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INTRODUCTION              
Children have unique needs when a disaster occurs or when there is a threat (natural or ‘man-made’) towards the center. When 
compared with adults, children have a higher likelihood of experiencing the physical and psychological impacts of trauma after a 
disaster (American Academy of Pediatrics, 2002).  
 
An emergency or major disaster are incidents that might trigger the need for a center to activate this entire plan or portions of 
this plan. They include: 
 

 Yes No Maybe 
Tornado ☐ ☐ ☒ 
Earthquake ☒ ☐ ☐ 
Hurricane ☐ ☒ ☐ 
Flooding ☒ ☐ ☐ 
Tsunami ☐ ☒ ☐ 
Thunderstorm ☒ ☐ ☐ 
Fire ☒ ☐ ☐ 
Active Threat/Violent Intruder ☒ ☐ ☐ 
Power Outage ☒ ☐ ☐ 
Extreme Heat ☒ ☐ ☐ 
Winter Storm/Inclement Weather ☒ ☐ ☐ 
Landslide ☒ ☐ ☐ 
Volcanic Eruption ☒ ☐ ☐ 

Loss of Child Supervision ☒ ☐ 

 

     ☐ 

 
Emergencies are stressful and it can be difficult for those involved to think clearly about what specific actions should be taken to 
ensure the safety of children in their custody. The development of Emergency/Major Disaster Plan in advance enables 
organizations and their staff to follow established procedures immediately upon notification, to ensure that children are cared for 
and returned to their families as soon as possible.  In addition, development of a plan may reduce an organization’s potential 
liability in the event that the process does not go as smoothly as planned. 
 
A key element of the planning process is the identification of a facility (or portions of a facility) that can serve as a secure 
“Reunification Center” (RC) in the event of a crisis.  The exact form of a RC will depend on the nature of the facility and 
organization developing the plan. The RC might be a separate building on a campus, a wing of a building housing the organization, 
or a set of rooms that can be secured to protect the safety and privacy of all parties. 
 
It is the responsibility of all CCCC employees to maintain the health and safety of children at the center, during a critical situation 
or major disaster, and for the duration of the event. CCCC is committed to training employees to sustain such an event, as well as 
ensure each facility is adequately supplied with the needed resources. 
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Response Team             
A Response Team has been established to provide support, direction, coordination and communication (with staff families, 
media), and follow up with resources as needed, after a major disaster or critical situation. The Response Team can be activated 
by any team members.   
Other team members may be added depending on the need of the Agency or type of incident. Each team member will have a 
specific role depending on their specific skill set and/or authority within the agency; Refer to the CCCC Response Team Chart for 
specific responsibilities/function during a critical situation. In addition to the Responsibility Chart, any member of the Response 
Team may be sent to the center(s) to provide support and/or relief. 

Position Responsibility/Function 

Mark Lipscomb, Operations Director 
Markl@clackcokids.org  
(503)-927-1280 

Acts as incident commander; provides operational support, during or after a critical 
situation: coordinates logistics; activates emergency communication system 
(FlashAlert); communicates with staff in conjunction with Executive Team.  

Darcee Kilsdonk, Executive Director 
darceek@clackcokids.org  
(541) 314-3624 

Final decision maker on closures; creates and distributes formal communication; 
speaks to media; maintains contact with Region. 

Christina Aguirre, Child Development Services 
christinaw@clackcokids.org 
(503) 451-1852 

Provides support during and after a critical situation event: staff management; 
coordination with management staff; communication between Response Team and 
families via ChildPlus or other method. 

Danielle Martin, Human Resources Director 
danielleMM@clackcokids.org 
(503) 462-3189 

Depending on the nature of the critical event, HR Director gathers information 
related to staff leave or other HR-related guidance; seeks out guidance from legal 
support; provide guidance on staffing plan 

Dani Rushing, Director of Family and Community  
Connections 
danieller@clackcokids.org  
(503) 462-4892 

Creates and distributes communication via website and social media.  

Terri Sutton, Mental Health Specialist 
terris@clackcokids.org  
(503) 659-2992 

Provide Mental Health support to children, families, and staff during a critical 
situation event. Coordinates with home-based services team and/or team at 
centers.   

Additional Positions/Responsibilities  

Robyn Alper, Early Childhood Nurse 
robyna@clackcokids.org 
(503)781-8546  

First Aid Services; Medication Support 

Christy Young, Education Services Manager 
ChristyY@clackcokids.org 
(971)272-6773 
Nancy Tysinger, Education Services Manager 
NancyT@clackcokids.org 
(503)387-7487 
Junyu Johnson, Education Services Manager 
JunyuJ@clackcokids.org 
(503)-305-1496 

Center and Home-Based Services Support 

Debbie Stedman, Operations Manager 
debras@clackcokids.org 
(503) 387-9936 

Safety Services Support, Supplies 

Gianluca Palermo, Facilities and Maintenance Manager 
GianlucaP@clackcokids.org 
(971)-204-3131 

Facility and Structural Support  

mailto:Markl@clackcokids.org
mailto:darceek@clackcokids.org
mailto:christinaw@clackcokids.org
mailto:danielleMM@clackcokids.org
mailto:danielleMM@clackcokids.org
mailto:danieller@clackcokids.org
mailto:terris@clackcokids.org
mailto:robyna@clackcokids.org
mailto:robyna@clackcokids.org
mailto:alyssat@clackcokids.org
mailto:NancyT@clackcokids.org
mailto:JunyuJ@clackcokids.org
mailto:debras@clackcokids.org
mailto:LauraF@clackcokids.org
mailto:LauraF@clackcokids.org


 

4                                                                                                                                                                         Revised 10/1/24 
 

Notifies Response Team 

Primary: Center Director 

Back Up: Sub-Director 

Designated Safe Area in Center: 

Classroom 

Designated On-Site Evacuation Location 

 

Designated Off-Site Evacuation Location 

 

Designated Medical Facility 

 

 

Evacuation Response in Centers           

Use this action plan to determine what each person in the center is responsible for during an evacuation response 
 

Types of Emergency: Fire, Earthquake, Active Threat (if safe), Landslide, Facility Flooding, Facility 
Chemical Spill  

Declares emergency: 
Primary: Center Director (Education Supervisor) 
Back: Up: Designated Sub-Director (Teacher) 
 
Activates alarm and procedures: 
Primary: Center Director (Education Supervisor) 
Backup: Designated Sub-Director (Teacher) 
 
Takes attendance and center log in sheet before evacuating and accounts for children, employees, and guests at 
designated safe/evacuation area: 
Primary: Each Classroom Teacher 
Backup: Each Classroom Assistant Teacher 

 
Takes the first aid kit/Transports and provides medications for children and staff: 
Primary: Each Classroom Assistant Teacher 
Backup: Classroom Aide/Floater/Substitute 

 
Communicates with Emergency Responders: 
Backup: Center Director (Education Supervisor) 
Primary: Designated Sub-Director (Teacher) 

 
Leads evacuation lines: 
Primary: Each Classroom Teacher 
Backup: Each Classroom Assistant Teacher 
 
Takes emergency contact information (i.e. purple binders) for 
all children and staff: 
Primary: Each Classroom Assistant Teacher 
Backup: Classroom Aide/Floater/Substitute 
 
“Searcher/Closer” of the center and administers emergency aid or first aid: 
Primary: Center Director (Education Supervisor) 
Backup: Nutrition 
 
All non-direct-service staff at the center (Admin staff and other staff not working directly with children and/or 
not mentioned above): 
If directed by direct-service staff, assist in the safe evacuation of children. If not instructed to assist, evacuate the 
building safely and go to the designated safe/evacuation area. Once there, assist direct-service staff with the 
care and reunification of children according to their instruction as well as administer any necessary care or first 
aid. 
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Notifies Response Team 

Primary: Center Director (Education 
Supervisor) 

Back Up: Sub-Director 

Designated Safe Area in Center: 

Classroom 

Designated On-Site Evacuation Location 

 

Designated Off-Site Evacuation Location 

 

Designated Medical Facility 

 

Shelter-In-Place Response in Centers             

Use this action plan to determine what each person in the center is responsible for during a shelter-in-place 
response. 
 

Types of Emergency: Active Threat, Earthquake, Flooding, Tornado, Landside, Volcanic 
Eruption, Chemical Spill, Missing Child 

 
Declares emergency:  
Primary: Center Director (Education Supervisor) 
Backup: Designated Sub-Director (Teacher) 
  
Activates alarm and procedures:  
Primary: Center Director (Education Supervisor) 
Backup: Designated Sub-Director (Teacher) 
 
Takes attendance and visitor log when exiting the building and accounts for employees, children, and guests 
at evacuation point. 
Primary: Each Classroom Teacher 
Backup: Each Classroom Assistant Teacher 
 
Secures First aid kits/Provides medications for children and staff: 
Primary: Each Classroom Assistant Teacher 
Backup: Classroom Aide/Floater/Substitute 
 
Communicates with Emergency Responders: 
Primary: Center Director (Education Supervisor) 
Backup: Designated Sub-Director (Teacher)
 
Secures emergency contact information (i.e. purple binders)  
Primary: Each Classroom Assistant Teacher 
Backup: Classroom Aide/Floater/Substitute 
 
“Searcher/Closer” of the center and administers emergency aid and first aid: 
Primary: Center Director (Education Supervisor) 
Backup: Nutrition Staff 
 
All non-direct-service staff at the center (Admin staff and other staff not working directly with children 
and/or not mentioned above: 
Shelter in place safely and go to the designated safe/evacuation area once directed and/or once it is safe to do 
so. Once there, assist direct-service staff with the care and reunification of children according to their 
instruction.  
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Communication              
Use this communication system to notify the appropriate staff/team in the event of an emergency: 

 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
     
 

 

Communication Contd.            

 
 
 
 

Emergency 

Call 911 

Follow Emergency Procedures 
and Response Protocols 

Notify Response Team 

Response Team will be 
Activated and Follow Response 

Procedures 

Immediate Support 
Plan 

Activation of Communication 
Systems: Flash Alert, Website, 

Etc. 

Coordinate Resources 

Recovery Plan:  

Short-Term, Intermediate, 
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Offsite Reunification Location: 

 

 

All Emergency Situations: 911 
Poison Control: 1-800-222-1222 

Domestic Violence Hotline: 1-800-799-7923 
Natural Gas: 1-800-882-3377 

Non-Emergency Situation 
• Clackamas County Sheriff’s Office: 503-655-8211 
• Local Police Department 

Fire Departments  
• Clackamas Fire: 503-655-8211 
• Local Fire Department 

 

 

 

 

 

 

In the event of loss of internet services: 

Clackamas County Children’s Commission leverages cloud-based services for Key software and file systems, which provide automatic 
backup, replication, and failover capabilities, reducing downtime and ensuring continuity.  Site Staff can use the iPhone “Hot Spot” 
function to connect their laptops to the internet and access student records system, files, and communication tools.  
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Procedures                 

Use this reference chart to quickly respond in the event of an emergency; detailed procedures are listed on the following pages.  

 

  

Emergency is Declared

Type of Emergency

Landslide

Evacuate:
If facility is at 

risk

Shelter-in-
Place: If threat 

is outside of 
facility

Tornado

Shelter-in-
Place

Earthquake

Shelter-in 
Place: Drop, 

Cover, & Hold

Fire

Evacuate

Active Threat 
(inside/community)

Evacuate: 
If safe 

Shelter-in-
Place:Lockdo

wn (HIDE)

Missing Child

Shelter-in-
Place:
HOLD
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Procedures Cont.…           

Fire 

• If the alarm isn’t activated, go to the nearest “pull station” and activate the alarm (if safe to do so). Call 911 if alarm 
system doesn’t automatically make call. 

• All adults and children will exit the building/campus and proceed to the predetermined meet-up location. 
• Follow the emergency action plan for responsibilities during an evacuation.  
• Once at the location, attendance will be taken, and direct-service staff will assess the health and safety of all children 

and adults. Non-direct service staff will assist to ensure the health and safety of all children is maintained, as directed 
by direct-service staff. 

• Do not return to the building until it is cleared by safety personnel. 
o If returning to the building, take attendance once back in designated space. 

Earthquake 

• Follow “Duck, Cover and Hold” technique during the earthquake.  
• Once it is safe, direct-service staff will take attendance and assess the health/safety of all children and adults; provide 

basic first aid if necessary. Non-direct service staff will assist with this process as directed and needed.  
• Call 911. 
• All adults and children will exit the building/campus and proceed to the predetermined meet-up location. 
• Follow the emergency action plan/response for responsibilities during an evacuation.  
• Once evacuated, take attendance to ensure all staff and children are safely accounted for 
• Do not return to the building/campus until cleared by appropriate authority.  
• If you are unable to exit, access the emergency buckets for life saving materials (water, food, first aid supplies, etc.). 

Make your location known by making noise or notifying safety personnel via phone or radio.  
• Be prepared for aftershocks. 

An active threat is inside the facility: “Lockdown” 

• Activate the lockdown alarm (the large red button located in the office to the right of the office entrance). This alarm 
is NOT a silent alarm and notifies the alarm monitoring company to dispatch emergency services. 

• If unable to access the lockdown alarm, press the “panic button” (the button located in the manager’s office). This also 
prompts our alarm monitoring company to dispatch emergency services.  

• Center Director (Education Supervisor) or designated personnel will alert staff to go into Lockdown in-person and/or 
via two-way radio. 

• Center Director or designee will call 911. 
• Center Director and staff will lockdown together, but if they are separated, staff will utilize the two-way radio and/or 

cell phones to communicate. 
• Center Director or designee will direct staff to either: 
• Run (if safe): Exit quickly and keep hands visible; 
• Hide (if unsafe to exit the building): Lock internal doors; move students away from doors and windows; if you are in a 

room equipped with a knight lock, utilize that to help prevent breach of the door; barricade doorway with classroom 
items (furniture, chairs, desks, etc.) 

• If hiding, remain in place until directed by law enforcement or another appropriate authority to exit.  

An active threat is at a nearby location: “Secure” 
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• Notify staff by using the phrase “Secure”, in person and/or via two-way radio or intercom system. 
• Staff may contact non-emergency police number to inquire about the status of the “Secure.” 
• Center Director (Education Supervisor) ore designated personnel will notify management the “Secure” is occurring. 
• Staff will take attendance of children in care 
• The center will continue with daily routine, except for the following: 

o No outdoor time. 
o Staff and children will remain in their office/classrooms. 
o Building doors will remain locked and individuals will not be permitted to enter the building. 

• Designated staff will remain in contact with emergency personnel and update staff accordingly.  
• The “Secure” will remain in effect until emergency personnel notify the center that the area is safe and Center 

Director or designated personnel communicates that with staff.  
• Staff will take attendance after the “Secure” is lifted 

“Hold!” In your room, office or area.  Clear the halls:  

• Notify staff by using the phrase “Hold”, in person and/or via two-way radio or intercom system. 
• Center Director (Education Supervisor) or designated personnel will notify management the “Hold” is occurring 
• Staff will take attendance of the children in care when the “Hold” goes into effect 
• The center will continue with daily routine, except for the following: 

o Staff and children will remain in their areas. 
o Building doors will remain locked and individuals will not be permitted to enter the building. 

• The “Hold” will remain in effect until the designated personnel communicates that with staff.  
• Staff will take attendance after the “Hold” is lifted 

 

Loss of child supervision:  

There are situations where the loss of supervision may occur. Some of those situations include: 

• Unnoticed: A child’s presence is not detected by a classroom staff member. Other center staff may notice the child’s 
presence and alert classroom staff (example: a child attempting to open a door and leave the building, and classroom staff 
are unaware).   

• Left behind: A child is left by a classroom staff member after a transition activity. Other center staff may be within “sight” 
and “sound” of the child who was left behind.   

• Out of “sight”: a child’s location is always known, but visual contact of the child is lost for any period of time (example: 
child hiding behind furniture).   

• Away from group: a child leaves the group of supervised children, and a staff member must leave the group to re-gain 
appropriate supervision of the child (example: a child runs away from the playground but remains within “sight” and 
“sound” of staff).   

• Unattended: a child is left alone without a staff member for any period of time.   
• Missing: a child cannot be located within the center and/or on building property. For all missing children these steps will 

be taken: 
o The center will go into a “Hold”  
o Designated staff will conduct an extensive search of the entire building / campus. 
o If the child is not found, call 911 and the child’s parent/guardian; provide as much identifying information to 

emergency personnel as possible (clothing, height, weight, etc.) 

For any incident where loss of child supervision occurs, the following steps will be taken:   
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• A designated staff member will locate the child and re-establish supervision with assigned classroom staff.   
• The appropriate staff member (example: classroom staff) will immediately contact the center’s Education Supervisor (ES). 

If the ES is not available, the Education Services Manager (ESM) will be immediately contacted.   
• The Education Supervisor will immediately report the incident to the Education Services Manager (ESM). If the ESM is not 

available, the Child Development Services Director (CDSD), HR Director (HRD), or Executive Director (EXD) will be 
immediately contacted by the staff member reporting the incident.    

• The EXD will be notified immediately of all reported incidents.  
• The ESM, CDSD, HRD, and EXD will determine next steps. 

 

Facility Emergencies:  

• Chemical spills: Call 911; evacuate the building. 
• Electrical/Power Failure: Follow Communication Flow Chart. An evacuation may be required if an electrical issue 

creates a fire hazard (i.e. outlet sparking).  
• Water Main Break (i.e. flooding): If it’s safe, shut off the main water valve to the unit or building; contact the 

Operations Director. An evacuation may be required, if flooding occurs and creates a safety hazard.  
• Facility Temperature: If the facility temperature drops below 68 degrees, contact the Operations Director. 

Suspected Abuse:  

All CCCC employees are mandatory reporters and are required to report suspected child abuse and/ or neglect.    If a child 
abuse/neglect report is made staff will follow these steps: 

• Staff will complete the Reporting Child Abuse & Neglect form before a report is made. 
• Staff members may seek guidance from their direct supervisor.  If the supervisor is not available, the overseeing 

Component Manager, overseeing Director, or Mental Health Specialist may provide consultation. 
• If a staff member suspects child abuse and/ or neglect, a report must be made to the Child Abuse Hotline for Clackamas 

County by the end of the service day.  In some cases, a report must be made immediately.   
• All reports made will be recorded on the Agency’s Reporting Child Abuse & Neglect form. 
• Supervisor will be informed and keep the hard copy locked in designated spot 
• The Child Development Services Director must notify suspected abuse/neglect to DELC by 5:00pm the next business.   

If more information is needed see the Mandatory Reporting Procedure 
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Medical/First Aid Care            

Employees who are trained and certified in Basic First Aid, CPR, AED application, and Blood Borne Pathogens (BBP) may only 
provide care to those who are in need. Call 911 for all medical emergencies that require extensive care (refer to training material 
for when 911 should be called). Do not exceed your training, and when in doubt call 911. 

• First Aid: Depending on the nature of the emergency, basic first aid care can be applied without calling 911. Locate the 
nearest first aid kit and apply care. 

• CPR: If the person or child is unresponsive and not breathing normally, begin CPR and send someone to find an AED: 
o Place hands in the middle of chest and begin compressions, at a rate of at least 100 beats per min; compress hard 

and fast. 
o After 30 compressions, stop and give two rescue breaths. 
o Continue CPR until an AED is available, emergency personnel arrive, or the person/child becomes responsive. 

• AEDs are located in every center; in your center, the AED machine is located in the office and in the hallway leading to the 
playground. 

o Quickly apply the AED pads to bare skin and follow the instructions. 
o Only deliver shock when instructed. 
o If shock is advised, deliver shock, and then begin CPR until instructed to stop.  

• Bloodborne Pathogens (BBP): Always have access to personal protective equipment (i.e., gloves) when exposed to bodily 
fluids such as blood, mucous, vomit, urine, etc.  

o BBP Event:  
 In your center, the BBP kit is located in each classroom. 
 Locate the BBP kit and follow instructions for cleaning/sanitizing the area. 
 Restrict access to the area until it has been determined to be safe. 
 If exposed: immediately wash your hands and exposed area with soap and water. Determine if the BBP 

entered your blood stream; contact the Operations Director for the next course of action. 
• Medical Emergency of Child with a known Medical Condition 

o For children in care with a known medical condition please see the Individual Medical Care Plan for specific 
guidance on medical care. 

Depending on the location of medical emergency and/or the extent of care needed the site may need to go into a 
“hold.” 
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Reunification                                                          

Reunification is a process that protects both the safety of the child and provides for an accountable change of custody from the 
organization to a recognized custodial parent or guardian.  The reunification process can be challenging. It is important to 
maintain protocols throughout the entire event; this will ensure the safety of all children. If a situation occurs that makes the 
agency’s center unusable, an alternate reunification site has been determined for each site – please refer to the center site map 
or the communication page earlier in this document for location information. If the offsite reunification location is being used, 
please ensure that clear signage is posted at parent entry locations so that any guardian arriving at a center knows the location of 
their child.  
 
Reunification Steps: 

 Deliver the children to the Safe Area, beyond the field of vision of parents/guardians. “Greeters” direct parents/guardians 
to the Parent Check-In location and help them understand the process. 

 Instruct parents/guardians on how to complete Reunification Cards  
 Staff will bring children from the “Safe Area”; parents will not be in the “Safe Area” 
 Maintain a communication within with the Response Team (if possible)  

 
Center Staffing Chart for the reunification/shelter-in-place process: 

 

 

 
 
 

Education Supervisor
Center leadership, on-site incident command, communication with 

the response team, assist with reunification area

Head Teachers 
Care of children, parent check-in, 

and waiting area

Assistant Teachers
Care of children, help with safe 

area for children

Additional staff on site will be 
assigned tasks as needed. 

Aides/Nutrition Staff
Runners
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Reunification Layout                                                      
Definitions:  

• Safe Area: A space where children and adults can be together, away from danger, and away from the parent check-
in/waiting area.  

• Incident Command: An area where center leadership and/or the Response Team can manage the emergency, reunification 
process, and communication.  

• Parent Check-In/Waiting Area: An area where parents will check-in and wait to be reunified with their child.  
• Runner: A person/employee who transfers information between each area and brings children to the parent area.  
• Reunification Area: An area that is separate from the “safe area” and waiting area, to properly reunify children with their 

parents/guardians.  
• First Aid/Medical: An area to provide proper first aid and medical care to children, staff, and other adults.   

 

Best practice to organize these areas in separate areas of the building, using walls and other structures as barrier 

Frist Aid/Medical Care Parent Check-In/Waiting Area 

Safe Area/Child Care Incident-Command Area 

Reunification 
area 



 

15                                                                                                                                                                                                                             Revised 10/1/24 
 

Resources: Reunification Card         

Reunification Card 
First, we want to thank you for your patience during this reunification. We share the same goal during this process:   
Getting you and your child back together as quickly as possible. The reason we’re going through this is that an event has occurred 
at the school that mandates we personally reunite you with your child. 

Instructions 
1. Please complete the information below on this card in the Parent/Guardian boxes shaded in pink. 
2. Prepare identification (If you don’t have ID with you, please move to the side of the line, it may take a little longer to verify 

your identity.) 
3. Select the check-in line based on your child’s last name. 
4. After check-in, staff will split this card and an escort will be sent to recover your child.  Please step over to the designated 

Reunification Area. 
5. If there has been injury or other concerns, you may be asked to meet a counselor. 
6. Please don’t shout at staff.  We’ll get through this as quickly as possible. 
 

 
------------------------------------------------------------------------------------------------------------------------------------------------ 

Parent/Guardian keeps bottom portion of this card and Reunification Staff takes top portion 
                          

 

Parent/Guardian Reunification Information 
 
Child’s Name ....................................................................Child’s Cell Phone Number .......................................................  

Child’s Age ........................................................................Child’s Birthday.................................... ....................................  

Name of parent/guardian picking up child  ........................................................................................................................  

Signature of parent/guardian  ............................................................................................................................................  

Phone number of parent/guardian picking up child  ..........................................................................................................  

Photo identification matches name of person picking up child?          Yes            No 

Parent/Guardian Sign Off                     I have read and understand these instructions. 

Print Your Name ..........................................................................................................Date ..............................................  

Signature  ...........................................................................................................................................................................  

Print Child’s Name Again ....................................................................................................................................................  

Child’s Age ..................................................................... Child’s Birthday  .........................................................................  

Reunification Staff Completes Upon Release of Child 
 
TIME ......................................................  INITIALS ........................................  OTHER  ...................................................  



 

   

   


	Evacuation Response in Centers
	Shelter-In-Place Response in Centers
	Communication Contd.
	Procedures
	Procedures Cont.…
	Fire
	 If the alarm isn’t activated, go to the nearest “pull station” and activate the alarm (if safe to do so). Call 911 if alarm system doesn’t automatically make call.
	 All adults and children will exit the building/campus and proceed to the predetermined meet-up location.
	 Follow the emergency action plan for responsibilities during an evacuation.
	 Once at the location, attendance will be taken, and direct-service staff will assess the health and safety of all children and adults. Non-direct service staff will assist to ensure the health and safety of all children is maintained, as directed by...
	 Do not return to the building until it is cleared by safety personnel.
	o If returning to the building, take attendance once back in designated space.
	Earthquake
	 Follow “Duck, Cover and Hold” technique during the earthquake.
	 Once it is safe, direct-service staff will take attendance and assess the health/safety of all children and adults; provide basic first aid if necessary. Non-direct service staff will assist with this process as directed and needed.
	 Call 911.
	 All adults and children will exit the building/campus and proceed to the predetermined meet-up location.
	 Follow the emergency action plan/response for responsibilities during an evacuation.
	 Once evacuated, take attendance to ensure all staff and children are safely accounted for
	 Do not return to the building/campus until cleared by appropriate authority.
	 If you are unable to exit, access the emergency buckets for life saving materials (water, food, first aid supplies, etc.). Make your location known by making noise or notifying safety personnel via phone or radio.
	 Be prepared for aftershocks.
	An active threat is inside the facility: “Lockdown”
	 Activate the lockdown alarm (the large red button located in the office to the right of the office entrance). This alarm is NOT a silent alarm and notifies the alarm monitoring company to dispatch emergency services.
	 If unable to access the lockdown alarm, press the “panic button” (the button located in the manager’s office). This also prompts our alarm monitoring company to dispatch emergency services.
	 Center Director (Education Supervisor) or designated personnel will alert staff to go into Lockdown in-person and/or via two-way radio.
	 Center Director or designee will call 911.
	 Center Director and staff will lockdown together, but if they are separated, staff will utilize the two-way radio and/or cell phones to communicate.
	 Center Director or designee will direct staff to either:
	 Run (if safe): Exit quickly and keep hands visible;
	 Hide (if unsafe to exit the building): Lock internal doors; move students away from doors and windows; if you are in a room equipped with a knight lock, utilize that to help prevent breach of the door; barricade doorway with classroom items (furnitu...
	 If hiding, remain in place until directed by law enforcement or another appropriate authority to exit.
	An active threat is at a nearby location: “Secure”
	 Notify staff by using the phrase “Secure”, in person and/or via two-way radio or intercom system.
	 Staff may contact non-emergency police number to inquire about the status of the “Secure.”
	 Center Director (Education Supervisor) ore designated personnel will notify management the “Secure” is occurring.
	 Staff will take attendance of children in care
	 The center will continue with daily routine, except for the following:
	o No outdoor time.
	o Staff and children will remain in their office/classrooms.
	o Building doors will remain locked and individuals will not be permitted to enter the building.
	 Designated staff will remain in contact with emergency personnel and update staff accordingly.
	 The “Secure” will remain in effect until emergency personnel notify the center that the area is safe and Center Director or designated personnel communicates that with staff.
	 Staff will take attendance after the “Secure” is lifted
	“Hold!” In your room, office or area.  Clear the halls:
	 Notify staff by using the phrase “Hold”, in person and/or via two-way radio or intercom system.
	 Center Director (Education Supervisor) or designated personnel will notify management the “Hold” is occurring
	 Staff will take attendance of the children in care when the “Hold” goes into effect
	 The center will continue with daily routine, except for the following:
	o Staff and children will remain in their areas.
	o Building doors will remain locked and individuals will not be permitted to enter the building.
	 The “Hold” will remain in effect until the designated personnel communicates that with staff.
	 Staff will take attendance after the “Hold” is lifted
	Facility Emergencies:
	 Chemical spills: Call 911; evacuate the building.
	 Electrical/Power Failure: Follow Communication Flow Chart. An evacuation may be required if an electrical issue creates a fire hazard (i.e. outlet sparking).
	 Water Main Break (i.e. flooding): If it’s safe, shut off the main water valve to the unit or building; contact the Operations Director. An evacuation may be required, if flooding occurs and creates a safety hazard.
	 Facility Temperature: If the facility temperature drops below 68 degrees, contact the Operations Director.
	Suspected Abuse:
	All CCCC employees are mandatory reporters and are required to report suspected child abuse and/ or neglect.    If a child abuse/neglect report is made staff will follow these steps:
	 Staff will complete the Reporting Child Abuse & Neglect form before a report is made.
	 Staff members may seek guidance from their direct supervisor.  If the supervisor is not available, the overseeing Component Manager, overseeing Director, or Mental Health Specialist may provide consultation.
	 If a staff member suspects child abuse and/ or neglect, a report must be made to the Child Abuse Hotline for Clackamas County by the end of the service day.  In some cases, a report must be made immediately.
	 All reports made will be recorded on the Agency’s Reporting Child Abuse & Neglect form.
	 Supervisor will be informed and keep the hard copy locked in designated spot
	 The Child Development Services Director must notify suspected abuse/neglect to DELC by 5:00pm the next business.
	If more information is needed see the Mandatory Reporting Procedure
	Medical/First Aid Care
	Employees who are trained and certified in Basic First Aid, CPR, AED application, and Blood Borne Pathogens (BBP) may only provide care to those who are in need. Call 911 for all medical emergencies that require extensive care (refer to training mater...
	 First Aid: Depending on the nature of the emergency, basic first aid care can be applied without calling 911. Locate the nearest first aid kit and apply care.
	 CPR: If the person or child is unresponsive and not breathing normally, begin CPR and send someone to find an AED:
	o Place hands in the middle of chest and begin compressions, at a rate of at least 100 beats per min; compress hard and fast.
	o After 30 compressions, stop and give two rescue breaths.
	o Continue CPR until an AED is available, emergency personnel arrive, or the person/child becomes responsive.
	 AEDs are located in every center; in your center, the AED machine is located in the office and in the hallway leading to the playground.
	o Quickly apply the AED pads to bare skin and follow the instructions.
	o Only deliver shock when instructed.
	o If shock is advised, deliver shock, and then begin CPR until instructed to stop.
	 Bloodborne Pathogens (BBP): Always have access to personal protective equipment (i.e., gloves) when exposed to bodily fluids such as blood, mucous, vomit, urine, etc.
	o BBP Event:
	 In your center, the BBP kit is located in each classroom.
	 Locate the BBP kit and follow instructions for cleaning/sanitizing the area.
	 Restrict access to the area until it has been determined to be safe.
	 If exposed: immediately wash your hands and exposed area with soap and water. Determine if the BBP entered your blood stream; contact the Operations Director for the next course of action.
	 Medical Emergency of Child with a known Medical Condition
	o For children in care with a known medical condition please see the Individual Medical Care Plan for specific guidance on medical care.
	Depending on the location of medical emergency and/or the extent of care needed the site may need to go into a “hold.”
	Reunification

