Gitsegukla Headstart Staff Handbook
Welcome,
The Staff Handbook is designed so that every Staff person hired to work at the Gitsegukla Headstart program understands what role they play within the Staff team. To understand the rules and regulations set place so that full professionalism is maintained at all times. To know what the Headstart policies and procedures are. 
GITSEGUKLA HEADSTART MISSION STATEMENT
The Headstart program provides a community based, safe, and traditional environment for children ages three and four years old. The goal of the Headstart program is to prepare your child for the classroom setting and work in collaboration with you, the parents, to ensure that your child's first interactions with others will be meaningful and fun.  Our curriculum will include strengthening developmental areas such as: social skills, cognitive skills, language skills, physical development, emotional development and spiritual development.
GITSEGUKLA HEADSTART OBJECTIVES STATEMENT
· To develop a family based, high quality, culturally rich, holistic, safe and responsive early childhood education for children beginning at the age of 3. Our program will be  flexible, accessible, integrated and accountable to the community.
· To encourage strong community and help build healthy family and children partnerships.
· To encourage families and the community to unite in the teaching and nurturing of young children.
· To provide services so that each child can reach his/her optimal potential within the school and community in relation to child development, early literacy, early intervention, health promotion, and early childhood education.
· To act as an advocate, resource and service provider to the families of Gitsegukla.
· To provide Headstart with pre-school programs for children  3 and 4 years of age.

GITSEGUKLA HEADSTART PHILOSOPHY
The Headstart believes in the value of play and follows a play-based model of Early Childhood education. Play is an essential ingredient for children to learn.  Children learn best when they are exploring materials freely and interacting with their peers in a safe and supervised setting. Every child is encouraged to learn at their own pace through exploration and discovery. Play provides children with settings in which they can develop a positive self-image and self-esteem. Through play: children learn about the  wonder of discovery, about making mistakes, predicting and understanding consequences and making independent choices. 
PLAY is the key for children to be able to grow into self-confident, capable adults.

Role of each team member in the Headstart Staff:
Headstart Manager
· ensures program is run accordingly to Licensing regulations
· co-ordinates and supervises Staff and the program
· ensures all staff files are complete before any staff begin work at the Headstart program
· works with parents and staff to ensure the program is run effectively
· Overseas any problems or technical difficulties regarding the Headstart building, staffing, ect.
· Reports monthly to the Gitsegukla Band Office about the  Headstart's progress
· trained in First aid to know what to do in all cases of emergency and follows all policies and procedures set in place. Makes sure staff do as well.
· promote programs to reflect first nations culture and language starting with a local focus
· to provide reports as required: staff evalutaton, staff warning letters, status of program development, staff meetings, attendance of staff,  community involvement, review evaluations/recommendations of children who require extra support, program budget, emergency evacuations forms, 
· maintains organizational structure and the creation of policy and procedure.
· works with parents to relieve any parental concerns
· works with staff to relieve any staff concern
· finds professional development learning activities for the Headstart staff
· provides recommendations for the purchase of equipment and material for the Headstart program
· to uphold the values and objectives of the community
· promote the use of learning centers
· enhance and maintain parent relations
· develop and distribute a newsletter
· plan special events nights, and special guests/guest speakers


Early Childhood Educator
· ensures safety of all the children
· establishes and follows daily routines set in place for the program
· plans the curriculum for the program : understanding developmentally appropriate practice and the importance of learning through play by identifying program goals, individual children's goals, implementation and evalutation.
· make sure program activities include: creative art experiences, music, movement, dramatic play, children's language and literature, early literacy, science, social development, and pre-math skills.
· develops guiding and caring skills and techniques which support and promote the education of the whole child, including communication and cooperation between children, encouraging problem solving skills and expression of feelings, and setting reasonable expectations, limits, and consequences of behaviour.
· Observes and records children's physical growth, cognitive skills and functioning, language development, interactions with adults and peers, dramatic play and behaviour.
· Plan, prepare, and serve meals and snacks that meet the needs of the children, in accordance with sound nutritional information.
· Role models proper guidance techniques, various ways to resolve issues between children, good health attitudes and habits, and proper manners.
· trained in First aid to know what to do in all cases of emergency
· plan indoor and outdoor play environments which promote, cognitive, creative, emotional, social, language, and the small and large muscle development of children.
· establish and maintain effective working relationships with Staff, families, and the community.
· responsible for own professional growth, attitude, and conduct with awareness of the Code of Ethics in place for this job.
· advocate for quality childcare what the benefits are and who provides services in this area
· has professional communication skills verbal and written
· understands the importance of every family and the appreciation of the diversity in family structure, style, and background.
· plan and facilitates a range of opportunities for parent involvement and support.
· collaborates with families in the development of individualized plans for children who require extra support
· reports to the Headstart manager: any concerns, child concerns, parent concerns or individual child progress.


Early Childhood Educator Assistant
· helps maintain safety of all the children in the program at all times
· aids the Early childhood educator, by setting out activities, helping the children to follow daily routines, understands and enforces proper guidance techniques.
· follows the daily routines set in place for the program
· maintains Staff to child ratios are met
· trained in first aid to know what to do in all cases of emergency


Practicum Student
· is never to be left alone with the children attending the Headstart program at any time for any reason
· their role is to observe the Early childhood educators and learn how to take on the role of an early childhood educator
· obtain experience working with children and planning age appropriate activities, field trips, bringing new ideas to the program


Supported childcare service workers
· is only responsible for the child that they are working with
· are not to be left alone with any other children at the Headstart program at any time
· works collaboratively with the Headstart Staff and the child's parents to develop an individual education plan (IEP)  for the child they are working with.
· attends monthly meetings to go over progress of the child they are working with and revise the child's IEP as needed.
· observes the child they are working with in relation to their development, any developmental difficulties the child may have, their physical development, their social development, cognitive development, or language delays.
· keeps track of the child's progress in the program or difficulties the child is having

Relief staff workers
· takes on all the responsibilities of an Early childhood educator or assistant whichever they are replacing
· is temporary staff member while staff members are sick or away for some reason

Your Personal Health and Hygiene
It is important to always come to work feeling your very best. Working with children can get quite stressful at times. There are ways you can make sure that you are always feeling your very best. Keeping up your health is important so that stresses don't become overwhelming.  Some things to keep in mind so that you are feeling your very best are to:
· get enough sleep at night
· eat healthy 
· find ways to reduce stress like walking, running, swimming, yoga, dancing, writing, getting a body massage, taking a soothing bath, crying, or talking with a co-worker/friend.
· daily exercise keeps good feelings flowing through your body
Be the best you, you can be!
If you have long hair, hair must be tied back or fixed so that it doesn't get in the way of your supervisory duties. 
Please dress appropriately in clothing that you can easily get around in while fulfilling your job duties. When you are working in the Headstart program you are  a role model for health and cleanliness.

HEADSTART CLOSURES
Thanksgiving Day							
Remembrance Day									
Headstart closes for Winter Vacation		
Winter Vacation period				
Headstart reopens					
Hobiyee						
Independence Day					
Headstart closes Spring break			
Spring Break vacation period			
Headstart reopens				
Good Friday						
Easter Monday				
Victoria Day					
Administrative Day				
Headstart closes for the Summer			

The Headstart is closed for Professional Days during the Calendar year. Dates will be announced.  These professional days allow the staff to attend workshops, conferences, training seminars, and other research and educational upgrading.


Gitsegukla Headstart's policies and procedures

Confidentiality: All staff are to keep any information regarding any child or family attending the program confidential at all times. Gossiping about children or their families is grounds for TERMINATION and is considered very unprofessional. Any information about children and families is to remain between the Staff and Parents/guardians only.

 If a parent asks about information regarding other children than their own child you need to ask them to talk to the manager about any concerns they have. Let them know that you can't discuss any other children with them other than their own child. If it is about an incident that you observed you need to talk to the Manager about what happened and the Manager will decide what course of action to take regarding the parent.

All Staff members are to sign a confidentiality agreement this is to ensure that you understand what confidentiality means and your promise to keep confidentiality while working at the Headstart program. 
Accidents/Incidents policy
Any minor incident or accident must be kept record of. There is a book to record incidents/accidents  in and the staff will advise you of where it is. An incident can be an argument between children, out of the norm behavior for a child, a safety hazard, temper tantrums, etc. It is important to record incidents so that it makes other staff aware of things that have happened so that everyone can learn from the incidents that have occured. 
Major accidents where bodily harm has occured must be reported to the Manager of the daycare through an injury report. This must be filled out after the accident has occured. All injuries reports will be filed with the child's information.  When any child sustains any kind of injury parents must always be called so that they know what happened. 


GUIDANCE POLICIES
The purpose of guidance in the Headstart is to provide a safe and healthy learning environment  so all children can feel secure. Staff will be appropriate role models of behavior and temperament. To teach each child to show proper respect for themselves, friends, staff, parents, and their environment. Staff will:
· Demonstrate affection and caring to every child through appropriate forms of verbal and physical interactions.
· Provide simple, clear and CONSISTENT limits regarding behavior within the Headstart program. Such limits will be offered in a POSITIVE manner.  Harsh or belittling language will not be used at any time. Physical punishment will never be used since it is very damaging to a child's self esteem.
· Verbal direction and redirections will be the main means of guidance used.
· Constant supervision of every child will be maintained at all times
· Focus will be on the positive rather than the negative
Parents are encouraged to tell the staff on how they deal with their child's behavior at home we want to keep things as consistent as possible for each child's personal security.

There may be a child that has difficulties controlling aggressive behaviors such as biting, scratching, or hitting. If none of our guidance methods help the child interact successfully within the centre, the staff will approach parents to discuss other options that can be used at home and at the centre. Consistency is important in teaching children how to behave appropriately and deal with their anger in the right ways. It is very important that parents are willing to work together with the staff in finding ways to help these children develop more positive coping and interpersonal skills. We are here to help so that each child may move onto a positive career in school. 

Indoor Shoes
All children are to wear their indoor shoes at all times in case there is a fire. If the indoor shoes are getting small a note needs to be sent home informing the child's parents so that they may replace them with larger ones. 

Arrival and Departure
All children for the morning class arrive by 8:30am and leave by 11:30am. All the children for the afternoon class arrive by 12:15 and leave for home time at 3:30pm. If there is an arrangement worked out for earlier arrival times or later drop offs it will be posted so that all staff are aware of the times. Otherwise no one comes any sooner or later than the times stated. Let parents know they are to talk to the Headstart manager.

Snack times/lunch time
Healthy snacks is all we offer. There are two snack times one is in the morning at  10:20am  and the other is in the afternoon at 2pm.  All snacks are posted in the kitchen so that everyone knows what the menu is. All food allergies will be posted in the kitchen as well so that all staff are aware of what they are. The menu is developed by the Headstart manager and ECE workers. 




Prep for snack or lunch time is as follows:
· all children are to wash their hands properly as stated in the Hand washing procedures in the bathroom
· reminders to use the bathroom followed by the hand washing procedures
· everyone finds a place to sit
· all children eating must remain sitting at all times when they are eating their food
· no child is allowed to walk around with food when at the Headstart program as it is a choking hazard
· this is a social time so engage in mild conversation
· make sure everyone puts all their garbage in the garbage can
· snack bags are to be put back in the child's cubby after use, by the child

Daily Routines
All routines established in the daycare will be performed by all Staff members this includes clean up songs, hand washing songs, snack time songs, etc.  The daily schedule is:
8:30am	Children arrive/indoor shoes on/breakfast
8:45am	Bus leaves to pick up children/free play
9:00am	Arrival of the children on the bus/breakfast/ free play
9:50am	Circle time
10:20am	Handwashing and Bathroom
10:30am	Snack time
10:45am	Outside Play time (or Gym time depending on what day) / Pre-				writing/Name books (depending on the day)
11:00am	Free play
11:30am	Home time
11:30-12:15 Staff Lunch break
12:30pm	Arrival of the afternoon class/indoor shoes
12:40pm	Free play 
2:00pm	Circle time
2:25pm	Handwashing & Snack time
2:45pm	Outside/gym time (depending on day) or Pre-writing or Name books 			(depending on the day)
3:00		Free play or Outside play
3:30 		Dismissal

The consistency of the Staff is important so that each child learns and understands what comes next in their day. Children need consistent set daily routines to feel comfortable and secure when they come to our program.


Handwashing Procedures for the children
· to be done before snack, before lunch, after a sneeze, or if messy/dirty.
· turn the water on if the child is unable to reach or show the child how to turn the water on
· make sure the child uses soap and rubs their hands together
·  role model how to rub hands together if needed
· the friction from the rubbing is what kills the germs on the child's hands
· have the child turn the water off, or turn water off if child can't reach
· show the child where the paper towel dispenser is to dry hands
· make sure the child puts the paper towel in the garbage can
· wipe off any residue or mess around the sink made by the child so that it is ready for the next child to use

Bathroom Procedures for the children
· bring the child to the bathroom
· give assistance if the child needs help with pants button, pulling pants down or getting on the toilet. 
· Make sure you use gloves so that you keep all germs off your hands
· Wait for the child to finish going to the bathroom and remind the child to wipe themselves clean afterwards.
· get child to pull up pants offer assistance only if they need it
· encourage the child to try doing it themselves first 
· show the child how to flush the toilet if they don't already know how
· be ready to sanitize the toilet seat after the child is done
· follow handwashing procedures


If a child has a bathroom accident you need to:
· let other staff member know that you are helping someone who had a bathroom accident so they know what you are doing.
· grab the child's extra clothing bag and bring the child to the bathroom
· place gloves on so that your hands do not get germs on them
· get the child to remove their soiled clothing and put on clean clothing
· soiled clothing goes in a plastic bag and put in their school bag or a plastic bag to take home
· make sure the child follows Handwashing procedures

Toys or Belongings from home
If a child brings anything from home it is to be put in their cubby. Please  label it with the child's name so that it may be sent home at the end of the day or when the child goes home. This is so that there won't be any fighting over it amongst other children at the program. Remember to put a note in the child's bag letting parents know their child is not to bring things from home to the Headstart.

Bus Safety Rules and Procedures
The bus duty schedule is designed by the Manager of the Headstart program. All staff will alternate when they are on bus duty. When on bus duty:
· Make sure that each child remains sitting on the bus at all times when riding on the bus
· Seat children accordingly, if there are children fooling around, move them to sit with you or closer to you so that you may help them to stay sitting and stay safe when on the bus
· children are to use talking voices on the bus, role model and encourage all children to use talking voices on the bus 
· when  a child is dropped off make sure someone is home, wait for them to answer the door or wave through a window
· if someone doesn't answer the door get off the bus and try knocking they may not be aware that you are there
· if someone still doesn't answer the door after knocking on the door, bring the child back on the bus, their emergency contact will need to be contacted or parents will need to make arrangements to pick the child up at the Headstart centre.
· if someone gets sick on the bus, keep all the children away as it is a contagious substance. Grab a garbage can or plastic bag if the child continues to get sick. Calm child that is sick. Open a window for fresh air. Put gloves on to protect yourself from germs. Clean up the area of the bus that the child got sick with paper towels. 
· a vomit emergency bag will be kept on the bus at all times and refilled and checked by Headstart staff. If you use all the materials in this bag you are responsible to tell the Manager that more materials need to be bought to replace what was used. The vomit emergency bag will include: plastic bags, gloves, paper towels, and air freshener. No children are allowed to touch the emergency bag!
· if someone has a medical emergency, the bus is equipped with a first aid kit, let the bus driver know, assess the severity of the accident, make sure everyone else is safe, follow necessary first aid procedures, and write out the incident in the incident book at the daycare as to what happened, time it happened, how the child was injured, severity of the injury.
·  If a serious injury occurs, tell the bus driver, follow necessary first aid procedures, and bring the child to the centre until immediate medical assistance can be called. An injury report will need to be completed. If the child shouldn't be moved until the ambulance can get there keep child comfortable and get the bus driver to go back to the Headstart so that the ambulance can be called.


Prep for snacks and Lunch
A cook with food safe level 1 will be making the breakfast,  the snacks and lunch for the Head Start program. All food preparations and cooking will be done by the cook. The menu will be outlined by the Manager of the Head Start program. All food allergies must be posted for the information of all staff working in the program.  The weekly menu will be posted as well. The budget and buying of food needs approval of the Head Start manager.  If you would like to do a snack, and require certain ingredients tell the Manager and she can decide if the budget will allow it.

Children's Personal Safety
All the children's personal safety and space needs to be upheld by the Head Start Staff at all times. No child should ever be in another child's personal space. From the time the child enters the Head Start program to the time they go home constant supervision is important to ensure everyone is safe. No child is to be left alone in a room at any time. Possible hazards are to be scanned for as soon as you enter the Head Start room by all staff. Seeing where potential hazards are and doing your best to alleviate them will bring about the best results for the safety of all. Scanning for hazards needs to be done during outside play time. If a nature walk or gym time is planned then a Staff member must first check over the area that will be covered for hazards and let staff know of any possible hazards that they found. The safety of each child comes first, every day!

Child's personal hygiene
· if a child has a dirty face/hands, staff will make sure that the child cleans their face/hands of food, nasal leaks, dirt, ect.
· if a child comes to school in dirty clothes, the staff will use the child's extra clothing and change the child immediately. If there are no extra clothes the child's parents will be contacted so that they can bring clean clothes for their child to wear
· daily toothbrushing practices will be held after lunch time every day to keep the child's teeth clean
· weekly head  lice checks will be done by Staff to cut down on outbreaks of head lice
· if any child comes with any kind of a skin rash that was not yet been diagnosed by a doctor, staff needs to tell all Headstart staff, the child's parents will be notified, and the child is not to return to the program until a doctor has diagnosed what the skin rash is and if its contagious or not. Anything that is contagious needs to be cleared up before the child's schooling can resume.
A warning must be given to all parents that a child was found with a skin rash, if the rash turns out to be something contagious, then an information sheet, regarding what communicable disease it is, including signs and symptoms must be distributed among the families of the Headstart community. 


Staff Bathroom Breaks
· always let other staff know that you are going to go to the bathroom so that someone can take over your supervisory role.
· Use proper hand washing techniques after going to the bathroom at all times
· Hand washing techniques will be posted for your information in the Staff washroom

Staff Handwashing must be done when:
· after the use of the bathroom
· after coughing into your hands
· when coming into contact with any contagious germs
· after blowing your nose
· after wiping anything out of your eye
· if a child coughs on you


Program Curriculum
The program curriculum is developed on a daily basis. It is based on the individual child interests of the children attending the centre and must be age-appropriate.  It must be well-designed, attractive, and safe. Daily activities need to include: large and small muscle development, indoor and outdoor play, science and social studies explorations, art, crafts and construction activities, creative movement and music activities, experiences with language and books, field trips, special celebrations, family and community participation, cooking and food experiences, and health and safety learning.

Bullying amongst the children
The Headstart program is a bully-free zone. No child that attends our program will ever be bullied. If you encounter bullying you should:
· write the incident in the Incident book please include: the date, time, and explanation of the incident, who was involved, and how it was dealt with by you.
· observe the child who is bullying to see when the bullying occurs, what provoked the behaviour if any, to see if the problem is only with one specific child or everyone, make note if it happens when the child is tired or angry for some reason, and try to find where the bullying stems from.
· talk to the Staff during weekly Staff meeting to talk about any bullying situation
· talk to the child who is bullying about how they are feeling and how they can deal with their feelings in a better way. Let them know that is ok to feel how they are feeling and offer positive ways to relieve any anger, aggression, sadness or hurt they may be experiencing
· remove the child from the situation and redirect them to a new activity
· let them know that scaring someone is hurting them and we do not hurt our friends
· If the child continues to bully, come up with strategies as a Staff during weekly Staff meetings
· If nothing works bring the child's parents in to discuss the situation. See if they can offer any help in finding where the bullying could be coming from. If there is any changes in the child at home. How they deal with the situation at home. Brainstorm things to try at home and at the Centre to stop the bullying from occurring.
· Bullying should never be ignored by the Headstart staff
· we want the Headstart program to be a safe, secure, place for all children who attend the program



Outside Play time
· before the children head out to the playground, the entire playground area must be checked by a staff member to make sure that the space is free from any hazards
· Any garbage found must be cleaned up and placed in a garbage container
· inside shoes are not to be worn outside except for in the event of an emergency
· a first aid kit needs to be brought outside in case of any emergency
· supervision is to be maintained at all times
· all children need to be accounted for by all Staff members
· when heading inside always give a 5 minute warning that we will  be heading inside soon
· clean up of any outside toys can be done after the 5 minute warning
· everyone lines up at the gate
· staff makes sure all children are in the line
· then lead by a staff member everyone will make their way back inside to get their inside shoes on




Field trip permission and supervision
Field trip permission: all children who come on a field trip must have written or verbal consent.   All children must be accompanied by a parent/guardian.
Any adult coming on a field trip or nature walk must have a clear criminal record check completed before doing so.
Supervision: all Staff need to work as a team to divide the group evenly amongst each other, and ensure the safety of the children in their group. Potential hazards must always be scanned for. 

Medical Policy for the administering of medication
The Headstart staff are not responsible for children that require medicine. The sole responsibility is on the parent and coming to the centre at the specific times that a child needs medicine or keeping the child home until they are healthy enough to come back.

Fire Prevention Policy
Our policy's main objective is to ensure and maintain the safety of all children, staff members, and anyone who is in the building of the Headstart program at the time of a fire emergency. 
We plan to keep everyone safe by teaching all staff, children, and families about fire prevention. This will be done by sending information home about fire prevention.  All staff and parent's will be given information about the Headstart's fire prevention and evacuation procedure's in the Parent and Staff Handbooks. The practicing of the fire evacuation procedure will occur with the Staff and the children once a month. 
 The children will be taught about what to do if there is a fire in their home, what to do if they see a fire outside, what to do if they find dangerous fire making materials lying around their house or outside, and what to do if their clothing catches on fire. A visit from a volunteer fire fighter is arranged so that they can speak to the children about fire safety and to familiarize the children with what they look like so in the event of a fire they are not scared of the firemen. So they know the firemen are there to help them and keep them safe.
All Staff member's who work at the Gitsegukla Headstart are fully trained in First Aid so that they know what to do if anyone ever breaths in smoke, and know when the child/person needs immediate medical attention. All staff member's are given all fire prevention procedures before they begin work so that they know what to do in case of an emergency.
Gitsegukla Headstart Fire Procedures
FIRE EMERGENCY IS CODE RED
Fire Evacuation plan:
1. Call 911 or if the Fire alarm sounds
2. Remain calm and advise everyone to line up at the main entrance door.  All children are to stop what they are doing and Staff is to bring everyone to the front door exit. One Staff member will be at the Main entrance with all the children.
3. One designated Staff member (Exit monitor) will grab the First Aid Kit (Emergency information cards), close all windows and will scan all the rooms to make sure everyone is lined up with the group. Then rejoin group at the main entrance/exit.
4. The Staff member at the main entrance, needs to turn the main lights off, and lead everyone out to the Gitsegukla Elementary school parking lot, cross the parking lot, and bring the group to the Gitsegukla playground. 
5. The Headstart Manager will make sure all doors are unlocked/closed in the Headstart building and grab the student attendance for making sure everyone is accounted for once we are at a safe distance from the Headstart building. Then join the group in evacuating the building.
6. Once at the Gitsegukla playground: The manager will make sure everyone is accounted for and wait for the Fire department to come. 
7. Anyone who is missing needs to be reported to the Manager right away so that the Manager can tell the Fire Department.
8. The Manager will fill out the Evacuation status form kept in the first aid kit.
9. No one is to return to the Headstart building until it is safe and the approval of the fire chief has been given.

If smoke enters the main room of the Headstart building:
· IMMEDIATELY get down into a crawling position and get all of the children to do the same. Smoke inhalation is deadly and can be very toxic!
·  Reassure the children that they are going to be safe, do NOT panic.
· Go to the nearest exit whether it be the main entrance/exit or Emergency exit whichever you are closest to.
· Staff worker not leading the children out of the building, ONLY IF IT IS SAFE, needs to do a quick search to make sure all the children are out of the building. Conduct search in crawling position put shirt over face if needed. If possible, grab the first aid kit that contains all the emergency contact information in it.
· Headstart Manager, ONLY IF IT IS SAFE, will make sure all doors are unlocked and closed, will grab the attendance list and exit from the closest exit.
· Everyone is to go to the Gitsegukla playground and the Headstart Manager will do a head count of everyone. Any child/Staff member

Signs and symptoms of Smoke Inhalation:
	Inhaling smoke from a fire is extremely hazardous and deadly. Smoke inhalation is the leading cause of death. Signs to watch out for: red, irritated eyes, bluish/pale/cherry red skin color, cough, soot in nostrils or throat, shortness of breath, hoarseness, headache, mental status changes, and rapid breathing. Seek medical attention immediately when you notice someone with these symptoms: hoarse voice, difficulty breathing, prolonged coughing spells and mental confusion.


If major damage is done because of a fire at the Headstart building or if the Headstart building burns down this is the Staff procedure to follow:

1. Follow the Fire evacuation plan to make sure everyone proceeds to a safe distance away from the Headstart building.
2. Bring the group to the Gitsegukla Elementary school's Library 
3. Call parent's to reassure them that their child is safe, let them know about the fire and damage, and that they need to come and pick up their child at the Gitsegukla Elementary school.

EARTHQUAKE PROCEDURE: STOP,DROP & COVER.
· help all of the children find a safe place under a table and get under a table yourself
·  call parents  to come and pick up their child after the earthquake is over. Be ready there could be after shocks.
· if evacuation is necessary, to sustain safety of the children, we will evacuate to the Gitsegukla Elementary school.
FOREST FIRE OR NATURAL DISASTER PROCEDURE
· parents will be notified immediately if there is any threat of forest fire or natural disaster
· in the event that it occurs spontaneously, evacuation will be to the Gitsegukla Elementary school where children will be able to be picked up and parents will be called. 

POWER OUTAGE
· call Hydro to report that there is a power outage in the area, and to ask if they know how long the outage will be for
· keep all the children calm and keep going on with regular activities
· if the outage is going to be any longer than 1hour everyone needs to be sent home
· if the outage occurs in the winter: get all the children to put on their outerwear since the building will get cold quick,  call parents on the cell phone to let them know they need to pick up their children IMMEDIATELY, and  only evacuate once the Headstart building is beginning to get cold. 
· Bus run parents: will be called and only if they are home, the child will be sent on the bus.


PROLONGED CHILDCARE IN THE EVENT OF AN EMERGENCY
· there will be times that children cannot be picked up right away
· always keep parents informed if there is an evacuation and where you are with the child
· there is an emergency bag that you can bring if you are at the Gitsegukla gym, it is kept in the storage facility  of the Headstart program, only get it if it is safe to do so. The bag is equipped with snacks, and items needed if you have the children for a prolonged period in the event of an emergency.


















