bathrooms, closets,

play structures, etc.), to ensure that all have left the
building.

Account for all children, stalii, and visitors.

Our pre-planned, on-site evacuation place is: **

Ofi&ite: Escort children to designated meeting spot.

*f Search all areas, including bathrooms, closets,
playground structures, etc., to ensure that all
have left the building.

«fi Account for all children, stafii, and visitors.



-fl Leave note at program site indicating where you
are going.

*8] Evacuate to safe location, taking:

«fl Attendance sheets

*fl Emergency contact information*

-Bl FArst aid kit*

«fi Critical and rescue* medications (including
EpiPens and asthmainhalers) and neces-
sary paperwork

i Cell phone

il Food, water, and diapers*

-fl Battery-operated radio

*fi Once out of danger, contact parents/guardians
or emergency contacts. If unable to get through,
phone out-of-area emergency contact or 911 to
let them know of your location.

Our pre-planned, ofi-site evacuation places are: **

*Include in “grab-and-go” backpack next to exit door
for quick and easy access.

**Circumstances of any given disaster may neces-
sitate changing evacuation site. You are responsible
for identifying an alternate location, if needed. Post
evacuation location on main door to program or pre-
viously designated place.

FIRE

Activate fre alarm or otherwise alert stafi that thereis
alitre (yell, whistle).

Bvacuate the building quickly and calmly:

- If caught in smoke, have everyone drop to hands
and knees and crawl to exit.

«81 Pull clothing over nose and mouth to use asa
iilter for breathing.

«E1 If clothes catch fre, stop, drop, and roll until
fire isout.

-fi Take attendance sheetsand emergency forms, if
immediately available.

Revised August 2013

-f Have stafii person check areas where
children may be located or hiding before
leaving building.

Gather in meeting spot outside and account for all
children, staii, and visitors.
Call 911 from outside of building.

Do not re-enter building until cleared by fire
department.

Have a fire plan and make sure everyone isfamiliar
with it. Practice fire drills every month!

FLOOD

Be aware of any fiood watch: ffooding may occur in
your area.

Rood warning: fooding will occur or isoccurring in
your area.

If Hooding isin area:
-t Determine if program should be closed.

<f Notify parents/guardiansto pick up or not drop
oit children if program isto be closed.

<& Monitor radio for storm updates and any emer-
gency instructions.
If siteisin imminentfdanger of being fooded:
*fi Bscort children to designated meeting spot.

*f Search all areas, including bathrooms, closets,
playground structures, etc., to ensure that all
have left the building.

*fi Account for all children, stafii, and visitors.
81 Leave note at program site indicating where you
are going.
EVACUATEto safe location on higher ground, taking:
<fi Attendance sheets
«fi Emergency contact information
<5 Frst aid kit

*f Oritical and rescue medications (including
asthma meds, EpiPens) and forms

*f Cell phone
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*f Food, water, and diapers
*il Battery-operated radio.

Do not try to walk or drive through ffooded areas.

-fl Say away from moving water and downed
power lines.

-fi Once out of danger, contact parents/guardians
or emergency contacts. If unable to get through,
phone out-of-area emergency contact or 911 to
let them know of your location.

- If you have come into contact with Eoodwaters,
wash handswell with soap and water.

«81 Throw away food that has come into contact
with Eoodwaters.

*#f Consult with local health department regarding
cleanup measures.

HEAT WAVE

Limit outdoor play when heat index is at or above 90
degreesF

*8l Ensure everyone drinks plenty of water.

-fi Remove excess layers of clothing. (Encourage
parents/guardiansto dress children in light-
weight, light-colored clothing.)

-fi Keep movement to aminimum.

Be alert for signs of heat exhaustion:

«B Cool, moist, pale or fiushed skin

-8 Heavy sweating

*fl Headache

*fl Nausea

«8l Dizziness

-8 Exhaustion

<fi Normal or below normal body temperature
Administer first aid &take stepsto cool person
down Eland call for help, if necessary.

Heat stroke:

6.52 Recordkeeping,Reporting,Posting and Policies

-8 Very high body temperature (more than 102
degrees Faxillary)

«B1 Hot, red skin either dry or moist from exercise
«fi Changesin consciousness

<B Weak rapid pulse

<fi Rapid, shallow breathing

<& Vomiting

Call 911 immediately and take stepsto cool
person down.

Children may not adapt to extremes of temperature as
eitectively as adults because they produce more heat
(relatively) than adultswhen exercising and have a
lower sweating capacity.

LANDSLIDEORMUDFLOW

Landslides are generally associated with heavy rain-
fall and rapid snowmelt.

Mudfows are fast-moving landslides that usually
begin on steep hillsides. Volcanic eruption may also
cause mudfiows.

Recognize signs of dlides:

*# Unusual soundsoutside, such asrumbling, trees
cracking, or rocks colliding

< New cracks appearing in building
B Fences, poles, treestilting or moving

- Bvacuate, if possible.

If too late to evacuate:

Indoors: Take cover under sturdy furniture.
Outside: Get out of path of slide.
Run to high ground (up hill), away
from slide.

If debris approaching, run for cover
of trees or building.

If escape not possible, curl into ball
and protect head.

«fi Account for all children, stafi, and visitors.



*fi Check for injured or trapped personsnear slide
area, but stay clear of danger and await rescue
personnel.

Bl Say away from dlide area—additional slides may
follow.

-fl Be alert for fooding, which may follow slide.

LIGHTNING

MISSING ORKIDNAPPED CHILD

Indoors:

*f Avoid use of telephone, electrical appliances,
and plumbing as much aspossible. (Wiresand
metal pipes can conduct electricity.)

-El Move away from windows. Cover windows with
shadesor blinds, if available.

Outside:
il Seek shelter inside an enclosed building.

LOCKDOWN

Missing child

+B Search program site, including all places a child
may hide and nearby bodies of water.

<fi Contact parent(s)/guardian(s) to determine if
child iswith family.

i Call 911 with:

-§i Child’sname and age

-l Addressof program

-8 Physical description of child

«k Description of child’sclothing

«fi Medical condition of child, if
appropriate

-i Time and location child waslast seen

-8 Person with whom child waslast seen.

«f Have child’sinformation, including photo, avail-
able for police when they arrive.

«fi Continueto search in and around site for child.

KIDNAPPED CHILD

i Lock outside doorsand windows.
-f Close and secure interior doors.
-8 Close any curtainsor blinds.

*f Turn off lights.

il Keep everyone away from doors and windows.
Say out of sight, preferably sitting on foor.

il Bring attendance sheets, first aid kits, pacifters
and other comforting items, and booksto lock-
down areq, if possible.

*fi Maintain a calm atmosphere in room by reading
or talking quietly to children.

i If phone isavailable in classroom, call 911 to en-
sure emergency personnel have been notifited.

& Remain in lockdown until situation resolved.

«Bl Notify parents/guardians about any lockdown,
whether practice or real.

Revised August 2013

«fi Call 911 with:

- Child’sname and age

- Addressof program

«f Physical description of child

«ki Description of child’sclothing

«fi Medical condition of child, if
appropriate

-i Time and location child waslast seen

- Person with whom child waslast seen.

Have child’'sinformation, including photo,
available for police when they arrive. Parent(s)/
guardian(s) should be contacted by police to
explain situation.

Help prevent kidnapping:

- Do not release child to anyone other
than parent, guardian, or designated
emergency contact.

- Call 911 if adultsor children express
concern about aperson at or near profi
gram site.
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- Encourage parents and guardiansto
make you aware of any custody disit
putes, which may put child at risk for
kidnapping.

PANDEMIC FLU/CONTAGIOUS DISEASE

& Wash handswell and often.

«f1 Remind parents and guardiansthat emer-
gency contact information must be current and
complete.

il Enforce illness exclusion policiesfor children and
staff. Insist that sick children and stai stay home
or go home.

-fl Have and follow aplan to keep ill children away
from well children while they are waiting to go
home.

81 Keep anillnesslog of sick children and stafi -
those sent home and those kept at home.

*ff Close rooms as necessary due to stafi illness (to
maintain safe ratios).

-fi Reinforce teaching about good respiratory
etiquette:

il Use atissue (or asleeve, in apinch)to
catch a sneeze or cough.

-Bl Throw used tissuesin a hands-free trash
can.

<fi Wash your hands after using atissue or
helping asick child.

-Bl Monitor local and state public health websites
and other news mediafor current pandemic
fu statusinformation, recommendations, and
instructions.

POWEROUTAGE

«fi Account for all children, stafii, and visitors.

-fi Report power outage to power company
on hard-wired phone.

«fi Do not call 911, except to report an
emergency.

*f Turn ofil or disconnect any appliances,
electrical equipment, or electronicsthat
werein use.

«f1 Leave one light on to indicate when power
returns.

Bl Keep refrigerator and freezer doors closed.

If weather iscold:

<8l Ensure everyone iswearing several layers of
warm, dry clothing.

-fl Have everyone move to generate heat. (Lead the
classin physical activity or movement games.)

«f4 Never use oven as source of heat.

*Bi Never burn charcoal for heating or cooking
indoors.

«f Only use an available generator outdoors and
far from open windows and vents.
If weather ishot:
< Move to lower Fioors, if possible.
-fi Remove excess layers of clothing.

-fi Ensure everyone drinks plenty of water.

SEVERE STORM

Determine why power isout.

«f If electrical problemsare in building: Take
out fashlightsand prepare to evacuate.

-fi If severe weather caused outage:

*fi Take out fashlights. (Do not use candlesor
any alternate lighting source with aftame.)
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-fi Be aware of any storm watch: storm may aliiect
area

Storm warning: storm will soon bein or
already isin area
*fi Determine if program should be closed.

<& Notify parents/guardiansto pick up or not drop
ofii children if program isto be closed.

«#f Monitor radio for storm updates and emergency
instructions.

-fi Use telephone for essential communication
only.



SHELTER-IN-PLACE

Shelter-in-place meansto take immediate shelter
where you are (in your home). It may also mean “seal
the room”--in other words, take stepsto prevent out-
side air from coming in. Thisis because local authori-
tiesmay instruct you to shelter-in-place if chemical
or radiological contaminants are released into the
environment. It isimportant to listen to TV or radio
to understand whether the authorities wish you to
merely remain indoorsor to take additional stepsto
protect yourself and your family.2

il Gather everyone inside.

-8l Shut down ventilation system, fans, clothes
dryer.

«f Close doorsand close and lock windows.

*i Gather all children, stafii, and visitorsin room(s)
with fewest doorsand windowstoward center
of building.

-fl Bring attendance sheets, frst aid kits, and emer-
gency supplies.

«f4 Account for all children, stafif, and visitors.

*fi Close ofit nonessential rooms. Close as many
interior doorsaspossible.

+f4 Seal ofi windows, doors, and vents asmuch as
possible.

<fi Monitor radio for information and emergency
instructions.

*fi Phone out-of-area emergency contact.

TSUNAMI

If your programislocated in atsunami hazard area:
Know:
-f Height of your street above sea level

-fi Distance of your street from coast or other
highftisk waters

Bvacuation orders may be based on these numbers.

2 CDC, Retrievefrom:
http://emergency.cdc.gov/preparedness/shelter/
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Have a plan for rapid evacuation out of hazard area.

Practice your tsunami evacuation route with stafi.

Be aware of signsthat atsunami may be approaching:
B Noticeable rapid rise or fall in coastal waters.

«fi Srong earthquake lasting 20 seconds or more
near the coast.

In case of strong earthquake lasting 20 seconds or
more near the coast:

-f Drop, cover, and hold.

-fi When shaking stops, gather children and staf
and evacuate quickly to higher ground away
from coast.

If you learn that an area has experienced alarge earth-
quake, even if you do not feel shaking, listen to local
radio station or NOAA Weather Radio for information
from the Tsunami Warning Centers.

Tsunami warning: Tsunami expected. Full evacu-
ation suggested.

Tsunami watch: Danger level not yet known.
Say alert for more information and prepare to
evacuate.

Atsunami is a series of waves that may continue for
hours. Wait for ofi cial notifécation before returning to
site.

VOLCANO

Monitor radio for information and
emergency instructions.

-l If thereisashfall in your area, be prepared to
stay indoors.

-ii Evacuate if advised to do so by authorities.
Indoors:
«f4 Close all windows and doors.

«ff Closely monitor anyone who has asthmaor
other respiratory dif culties—follow care plan.

«Bl Ensure that infants and those with respiratory
diff culties avoid contact with ash.
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Outside:
i Cover nose and mouth.
*fl Wear gogglesto protect eyes.
il Keep skin covered with clothing.

*f Avoid driving in heavy ashfall —driving will stir
up ash and stall vehicles.

*fi Clear roofs of ashfall. (Do not allow accumula-
tion of more than 4 inches.)
Be aware that volcanoesare often accompanied by:
-fi Earthquakes
*8] Ashfall and acid rain
il Landslides and rockfalls
-8l Mudfows and fash ffoods = Tsunamis

WINDSTORM

Indoors:

-fi Move away from windows. Cover windows with
shadesor blinds, if available.

«fi Consider moving to interior rooms/hall and
lower Eloors.

Outside:

*fi Move indoors, avoiding any downed power lines
ortrees.
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