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POLICY

Staff will maintain a safe and healthy environment for all children and families.   They will also be prepared in the case of an emergency.

PROCEDURE
Very Serious Injuries

1. In an emergency, the Teacher will be responsible for making decisions when time is of the essence.

2. The Teacher will carry out emergency first aid (restore breathing, heart beat and control bleeding) and do anything necessary to prepare child for transportation to the hospital.  The Teacher will accompany child to hospital. If available the site CDSS will assist the classroom in the teacher’s absence.  
3. The Teacher Assistant will call:

· Ambulance: 911

· Parent (if parent can not be reached other emergency contacts will be called)
· Office

· Hospital

4. The Bus/Classroom Assistant, (a substitute, a volunteer or other responsible adult will be used when only two staff are at the site) will reassure and calm children, gather them in an area away from injured child, and take charge until Teacher Assistant is free to return to classroom responsibilities.  

Other Injuries
1. If a child is injured, the staff member who witnessed the injury will enter a Case Note titled, “Ouch Report” in the data system. If the injury results in a medical visit, then an “Accident Report” is filled out in the data system and a phone call should be made to the CDSS or if CDSS can’t be reached the CDSM, HSM or Director. CDSS will inform the CDSM, HSM and Director. 
2. The Teacher will send home an Ouch Report with the child.

3. The Teacher will notify the parent by phone.

4. If the injury needs immediate attention, the parent will be contacted to pick up the child.  
Classroom Emergencies

1. In all classroom emergencies the teacher will have children’s emergency forms, teacher action protocols and any children’s medications as well as the classroom cell phone with him/her at all times. Once the children are in a safe environment the teacher will call all parents/guardians to let them know of the emergency and arrange for transportation of the child. If the parents/guardians can not be reached the teacher will call other emergency contact people listed on the child’s emergency form. 

Injury to a teaching staff member while in the classroom
1. If a staff member is injured or becomes ill in the classroom one of the other classroom staff will call the staff members supervisor immediately who will go to the site if possible and will call for a classroom substitute to come and assist. 

2. The teacher or TA and substitute will take the children to an area away from the staff member who is injured or ill. 
3. The other staff member will remain with the injured/ill staff member administering needed first aid or calling an ambulance if needed until the staff member has left the site. 

4. The staff member rendering aid will make sure that an accident report is filled out and sent to human resources immediately. 
5. The supervisor will contact the employees emergency contact. 
This policy complies with Head Start performance Standard 1304.22 (a)(1) and (4) in the Child Health and Safety section on page 84-85.  § 1304.22 Child health and safety.

