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POLICY

To ensure the safety of children, families, staff, and volunteers, individuals will be immediately notified of class and/or site closure due to an emergency.

PROCEDURE
· Head Start classrooms and/or sites are closed due to emergency conditions.

· Staff contacts the Child Development Services Supervisor (CDSS) immediately if an emergency situation is identified.

· The CDSS informs the Child Development Services Manager (CDSM) who informs the Director who evaluates the situation and determines if class and/or site is to be closed. In times of bad weather/driving conditions the Director consults with the Transportation Manager (TM) The Director informs the managers of the final decision. If the decision is to close managers contact their staff members. 
· If the local school district announces that classes are cancelled due to a community emergency and/or weather condition, the Head Start classrooms in that district will close.  Staff will be informed by supervisors if the site is open for staff to report to work.  Safe driving conditions from home to the work site are evaluated by the employee and supervisor.

· CDSS contacts their assigned staff who will inform the families via phone each day until the situation is resolved and class resumes operation. If families themselves can’t be reached staff will contact the other emergency contact people on the child’s emergency form. If no one can be reached via phone and it is safe for staff to go out they will go to the child’s home to let the family know in person. 
· If children are already at school and an emergency need arises parents are informed (phone call, text) if a parent can not be reached staff will use the emergency contact list until someone is reached to let them know children need picked up or are coming home on the bus early.

· The TM notifies the online state alert system anytime there is a classroom/site closure. The online system then notifies the television and radio stations who then broadcast it. The online system also notifies the kitchens that provide Head Start meals and other relevant community partners. 
This policy complies with the Head Start Performance Standard 1304.22(a)(3)

 HYPERLINK "http://eclkc.ohs.acf.hhs.gov/hslc/Program%20Design%20and%20Management/Head%20Start%20Requirements/Head%20Start%20Requirements/1304/1304.22%20Child%20health%20and%20safety..htm" 
§ 1304.22 Child health and safety.

