
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.
Edit this sheet according to your church policies. Produce master copy, reproduce and compile. 
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