
Keeping Kids Safe  
Emergency Planning for  

Childcare Facilities  



Goals 

• Identify the types of emergencies that can affect your 
area 

• Develop an emergency action plan  

• Assemble emergency supply kits  

• Train staff  

• Educate staff on medical emergency guidelines  
• Plan for children with special needs 
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Types of Disaster 

• Natural Disasters – Severe weather, flood, tornado, 
hurricane. 

 

• Technological/Man-Made – Fires, explosions, chemical 
incidents, loss of utilities. 

 

• Attacks – Terrorist threat, bomb threat, explosion, nuclear 
and radiological warfare.  
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Your Emergency Action Plan 

Should Address:  
• Communication 

• Evacuation  

• Shelter-in-Place  

• Safeguard Emergency Records  

• Emergency Supplies Kit 

• Recovery  

• Staff Training  

• Medical Emergency Guidelines  
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Communication  
 
– Includes both communication inside and outside of the child care 

facility.  
 

– How will you communicate? Walkie-talkies, cell phone, e-mail, voicemail 
message, land line telephone, radio or television broadcast, sign on 
door.  
 

– Keep parents updated on emergency procedures: invitation to trainings, 
e-mails, newsletters, website updates, and bulletin board flyers.  
 

– Contact your local emergency management office, ask them to review 
your plan and to provide any suggestions for improvement.  
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Evacuation  
 

– Evacuation should be: Quick, Orderly and Safe!   
 

– Evacuation Instructions should be: 
• Displayed by fire exits  
• Provided to parents  
• Given to all new staff members  

 
– Decide who will:  

• authorize the evacuation, 
• assist with escorting the children out of the building,  
• keep a log of all children and staff members.   
• Provide transportation 

 
– Decide on evacuation sites:  

• one location directly outside of the facility,    
• and two different sites away from the property.  
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Evacuation  
 

– Listen to local authorities for accurate evacuation 
information!  

 

– Don’t forget the disaster supplies kit. 

 

– Post evacuation notice on front door.  
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Evacuation  
“Relocation Facility”  

 
– If the incident requires evacuation, it may be necessary to seek 

shelter away from the facility.   

 

– Plan in advance where you will relocate.  

 

– The chosen location should be expecting your group. 

 

– The “relocation facility” should be large enough to house your group. 

 

–  Notify parents that you have relocated.  
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Shelter-in-Place  
 

– If the outside environment is unsafe then plans should be made for 
the occupants of the facility to safely shelter inside of the 
structure.  

 
– The space should meet this criteria: 

• Interior room, away from glass 
• No high ceilings like found in gymnasiums or auditoriums 
• Furniture and wall-hangings secured so that they will not fall 
• Be large enough to house both children and staff comfortably  
• It is ideal to have access to a land line telephone in the room   

 
– Appropriate spaces include:  

• Identified shelters or basements  
• Interior hallways 
• Rest rooms  
• Small enclosed areas located away from windows and large areas of glass 
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Shelter-in-Place 
 

– Accountability 
• Keep a written log of persons located inside of the shelter room 
• Report names to the person in charge  
 

– Hazardous Material Release 
• Turn off all fans, air conditioning and heating systems. 
• Seal all vents and openings  

 
– Draw a diagram of the facility 

• Indicate which rooms will be used for shelter spaces  
• Display a copy in the Manager’s office 
• Display a copy in each room of the facility 

 
– Share this information with your local emergency management 

office  
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Shelter-in-Place 
 

– Listen to local authorities! 

 

– Close the facility  

 

– Invite visitors to stay 

 

– Gather disaster supplies  
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Safeguard Emergency Records  
    
 

– Assemble a set of portable records:  
• Child information sheet 
• Emergency medical consent  
• Emergency contact information 

 
– Store records:  

• in a portable file container that can be easily transported 
• in a place that is easily accessible  
• in a place that will be safe from damage 

 
– Designate a person to secure the records during an evacuation. 

 
– Update records as needed. 
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Emergency Supplies Kit  
– Why should you assemble a kit?  

• Supplies may not be readily available after a disaster.  
• Provides the basic necessities to sustain life. 
• Reduces disaster related stress. 

 
– How much should you store?  

• FEMA recommends storing enough for at least three days.  
• Do most of the children enrolled live close by?  
• Do some commute long distances?  

 
– Where and how should you store your supplies?  

• Portable Kit - Waterproof container with wheels for easy 
transportation. 

• Shelter in Place Kit - Inside of a locked closet or kitchen pantry. 
• Store water separate from dry items.  
• Refresh supply kit every six months – replace expired food and 

batteries.  
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Emergency Supplies Kit 
   Contents for a shelter in place kit: 
 

Water  
– One gallon per person per day 
– Include small paper cups  
– Plan on a 2 day supply – depends on your need 

 
Food  
– Include non-perishable food  
– No refrigeration required after opening 
– Simple to store  
– Easy to distribute to children  
– Good choices may be granola bars, protein bars and peanut butter 

crackers 
– Take into consideration food allergies  
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Emergency Supplies Kit 
  Contents for a shelter in place kit:  
 
    Sanitation Supplies  

– Portable toilet, privacy shelter, toilet paper, wet wipes, plastic bags with ties.  
– Soap and water, in addition to the wet wipes, is advised.  

 
    Clean Air  

– Face masks NR-95 rating  
 

    Tools  
– Barrier tape (duct tape) 
– Pry bar, Pick ax, Sledge hammer, Shovel, Pliers, Bolt cutters, Hammer, Screwdrivers, Utility 

knife, Broom, Utility shut off wrench.  
 

    Other Supplies  
– Emergency records  
– Folding tables and chairs 
– Identification vests for staff 
– Clipboards with Emergency Job Descriptions  
– Paper, pens, pencils  
– Copies of all necessary forms   
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Emergency Supplies Kit 
  Contents for a shelter in place kit: 
    
   First Aid Supplies  

– Can be purchased pre-assembled or purchased individually.  
• Gauze & Tape 
• Elastic Bandages 
• Splints 
• Small bottles of water (flushing wounds) 
• Bleach 
• Scissors  
• Tweezers 
• Latex Gloves 
• Disposable blanket  
• Children’s Tylenol 
• Sanitizing wipes  
• Antibiotic Ointment  
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Emergency Supplies Kit 

  Contents for a shelter in place kit:  

 

   Supplies for Infants and Toddlers  
– Diapers and wipes  

– Diaper rash ointment  

– Ready to drink formula  

– Bottled water  

– Powered Milk  

– Bottles with disposable liners  

– Pacifiers  

– Small blanket and toys  
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Emergency Supplies Kit 
   Contents for a Portable Kit:  
     Have a portable kit handy in case of an evacuation 

– Drinking water and cups  

– Non-perishable snacks: crackers, granola bars….    

– Flashlight & Extra Batteries  

– Portable Radio & Extra Batteries  

– Hand Sanitizer (alcohol based) 

– Toilet Supplies – Large bucket, plastic bags & toilet paper  

– First Aid Kit  

– Latex Gloves  

– Safety Goggles  

– Space Blankets  

– Work Gloves  

– Tarp or Ground Cover  

– Paper, Pens or Pencils  

– Emergency Records: student information, emergency contacts, medical consent 

– Blank Roster Sheets: to keep a record of all children and staff in attendance 

– Activities for children / small toys  

– Emergency Cash  
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Emergency Supplies Kit 
   Supplies for Children with Disabilities: 

  
– Food for special dietary needs  

– Extra prescription medication  

– Generator or battery backup for all electrical medical equipment  

– Copies of prescriptions for medications, supplies and medical equipment  

– Extra batteries for hearing aids & communication devices  

– Extra eye glasses  

– Manual wheelchairs and other medical equipment 
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Recovering From Disaster  

   Returning to the Facility: 
– Determine if it’s safe to return 
– Wait for permission from local authorities  
– Consider having the facility inspected by a professional  
– Practice safety during clean up  

 

   Hazards to be watchful for: 
– Carbon Monoxide  
– Hazardous Chemicals  
– Mold and Mildew  
– Polluted water and sewage  
– Infectious diseases 
– Insects and reptiles  
– Unstable structures  
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Recovering From Disaster 

   Communication with Parents  

 
– Notify parents of the status of the child care program, let them know: 

• If the facility is closed  

• When the facility will reopen 

• If arrangements have been made for another location 

 

– Methods of keeping parents informed include:  
• Make contact by telephone or cell phone 

• Provide a toll free info line with a recorded message  

• Send an email update 

• Provide information via the media – local TV stations, radio, and newspapers 
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Staff Training 
  A successful emergency plan requires that staff:  

– Complete a training session  

– Remain updated on any changes to the plan 

 

 

  Before planning a training session, ask yourself:  
– Who will attend the training?  

– Who will conduct the training?  

– What type of activities will be carried out?  

– How often will the training be offered?  

– How will the training session be reviewed and evaluated?  
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Staff Training  
  Emergency management training should address:  

 
– Types of threats that might affect your area 

– Protective actions that can be taken  

– Roles and responsibilities (Chain of Command)   

– Procedures for carrying out the emergency support functions  

– Location and use of emergency supplies kits, portable emergency 
records, and other emergency equipment  

– Emergency shutdown procedures – electricity, gas, water, computers 

– Procedures for handling children with disabilities – communication, 
transportation, and mobility 
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Staff Training  

   Methods of Training:  

 
– Orientation and Education Sessions  

– Tabletop Exercise  

– Walk-through Drill  

– Functional Drill  

– Evacuation Drill  

– Full-scale Exercise  
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Emergency Medical Guidelines  

   Educate staff on emergency medical guidelines –  

 
– Obtain CPR Certification  

 

– Obtain Pediatric First Aid Certification  

 

– Maintain fully stocked first aid kits  

 

– Keep up to date information on the closest hospitals  

 

– Require that parents fill out an emergency contact sheet  

 

– Designate one or more staff members to care for children with 
disabilities  
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Summary  

 Child care facilities that have an emergency plan in 
place and practice it on a regular basis are better 
able to protect the children in their care.  

  

 An effective emergency management plan is one 
that:  

• Is shared with others  

• Updated on a regular basis  

• Practiced among staff, children and parents  
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Contact Information 
 

Texas A&M AgriLife Extension Service  

Family Development & Resource Management 

 

Josefa Pena 

Health Program Specialist  

979-845-3850 
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