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MODULE INTRODUCTION

Visual 4.1
Module 4: Testing
and Updating Your
Plan
Visual 4.1
15-36 Multihazard Planning for Childcare
Key Points

This module introduces you to the third step in being prepared: testing and updating your plan.
During this step, you communicate, train, and practice the procedures you identified. You then
use information from training, exercising, and communicating to update your plan.
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MODULE INTRODUCTION

Visual 4.2

Module Objectives

* Describe howyou will communicate, train,
and practice your preparedness procedures.

* |dentify the emergency preparedness
information you will share with your
community.

* Describe when to update your plan.

Visual 4.2
15-36 Multihazard Planning for Childecare

Key Points

By the end of this module, you should be able to:

o Describe how you will communicate, train, and practice your preparedness procedures.
o Identify the emergency preparedness information you will share with your community.
o Describe when to update your plan.
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MODULE INTRODUCTION

Visual 4.3

Ensuring Preparedness

Communicating Training Practicing

Visual 4.3
15-36 Multihazard Planning for Childcare

Key Points

Once you have identified procedures to address your hazards, you then need to identify who
needs to know the procedures, how you will tell them, and how you will make sure they work.

Everyone who works at your site must be ready to act if something happens. To ensure
preparedness:

e Communicate: Talk to staff and volunteers about your site’s emergency procedures
and encourage them to have personal/family emergency plans.

e Train: Conduct internal training on your procedures and also consider external training,
such as:

o Community Emergency Response Team (CERT) training (training on disaster
preparedness for hazards in your area; check for local availability through your
local emergency management office).

o First aid training.

o FEMA independent study courses.

e Practice: Conduct drills on your procedures, including:
o Evacuation.
o Sheltering-in-place.
o Drop, cover, and hold.
o Reunification.
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COMMUNICATING

Visual 4.4

Communicating: Children

» Give childrenadvance
warning aboutdrills and
whatto expect.

» Stay calm.

» Use activities to make
emergency preparedness
fun and memorable.

* Make your communication
age-appropriate.

Visual 4.4

15-36 Multihazard Planning for Childcare

Key Points

You want children to be informed and prepared, but you do not want to scare them when you
share information about your plan and emergency procedures.

Some things to consider before training and practicing are:

e Give children advance warning about drills and what to expect; also explain what
happened at the completion of the drill.
e Stay calm.
e Use games, rhymes, music, art, and other activities to make emergency preparedness
fun and memorable.
e Make your communication age-appropriate. For example, for:
o Toddlers: Include toddlers in the drills. Provide them with simple instructions, and
use rhymes and games to help them learn.
o Preschool children: Give simple instructions and reassure these youngsters that
they and your site are safe.
o Elementary and middle school children: Allow the children to ask questions.
Make sure they understand the difference between reality and fantasy.
o High school children: Include high school children in discussions about how to
keep the site safe.
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COMMUNICATING

Visual 4.5

Communicating: Parents

Provide information on:

= Your evacuation locations.

= How you will shelter when necessary.

* Where you will take any injured children.

= What you need from them for emergency
kits.

* How you will notify them of site closure.

* The importance of family preparedness
plans.

Visual 4.5

I8-36 Multihazard Planning for Childcare

Key Points

It is critical that parents know the details in your plan. Telling them what your procedures are
will make them confident in your ability to protect their children. Include information on:

Note:

Your evacuation locations.

How you will shelter when necessary.

Where you will take any injured children—doctors, hospitals, clinics.

What you need from them for emergency kits—clothes, blankets, medicine.
How you will notify them of site closure.

The importance of family preparedness plans.

Emergency cards are a good way to get important information to parents.
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COMMUNICATING

Visual 4.6

Communicating: First Responders

Include emergency managementand first
responders so they will:

» Be familiar with your site and plans.
» Knowyourevacuation locations.

* Know howto best communicate with you
and alertyou to area emergencies.

* Helpyou improve your planand your
procedures.

* Provide training.

Visual 4 6

15-36 Multihazard Planning for Childecare

Key Points

Including emergency management and first responders in your training and practice will enable
them to:

Be familiar with your site and plans.

Know your evacuation locations.

Know how to best communicate with you and alert you to area emergencies.
Provide input to help you improve your plan and your procedures.

Provide training for your staff and children in various emergency response areas of
expertise (fire, police, etc.).
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TRAINING

Visual 4.7

Training

. + Short meetings that
Briefings provide information about
a specific topic

* Used to introduce new
programs, policies, or
procedures

* Resemble a seminar but
are used to build specific
products, such as a draft
plan or policy

Visual 4.7

15-36 Multihazard Planning for Childecare

Key Points

Training can be delivered in different ways to accommodate the schedules and needs of your
site.

Some types of training include:

e Briefings: Short meetings that provide information about a specific topic (e.g., new
evacuation sites, tips on how to contact parents).

e Seminars/classroom training: Used to introduce new programs, policies, or
procedures. Provide information on roles and responsibilities. This may also include
training presented outside of the site.

e Workshops: Resemble a seminar but are used to build specific products, such as a
draft plan or policy.
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PRACTICING
Visual 4.8
Practicing
» "
Full-Scale
Visual 4 8
15-36 Multihazard Planning for Childcare
Key Points

Exercises are tools to practice the processes and procedures in your plan. Once you have
conducted the necessary training, then you can begin to conduct exercises.

Types of exercises are listed below:

e Atabletop is an exercise in which a scenario (often based on actual incidents at the site
or recent events in the news) is presented and participants respond as if the scenario
were really happening.

o Adrill is an exercise used to test a single specific operation or function. Drills are often
used to test new policies or equipment or practice current skills. Drills can test how well
your site responds to simulated emergencies including intruders, fire, or severe weather.

o Afunctional exercise is the simulation of an emergency event that involves site and
emergency management personnel “acting out” their actual roles.

o Afull-scale exercise is a multiagency, multijurisdictional, multidiscipline operations-
based exercise involving functional and “boots on the ground” response (e.g., firefighters
decontaminating mock victims).
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PRACTICING
Visual 4.9
Activity
Instructions: Working insmall groups. ..
1. Developa setof simple instructions for
your assigned drill.
2. Bepreparedto shareyourresultsin 10
minutes.
Visual 4.9
15-36 Multihazard Planning for Childecare
Key Points

Purpose: This activity will give you the opportunity to practice writing and conducting drills.
Instructions: Working in teams:
1. Develop a set of simple instructions for your assigned drill.

2. Be prepared to share your results in 10 minutes.
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PRACTICING
Visual 4.10
Scheduling
[, < | Prepareaschedulethat
% | identifies dates for training and
® % practicalexercises.
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Visual 4.10
15-36 Multihazard Planning for Childcare
Key Points

Once you have identified the training needs for each audience (staff, children, parents) and how
to practice the procedures, the next step is to prepare a schedule that identifies dates for
training and practical exercises.
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UPDATING YOUR PLAN

Visual 4.11

Updating Your Plan

Reviewand update your plan and procedures,
based on:

* Training and exercise results.

» Communityinput.

* Changesininformation/resources.
* Incidentafter-action findings.

Visual 4. H

15-36 Multihazard Planning for Childecare

Key Points

Another important part of emergency planning is knowing how you will keep your plan and
procedures up-to-date.

Your plan and procedures need to be reviewed and updated regularly to reflect new information
and lessons learned, based on:

e Training and exercise results: Identify improvements based on the results of training
and exercises.

e Community input: Ask community members for input based on areas of expertise.
o Changes in information/resources: Make updates based on changes in contact
information for parents/guardians, emergency management, first responders, and others

in your community.

e Incident after-action findings: If an emergency happens, review your procedures
immediately after to determine what worked, what did not work, and what to change.

Use the Job Aids on the following pages to evaluate your exercise results when conducting
drills.
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Job Aid: Sample Shelter-in-Place Drill Checklist

Procedure

Good
)

Needs Improvement (Specify)

Parents were informed about the drill, in
advance.

Staff knew shelter location.

911 called (simulate during drill).

Shelter notification clear.

Children brought inside and to shelter location.

Attendance taken.

Emergency kits brought to shelter location.

First aid kits brought to shelter location.

Radios set up and monitored.

Procedures for students needing medication
during shelter-in-place practiced.

If drill is for contaminated air:
e Tape up any vents that can’t be closed.
(Simulate during drill.)

e Place wet towels across the bottom of
doors to the outside. (Simulate during
drill.)

e Tape around windows if air is leaking in.

(Simulate during drill.)
¢ Close drapes and curtains.
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Job Aid: Sample Fire Drill Checklist

Procedure

Good
)

Needs Improvement (Specify)

Parents and staff were informed about the drill,
in advance.

Evacuation routes and exits posted.

Staff knew where to exit.

Evacuation notification clear.

911 called (simulate during drill).

Process to ensure everyone evacuated.

Staff knew where to gather.

Children brought to evacuation site.

Attendance taken before evacuation and at site.
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Job Aid: Sample Evacuation Drill Checklist

Procedure

Good
)

Needs Improvement (Specify)

Parents were informed about the drill, in
advance.

Evacuation routes and exits posted.

Evacuation site communicated to staff.

Evacuation notification clearly communicated.

911 called (simulate during drill).

Emergency kits taken.

Attendance list taken.

Staff accounted for children:
e Before leaving facility.
¢ In aninitial safe location.
e At evacuation site.
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MODULE SUMMARY

Visual 4.12
Module Summary

Canyou now:

* Describe howyou will communicate, train,
and practice your preparedness
procedures?

* |dentify the emergency preparedness
information you will share with your
community?

* Describe when to update your plan?

Yisual 4.12
15-36 Multihazard Planning for Childecare
Key Points

To help you as you prepare to communicate your emergency plan, and to train and practice it at
your facility, check out the following resources:

e Resources for communicating with children:
o Ready Kids: www.ready.gov
o Sesame Street: Let's Get Ready!: www.sesamestreet.org
o U.S. Fire Administration for kids: www.usfa.dhs.gov
e Resources for staff and parent training:
o FEMA independent study courses: www.training.fema.gov/is
o CERT training: www.citizencorps.gov/cert
e The American Red Cross for first aid training: www.redcross.org
e Resources for family preparedness plans: www.ready.gov
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