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EMERGENCY PREPAREDNESS 

AND EVACUATION PLAN 

  



Emergency preparedness and Evacuation Plan (WAC 110-300-0470, 0166) 

 

You will find our programs evacuation plan posted         on the wall         . We will 
practice and document monthly fire drills, quarterly emergency/disaster drills, and an 
annual lock down drill.  Please refer to our posted evacuation plan for a full list of 
details, floor plan, and gathering place outside of our facility so you are aware of our 
emergency and natural and unnatural disasters /evacuation procedures. 
 
We have practiced turning off water, power and gas.  Shelving, furniture and heavy 
objects on high shelves have been secured to protect against falling. We continually 
check our facility for potential hazards on a regular basis.  
 
Should this facility become inhabitable in a disaster, we will be located at Hess Bakery 
across the street if possible.  
 
Our emergency preparedness includes developmentally appropriate training with 
the children on how to respond in an emergency such as calling 911 and when it is 
appropriate to evacuate WAC 110-300-0470(1)(c).   
Our emergency disaster kit contains things that may be needed in the first hour 
following an emergency and contain only a portion of our total disaster supplies. 
We have evaluated and ascertained that it has all the critical emergency supplies 
that we may need in most cases, for different emergencies, before help arrives, 
and critical records for all the children and staff in the facility. It includes:  

• Contact information for children, parents and staff 

• First Aid Kit 

• Emergency contact forms for all children 

• Child medication records and medications 

• Flashlight & Batteries 

• Bottled water 

• Age-appropriate snacks / formula 

• Paper cups and bottles 

• Diapers and wipes 

• Age-appropriate time passers 

• Alcohol-based Hand sanitizer 
 



Earthquake Plan (WAC 110-300-0470) 

 
When Indoors:  

• Move away from windows, tall furniture, and heavy appliances 

• Everyone in the program will be instructed to: 
o DROP to floor 

o COVER head and neck with arms and take cover under heavy      
furniture or against internal wall 

o HOLD ON to furniture if under it until shaking stops 

• A head count of the children will be taken to ensure all children are present 
and adults will talk to children in a calm reassuring tone until it is safe and 
the earthquake is over  

 
 
When Outside:  

• Move to clear area, as far as possible from glass, brick, and power lines. 

• DROP & COVER. 

• Adults will talk to children in a calm reassuring tone until it is safe and the 
earthquake is over 

• A head count of the children will be taken to ensure all children are present  
 
After earthquake: 

• Account for all children, staff, and visitors 

• Check for injuries and administer first aid as necessary. Call 911 for life-
threatening emergency 

• Determine if evacuation is necessary and if outside areas are safe. If so, we 
will evacuate building calmly and quickly to our designated meeting spot 
located across the street at Hess Bakery 

 

If gas is smelled; the main gas valve will be immediately turned off  

• We will monitor our portable radio or cell phone for information and 
emergency instructions 

• Our designated out-of-area contact will be notified of our status when possible 
and if needed. 

• We will remain outside of building until it has been inspected for re-entry 
and determined safe.   



Evacuation Plan: (WAC 110-300-0470) 

 

When On-site:  

• All children will be gathered and escorted to the designated meeting spot 
located: playground  

• A head count of the children will be taken to ensure all children are present 
and adults will talk to children in a calm reassuring tone  

• If safe to do so, the whole facility will be checked, to ensure that all children 
have left the building safely. 

 

When Off-site:  

• All children will be gathered and escorted to the designated meeting spot 
with the grab and go bag and our daily attendance log 

• A head count of the children will be taken to ensure all children are present 
and adults will talk to children in a calm reassuring tone  

• All areas will be searched (including bathrooms, playground structures, 
etc.), to ensure that all children are safe and accounted for 

•  Once out of danger, families will be contacted. If we are unable to 
make contact by phone, we will then call the identified out-of-area 
emergency contact or 911 to let them know of our location 

• If an earthquake takes place while transporting children, we will 
remain in the car until it is deemed safe to get out. 

 

Fire Evacuation Plan: (WAC 110-300-0470) 

 

• We will activate our fire alarm or alert staff that there is a fire (yell, whistle, 
etc.).  

• We will evacuate the building quickly and calmly: 

o If anyone’s clothes catch on fire they will be instructed to STOP, 
DROP, & ROLL until the fire is out 

• We will take our grab and go bag including attendance sheets and 
emergency forms as we are exiting the building 

• A designated staff member will check areas where children may be located 
before they leave the building 



• Once everyone has evacuated the building safely a head count of the 
children will be taken to ensure all children are present and adults will talk 
to children in a calm reassuring tone  

• We will call 911 from outside of the building and will not re-enter the 
building until it has been cleared by the fire department. 

Lockdown Plan: (WAC 110-300-0470) 

 

• We will lock outside doors and windows, close and secure interior doors, all 
windows will be covered or made to not be able to be seen through, and all 
lights will be turned off;  

• We will keep everyone away from doors and windows. Stay out of sight, 
preferably sitting on floor; 

• When possible, we will bring attendance sheets, first aid kits, pacifiers and 
other comforting items, and books to our safe lockdown area; 

• To maintain a calm atmosphere in the room we will read or talk quietly to 
children; 

• If a phone is available, we will call 911 to ensure emergency personnel have 
been notified; 

• We will remain under lockdown until the situation is resolved or we are 
notified that it is safe to resume the daily routine; 

• We will notify parents and guardians about any lockdown, whether practice 
or real. If real we will notify parents and guardians when it is safe to do so.  

 
In the case of a disaster of any kind, we have prepared our facility for evacuating the 
children and have a three day/72-hour supply of food and water for each child and staff. 
We will keep the children at our facility until the parents are able to safely arrive to pick 
them up after the disaster and will not leave your child unsupervised. 
 
 

 


