
Emergency Plan 

Prepared by:  
Ralph Huber,  ralph@PHI-Solutions.net  
Gilbert Colon, gill@PHI-Solutions.net 
James Moody: jim@PHI-Solutions.net    
www.PHI-eMsolutions.com 

Use this QR code to download 
and view the  Noah’s Ark plan in 
PDF format 

 CHILD CARE CENTER 
Anytown, USA 

mailto:ralph@PHI-Solutions.net
mailto:ralph@PHI-Solutions.net
mailto:ralph@PHI-Solutions.net
mailto:gill@PHI-Solutions.net
mailto:gill@PHI-Solutions.net
mailto:gill@PHI-Solutions.net
mailto:jim@PHI-Solutions.net
mailto:jim@PHI-Solutions.net
mailto:jim@PHI-Solutions.net


Introduction and Approval 

Approved By (Name) Signature 

The Emergency Management Plan for Noah's Ark Child Care Center is approved for use 

by the Noah's Ark Staff and as a reference for the parents of our students.  It takes a 

comprehensive look at potential hazards that we face, actions that can mitigate those 

hazards, and appropriate response actions when an event occurs.  

 

The safety of our students is our number one concern and the intent of this plan is to 

identify those hazards that are the greatest risks to our students and mitigate them to the 

best of our ability.  

 

We will review this document during staff training periods.  We will  also offer the families 

of our students training about our emergency plan and how to prepare their homes for 

emergencies.  
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Emergency Plan Receipt 
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Received By (Name) Signature 
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Basic Information 
Organization 

Contact Person 

Address 

Phone 

FAX 

Email 

Police/Fire/Medical 

Poison control 

Child Protection Services 

Number Staff 

Number of Students 

Electric Service Provider 

Water/Sewer Provider 

Oil/Gas Provider 

Insurance Agency 

Primary Evacuation location 

Alternate Evacuation location 

Nearest Hospital 

Other issues:  
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Floor Plan 
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Emergency Resources 
Item Requirement Source 

Food/Water Y Age appropriate food, 
snacks and drinks on site 

Power No generator on 
site 

Evacuate after two hours 
without power or water 

Transportation Y First Student Bus Co. 

Shelters N Alternate evacuation 
points identified 

Evacuation/   
Lockdown Kits 

Y Currently 1 Evac 
/Lockdown Kit requested 

Emergency Plan Y Complete 
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Evacuation/Lockdown Kit 
Contents  

Item 

Carry Bag (Easily Identifiable) 

Student & Staff Information and Forms 

Student and Staff Rescue Medications 

First Aid Kit 

Flashlight and Batteries 

Whistle 

Bottled Water 

Infant Supplies 

Tarp or Ground Cover 

Mylar Blankets 

Rain Ponchos 

Tissues/Toilet Paper 

Age Appropriate Snacks 

Entertainment Items 

Diapers and Other Special Needs Items 

5 Gallon Emergency Toilet (Evacuation) 
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School Events 
Event Name Approximate Size Location 
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Misc Resources Available 
Resource Name Internal External Capacity 

Evacuation /         
Lockdown Kit(s) 

Y - 1 30 Students 

First Aid Kits 1 in every 
room 

Entire School 

Fire Alarm Yes 

Fire 
Extinguishers 

Yes – 2 in 
hallway; 1 
in kitchen 

Communication 

Voice Hardline & 
Cell 

Phones in all rooms 
except Kitchen 

Digital Internet in 
office 

Notification Intercom Panic button in office 
activates lights in 
classrooms 

Surveillance 3 cameras 5 cameras Monitored in office 

Alarm Yes Set at end of the day 

Security Doors Need to be buzzed 
into office; keycards 
used by staff & 
parents to enter 
classroom area 
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Hazard Mitigation Checklist 
 

Room____ Teacher:_______________ 
Safety Action Taken Date and Comments 

Is tall or heavy furniture secured to a wall 
stud? 
 

Are heavy objects placed low or properly 
secured? 
 

Do shelves have adequate lips or strapping to 
prevent items from flying off?  

Are chemicals and poisons stored safely (out 
of reach of children, in closed cabinets, no 
bleach and ammonia together)? 

Are windows made of safety glass or adapted 
to prevent shattering and injury ? 

Are evacuation/exit routes free from hazards 
such as equipment, furniture, and other large 
objects? 
 

Are all exits unlocked or can be unlocked / 
locked from the inside without a key? 
 

Does each room have a copy of the 
emergency plan and procedures? 

10 Noah's Ark Emergency Plan -- January 2013 



Emergency Organization –  
Operations 
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Safety       

  

Incident 
Commander 

Operations 

 

Child Care 

Teachers 

Child Release 

Admin Assistants 

First Aid 

Teachers 

Evacuation 

Teachers 

Search and Rescue 

TBA 
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Emergency Organization –  
Plans 
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Emergency Organization –  
Logistics 
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Emergency Organization –  
Admin & Finance 
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Safety       

  

Incident 
Commander 

Communication 

____________ 

Emergency 
Notification 

Family 
Notification 

Public 
Information 
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Emergency Organization –  
Communications 
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Emergency Roles and 
Responsibilities (1 of 3) 

• Incident Commander (IC) – Sets the incident objectives, strategies, 
and priorities and has overall responsibility for the incident. (This is 
likely your director, but doesn’t have to be.)  The IC is responsible for 
all tasks until delegated.    The incident commander also sets the 
tone for the response. 

 Safety Officer – Responsible for conducting risk analysis and 
coordinating all aspects of site safety in order to ensure the 
safety of the students and staff.  

• Operations –  Conducts operations to achieve the incident 
objectives. Establishes the tactics and directs all operational 
resources.  

 Child Care Teams – Responsible for continuing the direct care 
to children.  Individual teachers will generally remain with their 
class to provide care and supervision, however, individual 
classes my be consolidated based on the available staff.  

 The Search & Rescue Team – Searches for and recovers missing 
children, staff and volunteers (without putting themselves at 
undue risk).  Search and rescue is always done by a minimum of 
two people.  When entering a room to do a search, team 
members put a slash mark (/) on door to show that they are 
inside. When leaving the room, they make another slash to 
complete an X to show that room has been searched and is 
empty. 

 The First Aid Team – Provides emergency medical response, 
first aid, and emotional support.  Also responsible to triage and 
coordinate with EMS responders. 
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Emergency Roles and 
Responsibilities (2 of 3)  

Planning – Supports the incident action planning process by 
tracking resources, collecting/analyzing information, and 
maintaining documentation.  

 The Site/Facility Check & Security Team – Protects the 
site and the people present at the site from further 
damage or injury.  Duties include fire and utility control, 
creating a secure area for children and staff, and 
checking site/facility for any hazards and mitigating 
them. 

 Liaison & Coordination Team – Assists the incident 
commander by serving as the point of contact for other 
response organizations participating in the operation.  
Provides briefings to school administration and other 
agencies involved in the operation.  Responds to 
requests from incident personnel for contacts among 
the assisting and cooperating agencies.  Monitors 
incident operations in order to identify any current or 
potential problems between the school and response 
agencies.   

The Logistics Chief – Provides resources and needed services to 
support the achievement of the incident objectives. The logistics 
chief reports directly to the IC. 

 The Supplies & Facilities Team – Coordinates supplies to 
assure they are best utilized and last as long as needed.  
The team also obtains additional supplies as needed.  
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Emergency Roles and 
Responsibilities (3 of 3) 

Administration/Finance – Responsible for the collection, evaluation, 

documentation and use of information about the incident.  

 Child Release Team – Responsible for the final release of 

children into the custody of  parents or other adults authorized 

to pick up children.  Responsible for maintaining the Child 

Release Record form  to document to whom and when children 

were released. 

 The Documentation Team – Responsible for the collection, 

evaluation, documentation and use of information about the 

incident and that necessary information is reported and forms 

are completed during the event or soon thereafter.   

 The Finance and Accounting Team – Responsible for 

coordinating financial resources to purchase items required 

and maintaining the financial records. 

The Communications Team – Responsible for all internal and external 

communications. This includes monitoring radio broadcasts and other 

sources of information and providing information to staff as necessary.  

The communication team is also responsible for: 

 Ensuring that 9-1-1 and other response agencies are notified. 

 Notifying parents.  

 Coordinating the release of public information.  
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Safety Checklist (1 of 2) 
Fire and Emergency 

1. Fire drill conducted on monthly basis. Y N 

2. Fire extinguisher safety check is current. Y N 

3. Emergency lighting is working. Y N 

4. Fire exits are clear. Y N 

5.  Fire doors are closed. Y N 

6. Evacuation procedures posted in all rooms. Y N 

7. Working flashlight in all rooms. Y N 

8. Emergency cards are available in each classroom with 
emergency bags. 

Y N 

Comments: 

Dangerous Substances 

1. Toxic substances are out of the reach of children, stored in 
locked cabinets or in cabinets equipped with child safety 
latches. 

Y N 

2.  Toxic materials are not stored with food. Y N 

3.  MSDS sheets are available. Y N 

4. Eyewash is available in several clearly marked locations. Y N 

5. All containers with toxic substances are correctly labeled. Y N 

Comments: 
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Safety Checklist (2 of 2) 
First Aid and Medication 

1. First aid supplies are stored out of the reach of children. Y N 

2. First aid kits are fully supplied. Y N 

3.  All medicines are in original containers and accompanied by 
appropriate forms. 

Y N 

4. All medicines are stored out of the reach of children and 
refrigerated if required. 

Y N 

5.  All items labeled “Keep out of the reach of children” are stored out 
of reach. 

Y N 

Comments:  

Classrooms 

1. All electrical outlets are covered. Y N 

2. Furniture is secured and does not tip over. Y N 

3. Rugs do not present a tripping hazard. Y N 

4. There are no dangling cords that children could pull on. Y N 

Comments: 

Outdoor Play Areas 

1. Toys are not broken and are in good working order. Y N 

2. Sand boxes are covered at night. Y N 

3. Fencing is intact and there are no sharp edges. Y N 

3.  All structures are free from sharp edges or protruding nails/screws. Y N 

4. Fibar is raked to fill areas under equipment (especially swings). Y N 

5. There are no unsafe plants accessible to children. Y N 

6. There is no standing water. Y N 

Comments:  
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Risk Assessment 

Hazard 
Risk  

(H/M/L) 
Impact 

(H/M/L) 

Severe Storm H M 

Power Failure H M  

Hazardous Materials L M  

Fire M H 

Flooding L L 

On –Site Accident H M  

Off-Site Accident M M 

Vehicle Accident H H 

Lost Child L H 

Poisoning L M 

Hostile Person L H 

Comments: 
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Bomb Threat 
• Check caller ID if available. 
• Signal to another staff member to call 911, if able. (Write 

“BOMB threat” on piece of paper, along with phone number 
on which call was received.) 

• Before you hang up, get as much information from caller as 
possible. 

•  Ask caller: 
– Where is the bomb? 
– When is it going to explode? 
– What will cause the bomb to explode? 
– What does the bomb look like? 
– What kind of bomb is it? 
– Why did you place the bomb? 

 Note the following: 
– Exact time of call. 
– Exact words of caller. 
– Caller’s voice characteristics (tone, male/female, 

young/old, etc.). 
– Background noise. 

• Do not touch any suspicious packages or objects. 
• Avoid running or anything that would cause vibrations in 

building. 
• Avoid use of cell phones and 2-way radios. 
• Confer with police regarding evacuation.  If evacuation is 

required, follow EVACUATION procedures. 
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Chemical or Radiation 
Exposure 

• If emergency is widespread, 
monitor radio for information and 
emergency instructions. 
– Radio is turned on and monitored by 

Communication Team. 
– Prepare to SHELTER-IN-PLACE or 

EVACUATE, as per instructions. 
– If exposed to chemical or radiation 

outside: 
• Remove outer clothing, place in a plastic 

bag, and seal. (Be sure to tell emergency 
responders about bag so it can be 
removed.) 

• Take shelter indoors. 
• If running water/shower is available, wash 

in cool to warm water with plenty of soap 
and water. Flush eyes with plenty of water. 
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Dangerous Person 
• If a person at or near your program site is making 

children or staff uncomfortable, monitor the 
situation carefully, communicate with other staff, and 
be ready to put your plan into action. 
– Immediately let staff know of dangerous or potentially 

dangerous person.  
– Initiate LOCKDOWN. 
– Call 911 from a safe place. 

 
• If the person is in building:  

– Try to isolate the person from children and staff. 
– Do not try to physically restrain or block the person. 
– Remain calm and polite; avoid direct confrontation. 

 
• If children are outside: 

– and dangerous person is outside:  Quickly gather 
children and return to classrooms and initiate 
LOCKDOWN procedures. If this is not possible, evacuate 
to designated evacuation site. 

– and dangerous person is in the building:  Quickly gather 
children and evacuate to designated evacuation site. 

  
• If children are inside: 

– Keep children in classrooms and initiate LOCKDOWN. 
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Injury Report 
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Emergency Drills 

Type Frequency Last Conducted 

Fire/Evacuation Drill Monthly 

Lockdown Quarterly 

Missing Child Quarterly 

Injury/Accident Semiannual 

Communication Semiannual 

Drop and Cover Annual 

Dangerous Person Semiannual 
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Emergency Drill Record 

Item Results 

Date & Time of Drill 

Type of Drill 

Participants 

Objectives 
 
 
 

Evaluation 
 
 
 
 
 

Improvement Items  
 
 
 
 

Date Completed 

Name of Drill Supervisor 
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Staff Training 
• Staff training is conducted periodically throughout the 

year.  We review this plan and any updates to it 
annually in the month of August.  The following areas 
are focused on during all training sessions: 
– Personal preparedness, including; 

• Emergency contacts. 
• Home/family plan. 
• 3-day supply of food and water at home. 

– The Emergency/Disaster Plan. 
– Personal role in plan & responsibilities before, during, & 

after disaster. 
– Safe actions to take in event of a fire or earthquake.  
– Reducing hazards in environment. 
– Controlling utilities. 
– Past drill results and areas for improvement. 

 

• Children are educated about:  
– Safe actions to take in event of a fire or earthquake. 
– What to do  in case of another emergency. 
– What to do if they become lost. 
 

• Parents/guardians are educated about the program’s 
plan, including: 

• The care provided to children in all circumstances. 
• The communication plan  in case of a disaster. 
• The procedures for releasing children.  
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Student Safety and Security 
• The safety and security of our students 

is always our first concern. 

• As required by State of New Hampshire 
Licensing Regulations, all staff and 
volunteers who have regular access to 
children must pass a FBI background 
check including fingerprinting.  

• We use the NH State Police as our 
primary source, however we reserve the 
right to use another official records 
repository if it is in the best interest of 
the student or the information is 
needed in a more timely manner than 
the NHSP can provide. 

• Information provided will be handled in 
a confidential manner and destroyed 
once suitability has been determined. 
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Police Record’s Check (1 of 1) 
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Police Records Check (2 of 2) 
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