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Insert Owner/Operator/Director First and Last Name
Insert Name of Licensed Child Care Facility
Insert Street Address
Insert City, State, Zip
Insert Telephone
Insert Email Address
Date of Plan
Note:  This template has been prepared as a tool to assist licensed child care facilities in developing a comprehensive emergency plan in conjunction with other preparedness planning resources offered by Missouri’s Ready in 3 program.  To obtain Ready in 3 resources, call 573.526.4768 or visit on-line at www.health.mo.gov/emergencies/readyin3/.
Portions of this emergency plan template were designed from information provided from Emergency Response Planning for Child Care Providers 

developed by Nancy Curtis R.N., B.S., Child Care Health Consultant; Montgomery County Health and Human Services, Maryland, as part of the 

National Association of County and City Health Officials’ Best Practice Centers and Missouri’s West Central Missouri Community Action Agency’s 

Head Start Emergency Preparedness Plan.
(A licensed child care facility is defined as any child care facility that is regulated by the Missouri Department of Health and Senior Services’ Section for Child Care Regulation.)
Table of Contents

Purpose
3
Types of Emergency Response
3

Assignment of Responsibilities
3
Emergency Assessment
3
Emergency Supplies
4
Memorandum of Understanding / Back-Up Service Contracts
4
Staff and Parent Education
4
Other Emergency Planning Considerations
5
Community Involvement
6
Appendix 1: Emergency Response Location Listing
7
Appendix 2: Staff Primary and Support Responsibility Chart
8
Appendix 3: Type of Emergencies and /or Hazardous Situations Checklist
9
Appendix 4: Emergency Supplies Checklist
10
Appendix 5: Sample Memorandum of Understanding (MOU)
11
Appendix 6:  Back-Up Service Contracts
12
Appendix 7:  Emergency Response Staff Training Log
13
Appendix 8:  Parent / Guardian Contact List
14
Appendix 9:  Radio and Television Station Communication List
15
Appendix 10:  Sample Authorization for Emergency Care and Transportation
16
Appendix 11:  Sample Letter to Parents / Guardians
17
Appendix 12:  Staff Call-Down List
18
Appendix 13:  CPR / First-Aid Certification List
19
Appendix 14:  Fire Drill Log
20
Appendix 15:  Tornado Drill Log
21
Appendix 16:  First Response Checklist
22
Appendix 17:  Local Emergency Numbers Listing
23

I.
PURPOSE

This emergency plan has been developed to assist name of licensed child care facility in protecting the health and safety of the children in its care should disaster or emergency, be it natural or deliberate, affect the facility, operation or its community.  The safety of the children and staff is the primary goal of name of licensed child care facility
II.
TYPES OF EMERGENCY RESPONSE

Emergency responses can be placed in two broad categories.  These responses need to be practiced 
(even during inconvenient times - nap, lunch, etc.) and evaluated on a regular basis.

Shelter in Place / Lock Down

Stay or go inside a designated area, or safe room, within your facility to secure children, staff and 
visitors in a protected area.  

Evacuation


Evacuate your location to go to another location either nearby or far away to remain safe.  Post your 
evacuation maps at all doorways.  This map outlines where your staff and children in your care 
should go in the event of an emergency.  As well, vehicle evacuation procedures should be 
documented and practiced.

See Appendix 1: Emergency Response Location Listing                                       .
III.
ASSIGNMENT OF RESPONSIBILITIES
Specific staffs are assigned primary responsibility for the functions.  Others are assigned a support responsibility to assist those assigned primary responsibilities.

It is the responsibility of primary and secondary assigned staff to understand their roles and responsibilities and the location of the item or supplies in the event of an emergency.


See Appendix 2: Staff Primary and Support Responsibility Chart                                       .
IV.      EMERGENCY ASSESSMENT
           
Be aware of and list possible emergencies and hazardous situations that may affect your area or local 
community.   


See Appendix 3: Types of Emergencies and / or Hazardous Situations Checklist
V.      
EMERGENCY SUPPLIES
In a widespread disaster you need to be prepared to care for the children in your facility and yourself until assistance arrives.  Your emergency supplies should be stored in one location, easily transportable to your safe room or another location if you must evacuate.  These supplies should be updated every six months.

Supply each group or classroom with a backpack that includes emergency supplies and your 
facility’s emergency plan.  They should be packed with any necessary medication including insulin 
or epi-pens, first aid supplies, sanitary items, snacks, child appropriate entertainment, flashlights, 
portable radios, weather band radios and batteries.


See Appendix 4: Emergency Supplies Checklist                                   
VI.     
MEMORANDUM OF UNDERSTANDING / BACK-UP SERVICE CONTRACTS

A Memorandum of Understanding is a document describing an agreement between parties 
and is a more formal alternative to a gentlemen’s agreement.


Licensed child care facilities should work with entities out of their immediate area during times of 
emergency to provide back-up service for such things as food, catering, transportation and alternate 
location, in case your regular service providers are also affected by the emergency.  


List vendors, agencies, or businesses that the licensed child care facility has agreements or 
contracts with that can and will be used in emergency situations.  

See Appendix 5:  Sample Memorandum of Understanding 

See Appendix 6: Back-Up Service Contracts Chart            
VII.    
STAFF AND PARENT EDUCATION 


It is important for owners, administrators and staff of licensed child care facilities to prepare their 
family and household for emergencies so they are better equipped to support the children in their 
care during emergency situations.  Order the Ready in 3 Family Safety Guide and 
Family Plan from 
the Missouri Department of Health and Senior Services at 573.526.4768 or 
www.dhss.mo.gov/Ready_in_3 for staff.

Educate your staff on your facility’s emergency plan, what role they will play during 
emergencies, procedures for responding to various emergencies, using fire alarms and fire 
extinguishers.  Test, practice and evaluate these roles routinely.  Facility directors should conduct 
emergency preparedness training for your staff.  

Equally as important is encouraging families enrolled in your facility to take steps to prepare for 
emergencies.   Order the Ready in 3 Family Safety Guide and Family Plan from the Missouri 
Department of Health and Senior Services at 573.526.4768 or www.dhss.mo.gov/Ready_in_3 for 
each family you serve.


Think about asking families to bring individual emergency packs for each child to keep at your 
facility that includes a change of clothes, blanket, one day supply of diapers (if necessary), one day 
supply of formula (if necessary), a few family photos and a comfort item like a teddy bear to help 
console their child during a crisis.  These individual packs should be stored in your safe room. 

Educate the parents of the children in your care on your facility’s emergency plan and how they will 
be notified in the event of an emergency.  Obtain contact numbers for communication during 
emergencies.  Designate several emergency alert television and radio stations where parents and 
staff can obtain information about your response.  In addition, obtain authorization for emergency 
care and transportation of every child in your care.  Consider providing this information to parents / 
guardians in a letter annually and in new family packets (September is National Preparedness Month 
and a great time to update plans).   

See Appendix 7:
Emergency Response Staff Training Log

See Appendix 8:  

Parent / Guardian Contact Numbers List

See Appendix 9:  

Radio and Television Station Communication List                                                 
See Appendix 10:

Sample Authorization for Emergency Care and Transportation                                                         
See Appendix 11: 
Sample Letter to Parents / Guardians         
VIII.
OTHER EMERGENCY PLANNING CONSIDERATIONS 


Compile a list of staff contact numbers for communication during emergencies.  Owners and 
administrators are encouraged to establish a staff call-down list, where staff members are assigned 
the responsibility to call a certain number of other staff members to relieve stress of a single 
individual calling all parties.  


Track and monitor staff that have received CPR and first-aid certification.


Note the special care or health care needs of your staff or child in your care.  For an example, special 
care will be necessary if you are caring for a child who is using oxygen during a power outage or 
other type of emergency.  Is special medication or equipment needed?  Also, a deaf individual will 
not hear the alarm sound. How will you alert this individual and help them know what is expected?  
Can a child using crutches or a walker get to your assembly place on his own or is the ground too 
rough and rugged?


Missouri state licensing regulations require licensed child care facilities to conduct fire drills 
monthly and tornado drills every three months. Local regulations may require more frequents drills.
            (Check with local public safety agencies for help with specific county or municipal rules.)

Develop a first response checklist to help guide your facilities response to emergency situations.


See Appendix 12:  
Staff Call-Down Contact List

See Appendix 13:  
CPR / First-Aid Certification List

See Appendix 14:
Fire Drill Log

See Appendix 15:
Tornado Drill Log

See Appendix 16:
First Response Checklist
IX.
COMMUNITY INVOLVEMENT 

         
Get involved in your local community’s disaster preparations to begin building relationships with 
local emergency officials, law enforcement and public works personnel.  They can help you 
determine possible hazards in your area and you will need their assistance during emergencies.


Post 911 and other emergency services direct dial numbers next to each telephone and in every room 
for staff to access during an emergency.  Practice dialing 911 with the children in your care.  Most 
often 911 offices are willing to practice with children so they can learn what will happen if they dial 
911 during a real emergency.


See Appendix 17:  Local Emergency Numbers Listing                                         
Appendix 1:  Emergency Response Location Listing  

Emergency Response Locations
	Shelter in Place
	

	(Consider diaper changing and restroom facilities.)
	

	Location:
	     

	Code Word:
	     

	
	

	
	

	
	

	
	

	Lock Down
	

	(Consider diaper changing and restroom facilities.)
	

	Location:
	     

	Code Word:
	     

	
	

	
	

	
	

	
	

	Evacuation Location - Nearby
	

	Location:
	     

	Address:
	     

	City, State, Zip:
	     

	Telephone:  
	     

	
	

	
	

	
	

	
	

	Evacuation Location - Out of the Area
	

	Name:
	     

	Address:
	     

	City, State, Zip:
	     

	Telephone:  
	     


Appendix 2:  Staff Primary and Support Responsibilities Chart 
STAFF PRIMARY AND SUPPORT RESPONSIBILITIES
Enter Staff Name/Position and indicate their level of responsibility for each task in the 6 columns.

P = Primary Responsibility             S = Support Responsibility             * = Joint Responsibility
	Staff / Position
	DAILY ATTENDANCE


	PARENT / GUARDIAN CONTACT NUMBERS
	STAFF CONTACT NUMBERS
	EMERGENCY SUPPLIES
	GRAB & GO BINDER
	911 / EMERGENCY SERVICES NUMBERS

	     
	 
	 
	 
	 
	 
	 

	     
	 
	 
	 
	 
	 
	 

	     
	 
	 
	 
	 
	 
	 

	     
	 
	 
	 
	 
	 
	 

	     
	 
	 
	 
	 
	 
	 

	     
	 
	 
	 
	 
	 
	 

	     
	 
	 
	 
	 
	 
	 

	     
	 
	 
	 
	 
	 
	 

	     
	 
	 
	 
	 
	 
	 

	     
	 
	 
	 
	 
	 
	 

	     
	 
	 
	 
	 
	 
	 

	     
	 
	 
	 
	 
	 
	 

	     
	 
	 
	 
	 
	 
	 

	     
	 
	 
	 
	 
	 
	 

	     
	 
	 
	 
	 
	 
	 

	     
	 
	 
	 
	 
	 
	 


Appendix 3:  Types of Emergencies and/or Hazardous Situations Checklist
TYPES OF EMERGENCIES AND/OR HazardOUS situations
	 FORMCHECKBOX 

	Disgruntled Parents

	 FORMCHECKBOX 

	Earthquake

	 FORMCHECKBOX 

	Flooding

	 FORMCHECKBOX 

	Fire/Smoke/Bomb Threat

	 FORMCHECKBOX 

	Gas Leak

	 FORMCHECKBOX 

	Hazardous Material Exposure

	 FORMCHECKBOX 

	Ice and Snow Storms

	 FORMCHECKBOX 

	Medical Emergencies

	 FORMCHECKBOX 

	Missing Child (Kidnapping)

	 FORMCHECKBOX 

	Potentially Violent Situation

	 FORMCHECKBOX 

	Power Outage

	 FORMCHECKBOX 

	Thunderstorm

	 FORMCHECKBOX 

	Tornado – Watch/Warning

	 FORMCHECKBOX 

	Water Line Disturbance

	 FORMCHECKBOX 

	Other


Appendix 4:   Emergency Supplies Checklist
EMERGENCY SUPPLIES
	 FORMCHECKBOX 

	Antibacterial Hand Sanitizer

	 FORMCHECKBOX 

	Battery-Powered Radio

	 FORMCHECKBOX 

	Baby Food for Infants 

	 FORMCHECKBOX 

	Blankets 

	 FORMCHECKBOX 

	Bottled Water

	 FORMCHECKBOX 

	Carbon Monoxide Detectors 

	 FORMCHECKBOX 

	Canned or Dried Food (consider food allergies)

	 FORMCHECKBOX 

	Clean Clothes

	 FORMCHECKBOX 

	 Books

	 FORMCHECKBOX 

	Crayons

	 FORMCHECKBOX 

	Corded Telephone (installed in safe room)

	 FORMCHECKBOX 

	Deck of Cards

	 FORMCHECKBOX 

	Diapers

	 FORMCHECKBOX 

	Duct Tape

	 FORMCHECKBOX 

	Epi-Pens

	 FORMCHECKBOX 

	Extra Batteries for Radio and Flashlight

	 FORMCHECKBOX 

	Fire Extinguishers

	 FORMCHECKBOX 

	First-Aid Kit

	 FORMCHECKBOX 

	Flashlight

	 FORMCHECKBOX 

	Formula for Infants

	 FORMCHECKBOX 

	Games

	 FORMCHECKBOX 

	Generator

	 FORMCHECKBOX 

	Insulin

	 FORMCHECKBOX 

	Latex Gloves

	 FORMCHECKBOX 

	Manual Can Opener

	 FORMCHECKBOX 

	Map of Local Area

	 FORMCHECKBOX 

	Paper Plates, Bowls, Cups and Utensils

	 FORMCHECKBOX 

	Paper Towels

	 FORMCHECKBOX 

	Pen & Paper 

	 FORMCHECKBOX 

	Prescription Medication

	 FORMCHECKBOX 

	Personal Hygiene Items

	 FORMCHECKBOX 

	Puzzles

	 FORMCHECKBOX 

	Smoke Detectors

	 FORMCHECKBOX 

	Sturdy Shoes

	 FORMCHECKBOX 

	Sturdy Trash Bags

	 FORMCHECKBOX 

	Toilet Paper

	 FORMCHECKBOX 

	Whistle

	 FORMCHECKBOX 

	Wipes

	 FORMCHECKBOX 

	Other - explain

	 FORMCHECKBOX 

	Other- explain


Appendix 5:  Memorandum of Understanding
sample for back-up transportation – consider others for 

services such as food, catering, alternate locations
Agreement between name of licensed child care facility and name of transportation company.
Introduction

This agreement will define the relationship, responsibilities and obligations between (name of licensed child care facility) and name of transportation company.  The purpose of this MOU is to ensure that, in the event of a natural or man-made disaster that requires evacuation, the staff and children in the care of name of licensed child care facility may be efficiently evacuated from address of licensed child care facility and transported to safety.

Authorities

Name of licensed child care facility serves the child development needs of children birth through age insert highest age accepted and their families.  Name of transportation company works to plan, build and operate a transportation system in the insert city, town, county area.

Areas of Cooperation Under the Terms of the Agreement

· Name of transportation company agrees to provide transportation for insert number staff, insert number children between the ages of insert ages, and insert number of infants between the ages of insert ages that require child safety seating in the event of an evacuation.  The management further agrees to provide certified drivers, fuel and insert additional agreements such as child safety seats.
· Name of licensed child care facility agrees to maintain responsibility for the presence and well-being of all its staff and children.  Name of licensed child care facility will maintain daily attendance sheets and assemble staff and children for transport.  Further, the child care facility agrees to insert additional agreements such as meeting location for pick-up.
Insurance and Indemnification

· Each participating organization will maintain independent/individual insurance coverage.

· Name of transportation company will insure drives and riders against….

· Name of licensed child care facility will be responsible for any and all….

Periodic Review

· Records of persons transported will be recorded and maintained by the name of transportation company.
· Records of services provided by name of transportation company will be invoiced to name of licensed child care facility.
· Name of transportation company will provide above said services at a rate of insert cost per hour.

Terms of Enforcement

This agreement shall become effective upon the execution by authorized individuals of both organizations.  It shall continue with or without subsequent modification until it is terminated.  Modification shall be by the same means as original execution.

Signature



Date


Signature



Date

Name of Licensed Child Care Facility
     

Name of Transportation Company                         

Appendix 6:  Back-Up Service Contracts Chart
	Service
	Organization
	Contact Name
	Street Address, City, State, Zip
	Cell Phone No.

	Food 
	     
	     
	     
	     

	Transportation 
	     
	     
	     
	     

	Alternate Locations
	     
	     
	     
	     

	Catering
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     


BACK-UP SERVICE CONTRACTS
Appendix 7:  Emergency Response Staff Training Log

emergency response staff training

List each training per date and per person – add extra sheets if necessary
	Date
	Type of Training
	Individual Providing Training
	Participant Name

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     


Appendix 8:  Parent / Guardian Contact List

Missouri State licensing regulations require licensed child care facilities to gather and maintain this information for easy accessibility.  
parent / guardian contact information
	Child’s Name
	Parents’ Name
	Special Care
	Cell No.
	Alternate Name
	Alternative Cell No.

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     


Appendix 9:  Radio and Television Station Communication List

radio and television communication
	Name
	Call Letters
	Telephone No.
	Fax No.

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     


Appendix 10:  Sample Authorization for Emergency Care and Transportation 

Name of Child
If, at any time, due to such circumstances as an injury or sudden illness or other unforeseen emergency, medical treatment is necessary, I authorize name of licensed child care facility to take whatever emergency measures they deem necessary for the protection of my child while in their care.

I understand that a natural or deliberate disaster or emergency may result in the need for my child to be transported to another location for safety.  

I understand that this may involve contacting a doctor, interpreting and carrying out his or her instructions, and transporting my child to a hospital or doctor’s office, including the possible use of an ambulance.

If possible, the hospital I prefer my child be transported to is Name of Hospital
located at Hospital Address.
or the doctor contacted will be Doctor's Name, Address, and Phone Number.
I understand that this may be done prior to contacting me, and that any expense incurred for such treatment,

including ambulance fees, is my responsibility.

______________________________________________________________________________________

Parent / Guardian Signature 









Date

______________________________________________________________________________________
(Name of Licensed Child Care Facility) 







Date
Appendix 11:  Sample Letter to Parents / Guardians 

Insert Date
Dear Parent / Guardian:

In the event of an emergency situation name of licensed child care facility has outlined the below response plan.  Please know that name of licensed child care facility will make every attempt to notify you so it is vital that you keep your emergency contact information up-to-date.  Keep this letter with you so that you will know how to contact us in the event of an emergency.

Evacuation / Relocation

· If the emergency is confined to the immediate area at the name of licensed child care facility, e.g. fire, and the children cannot stay on the premises, the children will be taken to name of evacuation / relocation site, located at street address.  The children and staff will remain at this location while you or your emergency contact is notified of the situation.  

· If the emergency is more wide spread and encompasses a larger area such as the neighborhood due to an environmental threat, e.g., flood, and the children cannot remain in the immediate area, they will be transported to name of evacuation / relocation site, located at street address.   The children and staff will remain at this location while you or your emergency contact is notified of the situation.  
· Please sign the attached authorization for emergency care and transportation and return by deadline date.
Emergency Care

· In the event that a child, or all children are in need of a physical exam or emergency care, the child or children will be transported to name of health care facility, located at street address, city where they will be examined by a physician and you will be notified.  

Notification

· Every effort will be made to contact you as soon as the children and staff are safe.  If we cannot reach you, we will contact your alternate emergency contact.  Children will only be released to you or your alternate emergency contact during times of emergency.

· Information about the event can be obtained through TV stations, radio stations and on our web site at URL.
Emergency Supplies

· We encourage you to bring individual emergency packs for each child to keep at our facility that includes a change of clothes, blanket, one day supply of diapers (if necessary), one day supply of formula (if necessary), a few family photos and a comfort item like a teddy bear to help comfort your  child during a crisis.  These individual packs will be stored in our safe room and only accessed during an emergency.

Please rest assured that name of licensed child care facility staff will remain with and care for the children at all times during an emergency to ensure the children’s safety.  As always, please don’t hesitate to contact me if you have any questions or concerns.

Sincerely,

Name of Licensed Child Care Facility Administrator
Enclosures
Appendix 12:  Staff Call-Down List

staff call-down 
	Staff Member - Name
	Home Telephone No.
	Cell No.
	Person Responsible for Calling
	Contact Made (Y/N)

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     


Appendix 13:  CPR / First-Aid Certification

STAFF CPR / FIRST-AID CERTIFICATION
	NAME
	BIRTHDATE
	CERTIFICATION
	CERTIFICATION DATE

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     


Appendix 14:  Fire Drill Log
Missouri State licensing regulations require licensed child care facilities to conduct monthly fire drills.
Fire DrillS
	Date
	Time
	Evacuation Location
	Time to Evacuation
	Number of Children Participating

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     


Appendix 15:  Tornado Drill Log
Missouri State licensing regulations require licensed child care facilities to conduct tornado drills every three months.
Tornado drills
	Date
	Time
	Safe Room
	Time to Move to Safe Room
	Number of Children Participating

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     


Appendix 16:  First Response Checklist
First RESPONSE
	 FORMCHECKBOX 

	Evacuate / Shelter in Place / Lockdown

	 FORMCHECKBOX 

	Count children

	 FORMCHECKBOX 

	Notify emergency personnel

	 FORMCHECKBOX 

	Contact transportation company (if evacuating)

	 FORMCHECKBOX 

	Contact parents/guardians

	 FORMCHECKBOX 

	Emergency supplies

	 FORMCHECKBOX 

	Staff Assignments

	 FORMCHECKBOX 

	Notify radio and television stations

	 FORMCHECKBOX 

	Notify Child Care Facility Specialist at the Section for Child Care Regulation

	 FORMCHECKBOX 

	

	 FORMCHECKBOX 

	

	 FORMCHECKBOX 

	

	 FORMCHECKBOX 

	

	 FORMCHECKBOX 

	

	 FORMCHECKBOX 

	

	 FORMCHECKBOX 

	

	 FORMCHECKBOX 

	

	 FORMCHECKBOX 

	

	 FORMCHECKBOX 

	

	 FORMCHECKBOX 

	

	 FORMCHECKBOX 

	

	 FORMCHECKBOX 

	

	 FORMCHECKBOX 

	

	 FORMCHECKBOX 

	

	 FORMCHECKBOX 

	


Appendix 17:  Local Emergency Numbers Listing
lOCAL eMERGENCY NUMBERS

Name of Licensed Child Care Facility
Licensed Child Care Facility Physical Address
Licensed Child Care Facility Telephone
	Entity
	Telephone Number

	Fire (emergency)
	     

	Fire (non-emergency)
	     

	Ambulance (emergency)
	     

	Ambulance (non-emergency)
	     

	Police (emergency)
	     

	Police (non-emergency)
	     

	Sheriff (emergency)
	     

	Sheriff (non-emergency)
	     

	Poison Control
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