EMERGENCY!

What to Do If…

Flip Chart Construction Information

 “Fire… Help me get out!”

“There’s someone strange walking alone in our hallways. What shall I do?”

“Johnny just fell down and hurt himself. Where is the first aid kit?”
These are routine questions that happen in emergencies. What would you do in an occasion like this? Most churches have operating policies or manuals with safety procedures. But, would you be able to find that handbook in an emergency?

Here is a colorful, handy, summary compilation of emergency instructions found in the Kids Kount Publishing Ministry Partner Handbook. Putting this tool together and posting it in every classroom will equip both your staff and your ministry partners with safety tips in the case of emergency.

Instructions

1. Familiarize yourself thoroughly with your church’s emergency policies.

If you have not purchased a Kids Kount Publishing Ministry Partner (volunteer) Handbook, you may want to go to the website and purchase one (www.kidskountpublishing.com) now. It is loaded with instructional tips that will increase the value of your children’s ministry.

If you do not purchase the handbook, read these instructions thoroughly and edit each sheet according to your church’s policies.

2. Edit digital files, make a master copy, and reproduce as many copies as needed for each classroom.

Go to the digital files and edit as necessary. Produce a master copy. Copy each sheet on colored paper (8.5” x 14”) with the cover sheet (EMERGENCY! What to do if…) in red to indicate emergency information and catch any ministry partner’s 
3. After making copies, cut on cut lines.

Notice that each sheet has a cut line. Cut off excess portion on each sheet.

4. Laminate for durability.

Laminate each sheet before compiling the flip chart. If you do not have a laminator, many quick print locations or neighborhood schools do. Seek out these services, as it will make your product last longer and save labor time.

5. Collate and attach at the top.

After the sheets have been laminated, collate the sheets into individual sets and fasten at the top. If you have a binding system, it is recommended that you use it on this project. If you do not, seek outside vendors to help you permanently fasten these charts or creatively make your own bindings.

6. Post in a visible place.

Once compiled, hang the charts in a visible, consistent place (i.e. eye level, two feet to the side of the doorway). Throughout the building consistently place the charts. Consistency is essential in emergency. The eye becomes accustomed to seeing things in the same place, and in an emergency, good habits will be instrumental to the success of your emergency operation
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EMERGENCY! 
What To Do If…….

WHAT TO DO: POWER FAILURE

1. Find a flashlight.

There is a flashlight next to every medical kit. Our facility has emergency lighting that is turned on during a power failure.

2. Comfort the children—stay calm.

When a power failure does occur, comfort any child who is frightened. Stay calm and use a quiet voice to assure them.

3. Stay where you are.

Shepherds should encourage the children to remain where they are until the power returns or an adult tells them where to go.

4. Class leaders contact building administrators.

Coaches in each room are responsible for contacting the administrators for information and further instructions.


WHAT TO DO: TORNADO ALERT

Notification will come from the receptionist’s office

When a severe weather watch is issued for Sarpy or Douglas counties, the receptionist will inform maintenance of the situation and stay tuned to the radio for further developments. 

When a tornado warning is issued for northern Sarpy or southern Douglas counties, the receptionist’s office will notify maintenance or Kids Kount staff leaders that we are under a tornado warning. The staff leaders will lead the occupants to the following assembling areas:

Sunday a.m.

· Nursery children Will go close to the wall in the front of room C-1.

· Two year olds through 4,5,K

Will assemble close to the wall adjoining suites C-2, C-3, C-4.

· Grades 1-4

Will assemble close to the wall adjoining suites B-2, B-3, B-4.

· Grade 5-6

Will assemble in the corridor adjacent to the prayer room by the main worship center.

Weekdays, nights and Saturdays

· Nursery, preschool and anyone in the Kids Kount area will go to suite C-1, C-2.

· Everyone else will go to the prayer room corridor near the worship center.

Stay away from all windows and exterior doors. Remain in the shelter area until the warning is cancelled.

WHAT TO DO: UNIDENTIFIED ADULT

1. Permanent nametags:

Permanent nametags are to be worn by all regular ministry partners and staff. This helps parents identify the regular staff.

2. Temporary nametags:

Substitute ministry partners or any visitors in the room should wear temporary nametags. This includes parents who stay with their child for the day or visitors observing the classroom. All adults in the room must have a nametag unless they are parents who are picking up or dropping off their children.
3. Unidentified adult:

When an adult in the room does not have a nametag, a coach, shepherd or staff member needs to approach the adult and ask information or offer assistance. If that person wants to stay to observe or assist in any way, they will be asked to wear a temporary nametag. These nametags are conveniently located in the coaches’ supplies. 

4. Unusual behavior:

If an adult displays any unusual behavior, is incoherent or belligerent, the coach should immediately call for support and backup. It would be best if this individual were a male. This might be the director, an usher, a maintenance person or another staff person. If a walkie-talkie is not available, then send another adult to bring support or backup. In the meantime, keep the adult separated from the children and remain calm. 

5. Threatening behavior:

If threatening or hostile behavior seems to be escalating and it cannot be diffused, send someone to call 911 immediately.

WHAT TO DO: WHEN A CHILD BECOMES SICK/INJURED

1. Take the ill child to the welcome team.

2. Page parents.

3. Parents pick up child.

4. Welcome team advises coach or shepherd child’s transfer.
WHAT TO DO: SMALL BAND-AID “OWIE”

1. First thing: put on safety gloves.

2. Treatment of “small owies.”

3. File an incident report.

4. Discuss with parents and sign the report.
WHAT TO DO: MEDIUM INJURY

(head bump, sprain, bleeding)

1. Remain calm.

2. Call two other adults. 

3. Do not move the child.

4. Get assistance.

5. Contact parents for further medical care.

6. If parents cannot be contacted:

If parents cannot be contacted and it is safe to relocate the child, move the child to an office area to be more comfortable. Stay with the child and let staff know where you are.

7. File incident report 
SERIOUS INJURY

(broken bone, unconsciousness)

1. Remain calm.

2. Call for help—do not move child.

3. Get assistance to call 911.

4. Staff member contacts parents.

5. If parents cannot be contacted:

If the child is to be transported to a hospital and a parent cannot be located in time, a Kids Kount staff member will accompany the child to the hospital.

6. File incident report 

WHAT TO DO: FIRE ALARM

1. Discovering a fire:

Call the front desk or receptionist. State where in the building the emergency exists and how serious the situation is. 

If the fire is small, maintenance staff or other assistance might put it out with a fire extinguisher. If the extinguisher cannot put out the fire, pull the handle on the nearest fire pull station to activate the alarm.

2. If the alarm is activated:

First take your class roster. Then, evacuate the building immediately via established evacuation routes or the closest exit—walk, do not run. 

If capable, assist those persons who may need special assistance in evacuating the building.

Evacuate to a distance of at least 500 feet to a predetermined reassembly area. Grass area north of the north parking lot and south parking lot away from the building.

Gather your group and check the names against the roster, if necessary. Notify either public safety personnel or firefighters on the scene if you suspect someone may be trapped inside the building.

Stay out of the way of emergency personnel.

Stay in your reassembly area—once the fire is out. The fire department will assess the damage and advise if the occupants can re-enter the building.

Do not re-enter the building until cleared to do so by public safety personnel.

3. Responsibilities of director or staff person in charge:

Make sure the children’s area is cleared of occupants.

Check all rooms and corridors.

Reassemble with the occupants who should be in their assigned areas. This is the grassy area north of the north parking lot and the south parking lot away from the building. Stay in the assigned areas until cleared by emergency personnel.

Pastors in the worship service should explain that all children have been escorted out of the building with their teachers. No one is to go to the children’s rooms to pick up their children. Children will be outside for pickup and dismissal.

WHAT TO DO: LOST CHILD

If a parent comes to the room and his/her child is not present, remain calm, but quickly respond in the following sequence:

1. Who else has had contact?

Ask the parent who else might have picked up the child. Could they be contacted by cell phone? Alert the coach or children’s ministry supervisor.

2. Has the child left the area?

Ask the adult shepherds if they noticed a child leaving. And if so, who was with the child when he/she left?

3. Add staffing to exiting points.

Call additional staff or ministry partners. Describe the child’s features and post people at exit doors to make sure the child does not leave the building.

4. Alert other classroom leaders.

Alert other shepherds and coaches as quickly as possible. Describe what the child was wearing.

5. Team search.

Have one ministry staff person walk with cell phone or walkie-talkie in hand. Another ministry staff person should walk in another direction, walkie-talkie in hand, while a third staff person stays at the room with a walkie-talkie.

After ten minutes, and the child has not been found, gather the staff for a thorough inspection of the facility from one side to the other.

6. Telephone family, friends and police.

Phone other family members or friends of the child to see if a friend or other family member might have taken the child home. 

Call the police once you have exhausted all options.
WHAT TO DO: THREATENING SITUATION IN THE BUILDING

Emergency Evacuation

General Information: 

1. Acquaint yourself with the evacuation route for your classroom. It is posted near the exit door of your classroom.

2. Before evacuating, count the number of children in your class. If you have an attendance sheet with names, take it with you.

3. Evacuate to the area designated on your evacuation route chart. Each first aid kit in the children’s areas contain instructions and maps. Upon arrival, take a head count to insure all your children are with you.

4. Await further instructions from a member of the Kids Kount staff.

5. First aid will be brought to you as needed. Do not leave your group.

6. Remain calm, as it will help keep the children relaxed. Keep them informed as you have information to share with them.

7. Release children only to their parents and only a member of the Kids Kount staff gives permission to dismiss. In this case, do not dismiss elementary age children on their own. A parent must pick them up.

8. Nursery workers will evacuate as many children as possible into the rolling cribs. The beds have evacuation ready wheels to hold the extra weight.
Situation:

There may be certain situations that will require that the building be evacuated. This might be a bomb threat received either by phone or written note. The staff has been instructed on how to handle a threatening phone call or written message. The police will be called and will suggest whether or not the building should be evacuated.

Facility Locked Down

Situation

Over the last few years, terrorist attacks and hostile intruder situations have emerged as serious threats. These threats require emergency lock-down procedures that are the EXACT OPPOSITE of an emergency evacuation.

Terrorist attacks and hostile intruder situations constitute life-threatening events. Failing to respond could be a fatal mistake. Emergency lock-down procedures are also appropriate for other situations such as external hazardous releases.

Procedures:

· Communication

An emergency lock-down will be announced by intercom, walkie-talkie or personally delivered message. 

· Staff Responsibilities

Staff will make sure that all classrooms and other doors are locked. Lights are turned off allowing only night-lights. Children should be encouraged to remain quiet and not go into the hallways. Children will need assurance and, perhaps, a new focus such as a quiet game, quiet storytelling or imagination theater. These activities will help the children stay calm.

Stay in areas that are out of sight of doors and windows.
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If you live in a earthquake prone area, please modify this sheet with the actions necessary for safety during this situation.
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