March, 2009
Dear Parent,


In the event of an emergency, a disaster plan should be in place for every home, business and school.  Parents have been asking if the Center has an emergency response plan in the event of a terrorist attack or other disaster.  This letter is written to address some of those concerns.

The Roxbury Township Office of Emergency Management has assured me that they have extensive plans in place to respond to any type of emergency or disaster which may occur.  The Roxbury Day Care Center is listed in their plan and the Center will be included in any disaster procedures that are put into action by their office. 

After days of researching this subject on the internet and by discussions with various town officials, the following plan has been developed:


Before a disaster happens, the Center will:

1. Distribute information about family disaster planning to all families of children in our care. An article downloaded from the American Red Cross website:  www.redcross.org is attached.  Another excellent website is the US Department of Homeland Security, www.ready.gov, or call 1-800-BE-READY.  

2. Require that all parents provide names and telephone numbers of at least 2 people who will be able to arrive to pick up their child within 10 minutes of receiving notification that the Center is closing. Parents may want to make arrangements with family, friends, neighbors, or parents of other children at the Center to escort their child and keep him/her until the parent can arrive at their location.  This information must be checked and approved by the parent on the first day of every month to assure that it is current.

3. Begin to assemble a disaster supply kit (page 2, 7a.) for each classroom.  If you can help with this, please let the Preschool or BASP Office know.  
4. Inform the Roxbury Township Office of Emergency Management of the number and ages of children enrolled and the number of staff. The Roxbury OEM will also be given a copy of the Center’s lockdown procedure and this Disaster Plan.   
If Disaster Strikes, the Center will:

1. Follow directions/advice of local emergency officials regarding evacuation or “shelter-in-place”.  Priority will be given to getting all children home from the Center sites; however, evacuation to another location or shelter-in-place procedures will be followed if advised by local officials.   
2. Notify parents of the procedures that the Center will follow by calling them at the emergency numbers provided and by changing the message on the answering machine (Preschool 973-584-3030 or BASP 973-584-9671).  Parents are instructed to call their respective Center office immediately upon the event of a local or national disaster, or announcement of a Red Alert for our area.    

3. Based upon the advice of local officials, parents will be instructed to pick up their child within 10 minutes, to allow staff and parents a like time to get home within the 30 minute deadline recommended.  Parents should notify their authorized pick-up people (indicated in #2 above) to come for the child within 10 minutes if the parent is unable to do so themselves.  Staff will remain with the children until all children have been picked up.  
4. In the event that communications and/or power are lost, parents are instructed to automatically initiate procedures to have their child picked up within 10 minutes (as in #3 above) rather than wait to be contacted by telephone.  Should any Center site need to be evacuated to another building, notification will be left so that parents will know where to find their children.    
5. If local officials recommend “shelter-in-place”, each site will be closed and sealed as conditions warrant in that individual site.  Please see fact sheet attached for shelter-in –place information.  
6. The Center will follow all directions issued by local, state, or federal government officials, and will remain closed until the all-clear is announced. The answering machines at both offices will be kept updated as needed.  
7. Evacuation Plan: see attached
a. In the event that the occupants of the center need to be relocated to any of the shelter locations listed in the Evacuation Plan, each classroom will bring a disaster supply kit with them.  Each kit will contain the following :
i. Food, water, battery powered radio, flashlight, extra batteries, cell phone and blankets.  

ii. Infant/Toddler kits will contain formula, bottles, diapers and wipes

b. Teacher’s will also bring with them:
i. Attendance book, Family emergency phone numbers, children’s allergy information, medical consent forms and first aid supplies.

ii. Quiet activities: paper and crayons, books, etc.

Please complete the attached emergency number update form and return it to your child’s day care site on the next school day.  This information will be transferred to a master list at each site, and you will be asked to review and update it on the first day of every month.  

The first concern of all of us is to keep our children safe in the event of any type of emergency situation.  Please be assured that we at the Center will do everything in our power to protect all of the children in our care.  You, as parents, will be kept informed at all times as to the well-being and the location of your children.  It is your responsibility as parents to remain constantly aware of events as they happen and to make any necessary arrangements to prepare to get your child home quickly should disaster strike.

Let’s all hope that we never have to put this plan into action.  However, in this day and age it is necessary to have such a plan in place if it becomes necessary.








Sincerely,








Alicia Knight







Executive Director

ROXBURY DAY CARE CENTER, INC.

EMERGENCY MANAGEMENT PLAN
Emergency Escort List  
Child’s name____________________________________________

Mother’s name _____________________________________ daytime telephone____________

Father’s name ______________________________________daytime telephone ____________

In the event of an emergency, please list the persons to be called first, second, third:

Call 1st _______________________________________ telephone ________________________







        alternate








        telephone _______________________

Call 2nd _______________________________________telephone ________________________








        alternate







        telephone _______________________

Call 3rd _______________________________________telephone ________________________








       alternate








       telephone ________________________
In the event of emergency, please list two persons authorized to escort your child who can arrive within 10 minutes of being notified:

1. Name___________________________________  Relationship to child _______________


2. Name____________________________________  Relationship to child ______________
Have these people been notified that you are listing them as emergency escorts?______________
Parent signature ________________________________________ Date _________________
 Homeland Securityhhhhhh   
 
