Disaster Plan Template    Penultimate Draft Document  


Disaster Plan

Name of ECI_________________________________________________________________________
Address ____________________________________________

Name of Operator____________________________________

Telephone contact: Mobile​​​​​​​​​​​​​​____________ Home___________



​​​​​​​​​​​​


Building Name (If Different) ______________________________
Owner of Building ___________________________________


​​​​​​​​​​​​


How to use this Template 

The purpose of this document is to provide specific guidance to the early childhood institutions through the steps and processes of developing a disaster plan for early childhood institutions. A description of information that should be included in each section of the plan is provided.  

As the Commission moves to regulate the early childhood sector, this document will support the institutions to meet the Requirements of the Early Childhood Regulations by providing the standard framework for all ECI’s in regards to the development of the Disaster Plan.
Please refer to the Disaster Preparedness and Emergency Training Unit and the Guide for Developing Early Childhood Institutions Disaster Plan when preparing the plan.
EARLY CHILDHOOD INSTITUTION

 INFORMATION FORM

(This form will be updated when any of the information below change)

NAME OF INSTITUTION: ----------------------------------------------------------------------------------
ADDRESS:   ---------------------------------------------------------------------------------------------------

---------------------------------------------------------------------------------------------------------------------

TELEPHONE : ---------------------------------------------------FAX:   ------------------------------------

NAME OF PRINCIPAL: -------------------------------------------------Email:     -----------------------
SCHOOL HOURS -------------------------------TOTAL NO STUDENTS ----------------------------
NO. OF CHILDREN WITH SPECIAL NEEDS:--------------------------------------------------------
NO. OF BABIES-----------------------------------------------------------------------------------------------

TOTAL NO. STAFF: -----------------------------  NO. OF:  ANCILLARY STAFF------------------

NO. OF ADMINISTRATIVE STAFF------------------ NO. OF EC PRACTITIONERS-----------
COMPLETED/REVISED BY: 
NAME:--------------------------------------------------SIG.--------------------------------------
DATE COMPLETED/REVISED: -------------------------------------------------------------
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TEMPLATE

DISASTER PLAN
1.
INTRODUCTION
(This section should give some general background to disasters within the parish and community and a little about the vulnerability.  

___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

______________________________________________________________________________________________________________________________________
1.1
Purpose of plan

The __________________________________​​​​​​____________________(School name) Disaster Plan describes the response system in the event of a major disaster that may the affect the school or any surrounding facilities.   The purpose of the plan is to:

a)
Assign specific responsibilities for staff, students, and parents(Community 
members are also important and helpful)

b)
Coordinate response for the school and its immediate environs
            c) 
Ensure that lives will be saved and injuries and damage to property will be minimized.
The plan also involves pre disaster activities, post disaster activities, testing and simulation of the plan, a training element and yearly revision of the plan, activation procedures and steps and procedures to respond. 
1.2 Objectives of the Plan
(This section will deal with highlighting what the plan is intended to address. You may add or other based on the need of your organization )
Example 

· To endure the safety and protection of our students and personnel (Staff, visitors) during and  following an emergency;
· Safeguard vital records and resources of the institution
· To provide for action which will minimize injuries and loss of life of students and personnel if an emergency occurs during school hours
· To provide for maximum use of school personnel and school facilities;

· To arrange for a calm and efficient plan for parents to retrieve their children from school, if necessary.
· To coordinate with the Office of Disaster Preparedness and Emergency Management (ODPEM) parish emergency response and recovery procedures.
· ________________________________________________________________
· ________________________________________________________________

· ________________________________________________________________

· ________________________________________________________________
· ________________________________________________________________


· ________________________________________________________________

· ________________________________________________________________

· ________________________________________________________________

· ________________________________________________________________

1.3
Scope of Plan

This plan details the planning and organisation for pre-disaster, during disaster and after 

disaster activities of the                                                                                        (The Institution’s name)    for response to a disaster. It will also outline the vulnerability of the institution to hazards and the response, the coordination of activities related to a disaster event and the resources needed with the impact of a disaster. 
1.4 
Assumptions ( Please review example of assumptions in Guide)

The plan has been developed based on the following assumptions: 

Staffing:___________________________________________________________________________________________________________________________________________________________________________________________________________
__________________________________________________________________________________________________________________________________________________________________________________________________________________

Equipment and Records: ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

______________________________________________________________________

Communication Systems __________________________________________________________________________________________________________________________________________________________________________________________________________________

______________________________________________________________________

____________________________________________________________________________________________________________________________________________

Time at which disaster occurred: ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Access to Building/Premises: ______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

______________________________________________________________________
Needs of Persons (children, staff, visitors, neighbour) who may be impacted by Disaster: ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
2.0
DEFINITION OF TERMS
The meaning of following terms as used in this plan is outlined below: 

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
3.0
THE EMERGENCY PLANNING/MANAGEMENT TEAM

The following persons are members of the institution’s emergency management team. The role and responsibilities of each member are also clearly indicated in the table below. 
3.0


Emergency Planning/Management Team 

	Agency/Person/Post
	Roles and Responsibilities

	School Principal/Vice principal/Senior Teacher

	Chairman of Planning Committee

	School Nurse


	

	President PTA


	

	Owner Adjoining Property


	

	Guidance Counsellor
	Provide counseling and psycho-social support to students and teacher. May need to establish links with Social worker, Ministry of Education Guidance and Counselling Unit for additional help 

	Jamaica Fire Brigade
	 To provide qualitative and quantitative analysis of the situation, to provide hazardous material incidents and search and rescue reports.

	Ministry of Health –
	To identify pending medical outbreaks/potential medical emergencies and on the damage sustained to all health facilities. This should include all medical storage facilities.



	Ministry of Education and Culture
	To do damage assessment on educational facilities, advise on the ability to be used as shelter and when the facilities can be re-opened.

	EC Practitioner

	Provide technical support



	Principal’s Secretary


	Keep records of meetings



	Jamaica Constabulary Force


	

	Geography Teacher/Student from Community

	Provide technical support




APPENDIX I Continue

The following persons are members of the institution’s emergency management team. The role and responsibilities of each member are also clearly indicated in the table below. 
EMERGENCY PLANNING/MANAGEMENT TEAM
	Contact Numbers
	Address

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


APPENDIX II

EARLY CHILDHOOD INSTITUTION CONTACT LIST

Part A – Staff

	Person/post
	Address
	Contact Numbers
	Email address

	School Principal


	
	
	

	School Nurse


	
	
	

	President PTA


	
	
	

	Board chairman 


	
	
	

	Guidance Counsellor


	
	
	

	Safety wardens/monitors


	
	
	

	Maintenance engineer


	
	
	

	All EC Practitioners 

	
	
	

	Cook
	
	
	

	Owner of  Adjoining Property
	
	
	

	Principal’s Secretary
	
	
	


APPENDIX II
EARLY CHILDHOOD INSTITUTION

PARENTS CONTACT LIST

Part B – Children Arrange according to age Group

	Child’s
	Parents Name
	Contact No.
	Address

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


APPENDIX II

EARLY CHILDHOOD INSTITUTION

AGENCY CONTACT LIST

Part C – Government Agencies

	Person/post
	Address
	Contact Numbers
	Email address

	Early Childhood Commission Head Office
	
	
	

	Parish Disaster 
Co-ordinator
	
	
	

	Regional coordinator (ODPEM)
	
	
	

	National Works Agency
	
	
	

	Jamaica Fire Brigade
	
	
	

	Ministry of Health  - Parish Office
	
	
	

	Ministry of Health  - Nearest Health Centre
	
	
	

	Ministry of Education and Culture
	
	
	

	
	
	
	

	
	
	
	

	Jamaica Constabulary Force
	
	
	

	
	
	
	

	
	
	
	


4.0
PLANNING & ORGANIZING

4.1
 HAZARDS TO WHICH THE SCHOOL IS VULNERABLE
The Emergency Planning/Management or appointee will carry out a vulnerability assessment survey during the month of May in each year. The vulnerability assessment survey will be attached as Appendix _________________________.

OUTLINE FOR VULNERABILITY ASSESSMENT REPORTS

Executive Summary

Summary of report

Introduction

The introduction will give a brief description of the background, functions of the vulnerability assessment and aims and objectives of the report.   

Profile of the ECI

This section will give an overview of the company, including information related to its products/services, history, location and employee profile.

Site Description

This will look at the number and siting/position of buildings on the property, adjoining properties, topography and general site layout. The site description should identify open spaces and unique features.

Hazard Identification

At this point it becomes necessary to determine what hazards will be evaluated in the assessment.

[image: image1.wmf]

Hazard Identification Process

  Input














Output

Hazard Analysis and Vulnerability Assessment

The hazard analysis to be done will include the information below:
Natural Hazards

· Geology and geomorphology 

· Geological hazards

· Meteorological hazards hurricanes weather systems affecting Jamaica terms to know etc

· Historical occurrence of hazards 

· Frequency of occurrence

· Damage impacts areas affected cost to business from different hazards

Each hazard will to be dealt with separately.

Man made hazards

· Fires, explosions, chemical, accidents, spills etc 

The vulnerability assessment should address the vulnerability of staff, buildings and property.



Recommendations

The recommendations should address the hazards identified. Some areas for consideration are listed below.

Considerations for Schools

· Evacuation

· Continuity re service to public, etc

· Occupancy at time of disaster

· Damage impact and assessments after the event

· Maintenance – questionnaire or check list

Disaster mitigation and preparedness

· Disaster contingency planning

· Drills

· Simulation exercises

· Training/sensitisation

· Staff will be encouraged to prepare family disaster plans

· Assigning of responsibilities for disaster management in the company and emergency delegation of authority

Disaster planning for the ECI

· Consider before  - vulnerability assessments, maintenance checks, contact lists for staff and critical operations, preparedness measures, planning teams, planning teams duty rosters etc

· During – evacuation if necessary, response if required

· After the event – recovery plan, post emergency activities 

· Orderly and efficient treatment of emergency operations

· Readiness for the company development of a preparedness committee including duties of manager etc

Conclusion

The report should contain a conclusion and the necessary follow-up action that will take place.
Appendices

Any materials used that is considered important and is too bulky for the body of the report should be placed in the appendices.

 Each identified hazard will be dealt with individually as outlined in the Hazards Identification Form on the next two pages.

.

Hazards Identification Form
	HAZARD AREA/ACTIVITY
	PERSONS AT RISK
	SIGNIFICANT RISKS TO HEALTH & SAFETY
	LEVEL OF RISK BEFORE CONTROLS

	Doors


	All children, visitors and staff


	Bumping into glass. Shattering from hurricane or earthquake
	Med

	Stairwell


	All children, visitors and staff


	Slips, trips and falls.

Collapse following an earthquake. Inaccessible due to fire.
	Med

	
	
	
	

	Liquid Spills
	All children, visitors and staff
	Slips, trips and falls


	Med

	Fire in building


	All children, visitors and staff


	Death, burns, smoke inhalation
	High

	Classrooms- children working with pieces of crayon or small articles 
	children
	Choking on pieces of crayon or small articles


	Medium

	Classrooms -Use of scissors


	Children and staff
	Cuts
	Medium



	Classrooms – swallowing paint  or other solution, putting glue in mouth etc.

	children
	Poisoning, death
	

	Child Protection
	Minors / vulnerable persons
	Child / vulnerable person abuse

	

	Toilets
	All children, visitors and staff.
	Slips and falls especially on wet floors
Misbehaviour

Contact with discarded sharps/other waste
	Medium


Hazards Identification Form Continue

	EXISTING CONTROL MEASURES
	FURTHER CONTROL MEASURES TO BE TAKEN BY SCHOOL
	LEVEL OF RISK AFTER CONTROLS

	Vision strips on all doors.
	Pupils to be supervised at all times by school staff.


	Low

	Any untoward hazards are removed immediately by building control.

Stairwells lit and conform to building regulations.
	Pupils to be supervised at all times by school staff.
	Low

	
	
	

	Any spillages/ hazards are removed immediately.

Attendant on duty and registered first-aider in building.
	Contact nearest member of staff if any problems occur.

Pupils to be supervised at all times by school staff.
	Low

	Smoke alarms throughout building. Fire alarm will sound in all rooms.

Safety talk given at the beginning of visits.

Staff will guide visitors to fire exits on all floors and assembly point outside of building.

Fire extinguishers present

No smoking allowed in building
	School to conduct a head count at the assembly point. Any missing person/s reported to Fire warden / fire officer / building official ASAP.
School to supervise group at all times including when outside of building.
	Low



	Activities under supervision.
	Contact nearest member of staff if any problems occur.


	Low

	
	
	

	The school will only allow children to use specially designed safety scissors 
Children will be supervised at all times..
	Contact nearest member of staff if any problems occur.


	Low

	
	
	

	All caregivers and teachers have CRB Enhanced Disclosures.

.
	Pupils to be supervised at all times by school staff.

School responsible for head counts

Contact nearest member of staff if any problems occur.
	Low

	Toilets cleaned and inspected regularly by Museum staff

Alarms in adapted toilet.

Adequate adult supervision
	Contact nearest member of staff if any problems occur.

Pupils to be supervised at all times by school staff.
	Low


4.2 
Description of hazard

HAZARDS DESCRIPTION FORM Plus HAZARD ELIMINATION ACTIVITIES
Fire_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________Choking___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
__________________________________________________________________________________________________________________________________________________________________________________________________________________

 HAZARDS DESCRIPTION FORM Continued

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
4.3
Pre-disaster Activities
This section includes all activities relating to the identified hazards and the persons responsible for carrying out the activities. 
PRE-DISASTER ACTIVITIES ASSIGNMENT FORM

	Activities
	Responsibilities
	Position

	Protection of school record and important equipment

	
	

	Location of assembly area or evacuation shelter


	
	

	Actions to be taken when an alert, watch or warning is issued


	
	

	How school will be secured in emergency periods

	
	

	Needs of special needs children 


	
	

	Preparatory actions if the school is designated as shelter


	
	

	
	
	

	
	
	


PRE-DISASTER ACTIVITIES ASSIGNMENT FORM Continued

	Activities
	Responsibilities
	Position

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


4.3a
Appointment of Floor Safety Wardens
Floor Safety Wardens Form

	
	Name
	Responsibility
	Location
	Emergency contact Number

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	

	4
	
	
	
	

	5
	
	
	
	

	6
	
	
	
	

	7
	
	
	
	


4.3b
Appointment of “Buddy” Staff and Student Assignment
“Buddy” Staff and Student Assignment

	
	Name
	Responsibility
	Location
	Emergency contact Number

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	

	4
	
	
	
	

	5
	
	
	
	

	6
	
	
	
	

	7
	
	
	
	


4.3c 
Emergency Supplies List

	Quantity
	Purchase/Replacement Date
	Item
	Location

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Emergency Supplies List

4.4
During disaster

This section outlines all activities relating to the identified hazards and the persons responsible for carrying out the activities. Deal with each identified hazard separately
Hazard: Hurricane.
DURING DISASTER ACTIVITIES ASSIGNMENT FORM Continued
	Activities
	Responsibilities
	Position

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


4.4
During disaster

This section outlines all activities relating to the identified hazards and the persons responsible for carrying out the activities. Deal with each identified hazard separately

Hazard: Flooding
DURING DISASTER ACTIVITIES ASSIGNMENT FORM Continued
	Activities
	Responsibilities
	Position

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


4.4
During disaster

This section outlines all activities relating to the identified hazards and the persons responsible for carrying out the activities. Deal with each identified hazard separately

Hazard: Fire

DURING DISASTER ACTIVITIES ASSIGNMENT FORM Continued
	Activities
	Responsibilities
	Position

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


4.4
During disaster

This section outlines all activities relating to the identified hazards and the persons responsible for carrying out the activities. Deal with each identified hazard separately

Hazard : Earthquake

DURING DISASTER ACTIVITIES ASSIGNMENT FORM Continued
	Activities
	Responsibilities
	Position

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


4.4
During disaster

This section outlines all activities relating to the identified hazards and the persons responsible for carrying out the activities. Deal with each identified hazard separately

Hazard: Landslide

DURING DISASTER ACTIVITIES ASSIGNMENT FORM Continued
	Activities
	Responsibilities
	Position

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


4.4
During disaster

This section outlines all activities relating to the identified hazards and the persons responsible for carrying out the activities. Deal with each identified hazard separately

Hazard: Violence

DURING DISASTER ACTIVITIES ASSIGNMENT FORM Continued
	Activities
	Responsibilities
	Position

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


4.4
During disaster

This section outlines all activities relating to the identified hazards and the persons responsible for carrying out the activities. Deal with each identified hazard separately

Hazard: Tidal surge.

DURING DISASTER ACTIVITIES ASSIGNMENT FORM Continued
	Activities
	Responsibilities
	Position

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


  4.5
Post Disaster Activity  
This section outlines all activities relating to post disaster activities and the persons responsible for carrying out the activities

Post Disaster Activity Form 
	Activities 
	Responsibilities 
	Position

	Clean up activities 
	
	Janitors

	
	
	

	
	
	

	Safety inspection and damage assessment
· Checking of  all buildings

· Reporting of any damage
	
	Maintenance manager, school security/ safety inspector

	
	
	Administrator 

	Issuing of advisories regarding the ECI
· News advisories 
	
	Min of Education/principal 

	Student release procedures

· All releases must be authorised

	
	Principal 

	All releases must pass through the information desk
	
	Teacher/Secretary

	Resumption of normal operation

· Issuing of an advisory on recommendation of emergency management team 
	
	Assistant principal

	Plan for psychosocial assessments

· Organise assessment 
	
	Nurse/Principal in collaboration with relevant govt. agency and NGO

	
	
	

	
	
	

	
	
	

	
	
	


4.5b

Damage Assessment 
The ECI Administrator and other Emergency Management Team members will  conduct safety inspection and assess the damage to the institution and /or adjoining properties and complete the damage assessment form. 

Damage Assessment Form

Date: ______________          Name of Assessor: ______________________________

Name of School: _________________________ Location/Zone: _________________ 

Name of Event: __________________________ Date of Event: __________________
	Area of Property, Unit or floor
	Type of Damage
	Description of Damage
	Total Estimated Loss $

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


4.5c
Advisories Regarding the ECI 

All advisories in regards to disasters affecting the __________________________ 
___________________________________________, will be issued through the Administrator’s Office.

4.5d.
Students Release Procedures

Depending on the type of emergency, parents will be contacted directly (telephone)of via radio public service announcements and children will be released to parents/guardian/parents’ representative consistent with the ECI’s release policy.

4.5e.
 Notification re Closing or Re-opening of _____________________________
_____________________________Early Childhood Institution.

The parents/guardian will be contacted directly (telephone)of via radio public service announcements.

4.5f.
 Psychosocial Assessments
Depending on the type of emergency, request will be made for psychosocial assessment and /or counselling for the staff and children from the Ministry of Education or NGOs who provide that kind of service. In the Interim, teachers who possess this skill will work with the student until professional assistance is available.
4.5g. 
Emergency Report 
The emergency report form on the next page will be completed and submitted to the relevant authority.
EMERGENCY REPORT FORM 

STATUS/INCIDENT REPORT FORM TO THE EOC/police/fire/Ministry of Health

1.   Name of Early Childhood Institution______________________________________

2.  Address:____________________________________________________________

__________________________-___-_______________________________________

3.  Date/Time: __________________________
Time______________________

4. Reported by:Name_________________________Sig.________________________

5. Type of Problem/Damage: List; eg Gas leak, Flooding, Shooting
	Type of Damage

	1

	2

	3

	4

	5

	6

	7


6. Specific Location on Property:

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
______________________________________________________________________
7. Impact:

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

______________________________________________________________________

4. Communications Available:

__________________________________________________________________________________________________________________________________________________________________________________________________________________
a. Telephone Number: ____________________b. Two-way Radio: ___________
Frequency:

c. FAX Number: ________________________
5. Assistance Requested?   Yes.________ No ________
.

a. Personnel: Type/Number

__________________________________________________________________________________________________________________________________________________________________________________________________________________
b. Equipment/Supplies: Type/Number

__________________________________________________________________________________________________________________________________________________________________________________________________________________
6. Special Problems/Needs:
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

TESTING, MAINTENANCE AND REVIEW OF PLAN
The ECI Administrator will ensure that the plan is tested and reviewed each term. Testing will be done through simulation activities and will incorporate fire drills within the first month of each term. After each simulation activity, a meeting will be held with all parties involved (Staff, parents, visitors, children) to discuss how the response to the drill, reaction and response time etc. 

A formal report will be prepared by the ECI Administrator and presented to the Emergency Planning Management Team. Based on the findings (response, reaction time, etc) to the simulation activities, the Emergency Planning Management Team will revise that plan. The documented revised plan will be discussed with all relevant parties (staff, parent, community stakeholders and students).

Fire drills will be conducted as a part of the disaster preparedness and emergency management simulation activity.

5.1
SIMULATION ACTIVITIES  SCHEDULE   (Appendix IVX)
Please see schedule outlined below. More than one person will be assigned for each term
	SIMULATION ACTIVTY SCHEDULE   for the period ______ to _________

(Please indicate the staff member who is responsible for each period)

	Responsible Person(s)
	Jan
	Feb
	Mar
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Oct
	Nov
	Dec

	D. McHue
	
	
	
	
	
	
	
	
	
	
	
	

	F. Grant
	
	
	
	
	
	
	
	
	
	
	
	

	D. Reid
	
	
	
	
	
	
	
	
	
	
	
	


5.2 TRAINING SCHEDULE
The ECI Administrator will invite professionals from the organizations listed  below to conduct training Sessions or request the Early Childhood Education Officers to facilitate workshops.

· Office of Disaster Preparedness 
· Parish Public Health Department

· Jamaica Fire Brigade

· Police

· Red Cross

 When formal training programmes are in place, the ECI Administrator will arrange for staff to access  training.

5.2 TRAINING SCHEDULE (Appendix XV)
	TRAINING SCHEDULE for the period _________to ______________

(Please indicate training period by inserting a “x” in the appropriate box)

	
	JAN
	FEB
	MAR
	APR
	MAY
	JUN
	JUL
	AUG
	SEP
	OCT
	NOV
	DEC

	FIRE
	
	
	
	
	
	
	
	
	
	
	
	

	FIRST AID
	
	
	
	
	
	
	
	
	
	
	
	

	EMERGENCY PREPAREDNESS

Earthquake

Flooding

Hurricane

Shootings in Community

Demonstrations in community




	
	
	
	
	
	
	
	
	
	
	
	


As a supplement to the training, information charts will be posted in the building to ensure all employees and visitors can safely exit during an emergency. The Facility Emergency Plan and other safety information will be made available to all employees.

6.0
RESPONSE STRUCTURE – INCIDENT COMMAND SYSTEM
If a disaster affect ____________________________________________________

___________________________________Early Childhood Institution, a command centre will be established. The functions of the centre are outlined below. (Appendix xii)
7.0
This section will detail how members of the emergency team will respond 
to the emergency given the resources available and the nature of the 
hazard.

7.1 
ACTIVATION PROCEDURES

This plan will be activated by the principal of this institution on notification of a disaster from the National Disaster Office or disaster at location, or in vicinity of ECI. The plan may be triggered but not limited to the following:

· a hurricane approaching the island

· unrest in he vicinity of the school

· fire at the ECI or neighbouring premises

· Flood Rains

· any other situation that will cause student and staff to be at risk.
8.0
NOTIFICATION OF TEAM MEMBERS

For hazards that give some warning, the ECI Administrator will issue the appropriate warning.
For those hazards which do not allow warning the (the relevant person(s)/institution) will facilitate the process of notification.  Notification will be done via a telephone call to state that the plan has been activated and administration are in the process of coordinating the necessary response. It may also be done in writing with the appropriate authorization and faxed to the appropriate agencies and persons. 
9.0
COMMUNICATIONS SYSTEM
The communication flow as outlined below will be followed for internal and external communication between members of staff and externally with agencies and parents. A communication annex should be included which outlines communication flow between agencies and persons.

Example of communication diagram and flow:

ODPEM

Emergency

 Response persons

                                                

Fire 

Police

Medical

 health 

persons

Parish

 disaster 

coordinator

Parents                                                          Principal 

Other resource persons

Appendices
Appendix _______
OUTLINE FOR VULNERABILITY ASSESSMENT SURVEY REPORT
Executive Summary

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________​​​​_

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Introduction

The introduction will give a brief description of the background, functions of the vulnerability assessment and aims and objectives of the report.   

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Profile of the ECI

This section will give an overview of the company, including information related to its products/services, history, location and employee profile.

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Site Description

This section will look at the number and siting/position of buildings on the property, adjoining properties, topography and general site layout. The site description should identify open spaces and unique features.

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Drawing of Layout of Premises is illustrated on the following page

REcommendation
The recommendations should address the hazards identified. Some areas for consideration are listed below
______________________________________________________________________

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Figure 1.
 Layout of Premises
HAZARD IDENTIFICATION





Storm Surge


Wind


Flood


Gun violence


Earthquake


Fire


Hazmat spills





Mitigation measures for hazard identification.





Drawing of Layout of Premises
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