MAKE A WAY, CPA

      DISASTER AND EMERGENCY PLAN

Definitions

Emergency situations include, but are not limited to, natural disasters (e.g. flood, hurricane, fire, tornadoes, etc.), chemical or hazardous material spills, critical equipment failure, weapons of mass destruction, and acts of terrorism. 

Purpose

It is of utmost importance to Make a Way to provide and maintain the protection and safety of children during and after disasters or emergencies.  

Training

Make a Way staff and its foster families will receive an initial training as well as annual training regarding Make a Way’s policies and procedures for emergency preparedness and response planning in order to be prepared to fulfill their role in executing the plan.
Disaster and Emergency Plans (DEPs)

Prior to verification, the family must develop a Disaster and Emergency Plan (a copy of this policy and procedure and Make a Way’s DEP will be given to the family to assist them in developing their DEP).  

The DEP must include:

· response plan and evacuation route in the case of a fire;

· response plan and shelter location in the event of severe weather;

· response plan for transportation emergencies;

· an evacuation plan;

· arrangements for the adequate provision of food, shelter, transportation, medication, supplies, and emergency equipment; and

· contact information for the child’s Caseworker and the Caseworker’s supervisor (i.e. cell phone number and/or e-mail address in order to report the whereabouts and condition of the family and children in care).

The Case Manager will address any deficiencies in the plan with the family prior to verifying the home.  The DEP must be approved and signed by the foster parents, the Case Manager, and the Program Director.  
Review of DEP

The DEP must remain current and be updated when changes in Make a Way’s administration, construction, or emergency phone numbers occur or when applicable changes occur in the foster home. The Case Manager and the foster family must regularly review Make a Way’s DEP as well as the foster family’s DEP during each bi-annual re-verification to ensure that both parties have current and accurate contact information. The review of both DEPs will be documented by the Case Manager and a family member’s signature and date. A copy of the foster family’s DEP will be maintained in the family home, in the family’s record, as well as within the Make a Way office.

Responsibilities During a Disaster or Emergency

Emergency Coordinator

The Emergency Coordinator (EC) for Make a Way is the Executive Director.  Upon the threat of a disaster or an emergency, the EC will contact all Make a Way staff with a specific plan regarding the disaster or emergency.  The plan will include communication and contact procedures during the disaster or emergency, the plan for tracking children, families, and staff, and the protection and maintenance of records. 

The EC will communicate with DFPS and CPS, including:

1. 
identifying (name, telephone numbers) two emergency contacts designated by the Contractor who will be available to DFPS at all times in the event of an emergency or disaster; 

Emergency Contact #1:

Kristina Williams, Executive Director/ LCPAA – 817-291-9631
Emergency Contact #2:

Jacqueline Rogers, Case Manager 817-708-3383
Emergency Contact #3:

TBD
2. 
Contacting CPS to provide information on the location and condition of children in care who have been evacuated as soon as the children reach their evacuation destination by contacting CPS through one of the following methods:

a. during times when mass evacuation of part of Texas is anticipated and the EC has access to the internet, DFPS’ online reporting feature on the DFPS public website at www.dfps.state.tx.us.;

b. in situations where the online reporting feature is not enabled or if the EC does not have access to the internet, the evacuation notification can be made by calling the DFPS abuse/neglect hotline at 1-800-252-5400.
The EC will also contact TDFPS at least once per day (at minimum) or as instructed to provide information on the identification, location, and condition of the children in care, and when the children reach their evacuation destination until all children are accounted for.
The EC will monitor the emergency situation and will communicate with Make a Way staff when local officials declare the “all clear” to return to their homes.
Case Manager

It is the responsibility of the Case Manager to communicate with each family to ensure that the family is following their DEP and any additional instructions given by the EC. The Case Manager is required to report their status and the status of their families to the EC as well as contact information for them during the emergency.  

Foster Families
Foster parents are required to secure the protection and safety for their children during any emergency.  It is the responsibility of the foster parents to monitor news and weather information to remain informed about possible threats and to be pro-active in responding to any potential emergency situation.   
Prior to evacuation, a member of the foster family must inform the Case Manager of their evacuation plan and provide any updated emergency contact information.  Foster families are provided with all appropriate Make a Way contact information including phone numbers and email addresses during the approval process.
A member of the foster family must communicate with the Case Manager regarding:  

1. changes to their evacuation destination or plan;

2. arrival at their evacuation destination;

3. any serious incidents or secure intervention/treatment alternatives needed for a child;

4. plans to return home; and

5. arrival at their home.

Foster families may not return to their homes until the “all clear” is given by Make a Way staff.  In situations where communication services may be limited, the family may not return until they have authorization from local officials to do so. The name of the person that issues the approval, including the date and time that the approval was received, must be documented in the family’s record as soon as reasonably appropriate.

The following outlines additional policies and procedures regarding the significant aspects of emergency preparedness and response planning:

Contacts and Staffing
The two emergency contacts (employed by Make a Way) will be available at all times to foster families and TDFPS in the event of an emergency. The EC will contact TDFPS through their website or the abuse/neglect hotline to provide information on the location and condition of the children in care who have been evacuated as soon as the children reach their evacuation destination.
In addition, all Case Managers (or designees) will be available to their foster families on their caseload throughout any emergency situation.

Evacuation

A mandatory evacuation order must be responded to as such when directed by local officials. All voluntary evacuations when directed by local officials must also be responded to as a mandatory evacuation order for Make a Way families. Exceptions must have the approval of the EC and documented in the family’s record.  
Food

Make a Way requires that foster families have a supply of non-perishable foods and water to last for a minimum of three days in case of an emergency. Make a Way highly recommends that families maintain an emergency preparedness kit during peak seasons of natural disasters such as hurricanes or tornados. 

Shelter

Families must identify in their DEP a specific location of where they will go in the event that evacuation or other shelter is necessary. This may include the home of family members outside the area of danger or other accommodations such as camping facilities or a motel well away from the danger area.  

Transportation

Generally, families verified through Make a Way are required to have a vehicle in good working order. During a threat of disaster or emergency, the family must maintain a full tank of fuel in the vehicle.  

Medication
Families must make provisions for maintaining medications in a locked manner throughout the emergency. Families must also ensure that the children in their care have an adequate supply of medication or access for getting medication refilled as necessary. Make a Way requires that families maintain prescriptions for the children in their care at a franchise pharmacy that will allow them to manage prescriptions from outside their home area.

Supplies

Make a Way requires that families maintain any necessary supplies for a minimum of three days in case of an emergency.

Emergency Equipment

Families are responsible for maintaining appropriate emergency equipment for the children in their care at all times and to have the ability to transport the equipment during an emergency.

Emergency Services

Children requiring additional care or intervention during the emergency will be referred to the appropriate Make a Way staff for intervention.  Referrals to additional sources may be provided as necessary to maintain the well-being of the child. All interventions must be documented in the child’s record.

Make a Way staff will ensure that crisis counseling is provided to meet the crisis-related needs of the children in care during and after the disaster. Medical services will also be provided to children throughout the disaster as necessary including, but not limited to, medication as prescribed, (including insulin and asthma-related treatments), emergency care, and required medical care for children with primary medical needs (if applicable).  In addition, Make a Way staff will ensure that all services as required by a court order and/or the child’s service plan are maintained for the children in care after the disaster.

Post-Emergency Services
Make a Way staff will assist foster families in obtaining alternate housing/shelter, food, water, and transportation as necessary after an emergency situation.  

Records

All Make a Way records and important paperwork (including placement information, medical authorizations, Medicaid cards, STAR Health cards, and Education Portfolio) are maintained in a locked file cabinet in an interior room with locked doors of the Make a Way office or foster home.  The EC will monitor the emergency situation and may order additional protection for children’s records (such as binding with plastic protection, etc) or move the records to an alternate location.  The EC (or designee) must remove such records from a damaged area as soon as access is granted by local officials. The EC will notify appropriate TDFPS personnel regarding the location of the records with 24 hours of their removal.

In the event of record loss or damage, the EC will report the condition of the records to TDFPS.  All electronic information is backed up to a cloud based and therefore protected from loss and damage.
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