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Emergency Action Plan 

The purpose of this handbook is to provide plans for staff and volunteers in the case of an emergency.  The safety of the 

children and staff members at Graffiti 2 Community Ministries is the highest priority. The purpose of this plan is to 

provide procedures to be followed by the staff and volunteers of Graffiti 2 Community Ministries to insure the safety of 

its children, staff and volunteers in the event of an emergency. 

.   
 

General Information and Guidelines 
 

The plan shall be approved by the Board of Directors of Graffiti 2 Community Ministries. The plan shall be reviewed 

annually and updated as needed.  

 

Each employee at the facility shall be made familiar with the plan and trained in his/her responsibilities within the plan 

annually. New employees shall receive this review during their orientation period. 

 

Each child, if of capable age, shall receive training concerning emergency evacuation procedures during their orientation 

period. 

 

Floor plans shall be developed for each area and posted in public view showing exits and directional paths for traffic flow.  

 

The following drills shall be held and documented twice a year (Appendix A) 

 Evacuation 

 Shelter-In-Place Weather Emergency 

 Shelter-In-Place Earthquake 

 Code Red 

 Active Shooter 

  

All facilities are required to have a sign-in and sign-out log. All doors and gates must remain unlocked. 

 

An Emergency Disaster Pack shall be maintained for the facility.  The Emergency Disaster Pack should include 2 

flashlights, battery operated radio, emergency action plan manual and first-aid kit. 

 

In the event of an emergency the on-site senior director will be notified as soon as possible regarding the situation and the 

response to it. 

 

In the event of an emergency the on-site senior director, or designee, may require that all staff members on duty remain at 

work or return to work until the situation is no longer deemed an emergency. 

 

A staff member trained and certified in first aid must be on-site for all programs involving children or teenagers. 

 

The facility should have a box of items used in the case of an active shooter. Items may include wasp spray, canned 

goods, and other items that can be thrown towards the shooter to distract him/her. 
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Emergency Response 

Emergency 
Response Type 

Definition Safe Area 

Shelter-In-Place 

Weather Emergency 

Keeping individuals in place inside the building and 

securing the facility for the immediate weather 

emergency.   

Interior Hallway of Basement or Kitchen 

Shelter-In-Place 

Earthquake 

Instructing individuals to take immediate shelter due 

to an earthquake followed by evacuation of the 

facility 

Underneath tables, chairs, or in door frames 

until it is safe to evacuate 

Lock Down Ensuring no one enters or exits the facility Individuals stay in their current location 

Active Shooter An individual actively engaged in killing or 

attempting to kill people in a confined and populated 

area. 

Escape if possible. If unable to escape, lock 

any doors or block with heavy furniture. 

Code Red Shots have been fired outside of the building Large room in basement, blocking doors and 

windows 

Evacuation of Facility Movement of children and staff out of buildings that 

are affected by the emergency and relocating them to 

other areas outside the facility 

 

Beekman Avenue, north of Oak Terrace 

Off-Site Evacuation Movement of children and staff off premises to a 

designated shelter. 

As designated by NYC Office of Emergency 

Management 

 

For all emergencies, the following procedures should be followed. 

 Staff members should be designated emergency response roles.  These roles should be reviewed annually or as 

personnel changes (Appendix B) 

 The on-site senior director or designee will call 911 and indicate the need for assistance. 

 The on-site senior director should sound the alarm and notify personnel the type of emergency response needed. 

 Following assigned roles, personnel should evacuate children, staff and volunteers to the designated safe area 

o Children and Teens should line up at pre-determined doors on main floor and in the basement 

o During the evacuation, children, volunteers and staff should adhere to predetermined evacuation routes as 

much as possible. However, staff should not hesitate to alter the designated route if it is unsafe. 

o Under no circumstances should staff or volunteers stop for any of their own or children’s personal 

belongings, including, jackets, shoes, etc.  

o Emergency disaster pack should be carried out by designated staff. 

o A staff member should function as “drag.”  The “drag” checks all evacuated areas to ensure that no 

individual was left behind 

o After arriving in safe-area, conduct a roll call from the sign-in log to ensure all children and staff 

members are accounted for (Bring sign-in log and children/staff records to safe area). 

o No person should move from safe area until it is deemed safe by the proper authorities. 

 A staff member should provide security (i.e. locking doors, extinguishing fires, ensuring no re-entry) as is 

appropriate for each emergency 

 The on-site senior director or designee will carry a cellular phone or other communication device to notify 

children’s parents of the situation and the pick-up point for the children. 

 

If circumstances necessitate a lock-down, the previous guidelines shall be followed with the following additions. 

 

 Staff members should secure building entrances, ensuring that no unauthorized individuals leave or enter the 

building. 

 Staff and children should remain in the designated safe area, locking the door, if possible, turning off 

the lights, covering the windows.  If possible, staff members should engage in quiet story time activities with the 

children until “all clear” is announced. 
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Fire 
 
In the event of fire, the following guidelines should be followed: 

 Evaluate the situation; determine quickly, if possible, the size, nature, and location of the fire within the facility. 

 Call 911, indicating the need for assistance from the fire department and law enforcement.  

o The on-site senior director will designate a person, or persons, to go to the nearest intersection to direct 

the fire department vehicles to the scene. 

o Upon the arrival of the fire department the on-site senior director, or designee, shall establish contact with 

the senior fire department official and coordinate subsequent activities with him or her. 

 Evacuate the building (always stay low as smoke and heated gasses collect near the ceiling first).  A fire deemed 

in any way to be a threat to the safety of the children or the staff members calls for evacuation to the outside area, 

away from the building. 

o Make certain that all children and staff members are accounted for and safe. Any of the steps above may 

be done simultaneously as the number of staff members on duty permits. The decision not to follow any 

of these steps is justifiable only when there is certainty that there is imminent danger. 

 Designated personnel should take the following actions (if safe to do so) 

o All windows and doors in the facility should be closed, and all electrical switches and breakers turned off. 

However, do not waste time doing this if the condition is an emergency. 

o If the fire is small, any of the facility's fire extinguishers may be used to put it out, if the staff member has 

received proper training. The fighting of any fire by staff members should be undertaken only if there is 

no imminent danger. 

o The nature of the fire is a key factor in determining a course of action. Smoke color may indicate the 

potential danger of the situation as follows: 

 Yellow smoke may indicate the presence of toxic gases. Evacuation should proceed immediately, 

and no effort should be made to extinguish the flame. 

 Gray smoke with brown wisps is indicative of any electrical fire. The area should be evacuated 

immediately, and all should stay clear of the area. 

 Gray-black smoke is indicative of a primary fire. The first priority remains evacuation of the 

immediate area. Staff members may attempt to extinguish the fire only if there is no severe 

danger of smoke inhalation. 

o If it is safe to do so, the valve for the gas in the building should be shut off. 

o Ensure that no re-entry is attempted until authorized by the fire department 
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Weather Emergencies 
GENERAL PROCEDURES 

 The on-site senior director shall designate a staff member to monitor storm watches and warnings 

 This designee shall also check the status of: 

o Battery powered radios 

o Flashlights 

o Back-up lighting, power 

o Heat 

o Cell phones 

 Based on weather reports, the on-site senior director shall determine if shelter-in-place is needed. 

 If shelter-in-place is needed: 

o Staff should keep voice contact at all times 

o Staff members should have flashlights and emergency packs/backpacks available. 

o Move to designated safe place 

o A staff member should function as “drag.”  The “drag” checks all evacuated areas to ensure that no 

individual was left behind 

o Take a ROLL CALL after arriving at the safe place, and finally, after leaving the designated safe place. 

 Once the storm has passed and there is no more danger to the children and staff, the following steps should be 

taken. 

o If any medical attention is required, first aid should be administered. If the situation 

warrants, contact 911 for medical assistance. 

o The staff should once again do a ROLL CALL to ensure that all children, volunteer and staff are safe. 

o Staff should conduct a walk-through of the facility looking for any damage created by the inclement 

weather, such as fire, water, or structural damage. Report any damage to the on-site senior director 

o Utilities of the facility should be tested to ensure that the operations of the facility have not 

been compromised. 

o Any vendors that provide services should be contacted if problems occur as a result of the 

inclement weather. 

 

Following are directions for specific inclement weather emergencies. 

 

SEVERE THUNDERSTORM WATCH 

 The on-site senior director or designee will advise all staff of the weather conditions that are approaching. 

 The on-site senior director or designee will monitor the radio or internet for weather updates. 

 Outdoor activities should be modified so that quick access to shelter is available.  If lightning is sighted, all 

outdoor activities must cease. 

 

SEVERE THUNDERSTORM WARNING—IN ADDITION TO THE ABOVE: 

 The on-site senior director or designee will monitor sky conditions as best and safely as possible.  

 If outside, children and staff should seek shelter immediately 

 If a dark/funnel-shaped cloud is seen, children and staff should evacuate to the designated safe area. If possible, 

call 911 to report it. 
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TORNADO WATCH: 

 The on-site senior director or designee will advise all staff of the weather conditions that are approaching. 

 The on-site senior director or designee will monitor the radio for weather updates. 

 Outdoor activities should be modified to ensure that quick access to shelter is available.  If lightning is sighted, all 

outdoor activities must cease. 

 The on-site senior director or designee will monitor sky conditions as best and safely as possible.  

 If a dark/funnel-shaped cloud is seen, children and staff should evacuate to the designated safe area. If possible, 

call 911 to report it. 

 

TORNADO WARNING—IN ADDITION TO THE ABOVE 

 If outside, children and staff should seek shelter immediately 

 If a dark/funnel-shaped cloud is seen, children and staff should evacuate to the designated safe area. If possible, 

call 911 to report it. 

 The on-site senior director or designee will turn off all utilities if time permits and it can be done safely. 

 The designated location for tornado safety is the interior hallway in the basement of the facility 

 

FLASH FLOOD 

 The on-site senior director or designee will advise all staff of the weather conditions that are approaching. 

 The on-site senior director or designee will monitor the radio for weather updates. 

 The on-site senior director or designee will move records and valuable equipment to higher floors. 

 Chemicals that are in the facility should be stored in locations where floodwaters will not come into contact with 

them. 

 The on-site senior director or designee will make transportation preparations to move children and staff in the 

event that an evacuation is needed. 

 The on-site senior director or designee will monitor the battery-powered radio or internet for directions on where 

to relocate and the proper routes to take. 

 If evacuation is necessary and time permits, staff members or employees will unplug all electrical appliances.  

 

BLIZZARD/SNOW 

 The on-site senior director or designee will advise all staff of the weather conditions that are approaching. 

 The on-site senior director or designee will monitor the radio for weather updates. 

 Outdoor activities should be modified to ensure that quick access to shelter is available in the case of hazardous 

conditions. 

 If evacuation is necessary, the on-site senior director or designee will ensure that proper transportation has been 

arranged to move the children and staff to the designated safe area. 

 

EARTHQUAKE 

 In the event of an earthquake, staff should instruct all individuals to shelter-in-place beneath a table, chair or in a 

doorway. 

 Once earthquake has subsided, staff should evacuate all individuals according to the evacuation plan. 

 The building should not be re-entered until it has been deemed safe by the proper authorities. 

 The on-site senior director or designee will monitor the radio or internet for news relating to the event.  
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Illness or Injury 
 
MINOR ILLNESS OR INJURY 

 Notify on-site senior director 

 Treat with medical supplies on hand (Only those trained in first-aid may administer) 

 Evaluate periodically to see if further medical attention is required. 

 Document treatments and evaluations with an incident report. 

 Notify/consult family members (In the case of a minor—parent/guardian) 

 

COMMUNICABLE DISEASE  

 A communicable disease is a disease that can be communicated from one person to another.  

 Examples of communicable diseases are: H1N1 Flu, HIV/AIDS, Measles, Pertussis, Rabies, Sexually Transmitted 

Disease, Tuberculosis, West Nile Virus, Hepatitis, Chicken Pox, Head Lice 

 If it is suspected that a participant has a communicable disease, the organization will follow the guidelines set by 

the New York City Bureau of Child Care. A list of all communicable diseases with symptoms, transmission, and 

restrictions is included in Appendix E. 

 In the case of a communicable disease, participants in program will be notified with a letter. A sample letter can 

be found in Appendix D. 

 

LICE 

 Students found to have live head lice will be excluded from programs and not allowed to return until they have 

been treated and are lice-free.  

 The organization has a “No-Nit” policy.  Students with nits are not permitted in programs. 

 If lice are suspected, a Graffiti 2 staff member will: 

1. Gather a pair of gloves, tweezers, fine toothed comb, and a cup of rubbing alcohol. Have the student 

sit in bright sunlight or directly under a lamp for the best visibility of the scalp. 

2. Check the hair above the nape of the neck and then above each ear. These are favorite spots of lice to 

lay eggs. Check the bangs and the crown of the head too. 

3. Look for lice in small segments of hair at a time, using the following process: 

-Lift all the hair up with one hand in the area you are checking. 

-Hold a comb in the other hand 

-Run the comb across the head to segment out a thin line of hair and release it from the hand 

holding the other hair. 

-Look for lice crawling on the scalp where you’ve parted the hair. Lice may also be crawling 

along the hair shaft. 

-Check near the hair follicle, about ¼ inch from the scalp, for eggs (called nits). Nits are about the 

size of a pinhead and are glued onto the hair shaft. They are oval-shaped and translucent in color 

when first laid, but turn brown as the embryo develops. 

-Continue to segment and search sections of hair until you reach the crown of the head, then 

move from the nape to over the ears. 

4. Grab anything crawling with tweezers and drop it into rubbing alcohol. Pull out the hair if you see 

something that looks like a nit, rather than trying to grab the egg. 

 If lice or  nits are found, the organization will take the following steps: 

1. Isolate the student from other participants 

2. Contact the parent/guardian, informing him/her of the organization’s policies and requesting the 

student to be picked up 

3. Maintain confidentiality, dignity and respect for the student and their family 

4. Notify all participants and their parents/guardians that lice have been found (Appendix D) 

 A child diagnosed with head lice, can return to program one week following diagnosis upon the examination of a 

Graffiti 2 staff member or sooner if a doctor’s note indicates that lice and nits are no longer present. 

 

 



10 

 

 
MAJOR ILLNESS OR INJURY 

 The staff responsible for the child will employ first aid techniques as trained. This should only be done if the staff 

can do so safely. The on-site senior director should immediately be notified of any major illness or injury. The on-

site senior director will evaluate and call Emergency Medical Services (EMS) if needed. 

 If the staff is not trained in the proper first aid techniques, the staff member should contact the designated staff 

that has been trained in the proper first aid techniques. 

 If the child has fallen from a high place, do not move the child unless there is a life-threatening situation. 

 If the child has consumed some type of poison, the on-site senior director or designee trained in first aid 

techniques will first contact Emergency Medical Services (EMS) and then contact Poison Control at (800) 222-

1222 (24 hours). 

 The on-site senior director or designated staff member will accompany the child to the hospital 

 If the illness or injury does not require immediate medical attention but requires a doctor’s care, the on-site senior 

director or designated staff member will contact parent/guardian to arrange for transportation to the emergency 

room, pediatric clinic, or hospital. 

 The on-site senior director or designee will notify the parent or guardian of the situation and what is being done. 

 The on-site senior director or designee will document treatments and any action that took place due to the injury 

or illness. 

 
DEATH 

 If a death occurs at the facility the following should be contacted immediately: 

o Call 911, request emergency assistance. 

o Contact local Law Enforcement; allow them to notify the family members. 

o The on-site senior director 

 The body should not be moved or tampered with. 

 All children should be moved to a part of the building away from the body. 

 The children should only be told what is essential for them to know about what has occurred, but should be 

offered comfort and counseling as needed. 

 No news media should be contacted. If a news reporter is aware of what has occurred and solicits information, 

he/she should be referred to the executive director. 

 No filming or photography of the scene is to be allowed. 

 Never move or touch unidentified or suspicious objects. 
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EMERGENCY SITUATIONS 
MISSING OR ABDUCTED CHILD 

The following information is a general response to a missing or abducted child. 

 If a child is not accounted for at any time, the staff member responsible for the child should notify the on-site 

senior director.  The on-site senior director or designee will search the premises for the child. Each area that a 

child could potentially hide should be searched, as well as the outdoor areas of the facility. 

 If the child is not located after all potential hiding spots and immediate outdoor areas have been searched, the 

child shall be deemed missing. 

 Begin Lock Down procedure. All exits should be monitored by employees letting no one in or out of the facility. 

 The following information should be written down. 

o Child’s name, age, height, weight, date of birth, and hair color 

o Child’s clothing that he/she was wearing that day, along with any other identifying features 

o The time at which the child was noticed missing 

o If child abduction is suspected, were there any suspicious vehicles or persons located around the facility? 

If so, what was the appearance of the person or vehicle? 

 The on-site senior director will notify the parent/guardian of the child that the child is missing from the facility. 

 The on-site senior director will call 911 

o While the police are en route to the facility, staff members should continue to search the facility for the 

missing child. The staff should look in every cabinet, closet, cubby, and every other location where a 

child may hide. 

o The on-site senior director will stay on the facility premises at all times to be the contact person for the 

police department, as well as the missing child’s guardians. 

 

PHYSICAL AND VERBAL THREATS 

If a potentially violent individual gains access to the facility and leaves: 

 Notify the on-site senior director that there may be conditions for selective evacuation (this may be within the 

building if the potentially violent person does not leave the area). 

 The on-site senior director will determine whether to call 911 

 If the individual cannot be isolated and chooses to leave the premises, allow them the freedom to exit making sure 

to note their car make and model, license plate, clothing, skin color, height/weight and the directions of their 

travel. Communicate this immediately to the 911 dispatcher. 

 

If a potentially violent individual gains access to the facility and remains: 

 Notify the on-site senior director that there may be conditions for selective evacuation (this may be within the 

building if the potentially violent person does not leave the area). 

 The on-site senior director will determine whether to call 911.  If calling 911, caller should request the advice of 

the 911 operator. 

 Try to isolate the potential aggressor from as many adults and children as possible. Seek to draw the individual(s) 

to a less populated area  

 Remain calm and be polite. 

 Do not physically restrain or block their movement. 

 Once the police arrive they will take over the situation, negotiate and dictate further movements. 

 

 

If a potentially violent individual threatens violence: 

 All threats of violence should be taken seriously 

 Notify the on-site senior director that a verbal threat has been made 

 The on-site senior director will determine whether to contact 911 

 The threat should be documented with an incident report 
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SHOOTING 

 Upon hearing shots, students should be directed to take cover with a “Code Red” announcement.   

o If inside the building, students should get under tables as low to the floor as possible.    

 Once shooting has subsided students should be moved to the designated safe area until the area is 

deemed safe by the on-site senior director 

o If outside the building, students should be directed to lay on ground as low as possible.  Once shots have 

stopped, staff should direct students to the closest place of safety (behind a wall or inside the building). 

 Call 911 and follow the instructions of 911 operator 

 Staff should conduct a roll-call verifying all students are safe 

 

ACTIVE SHOOTER 

 

 When an active shooter is in the vicinity, quickly determine the most reasonable way to protect your own life and 

the lives of students in the building. Remember that others are likely to follow the lead of employees and 

managers during an active shooter situation. 

1. Evacuate 

If there is an accessible escape path, attempt to evacuate the premises. Be sure to: 

o Have an escape route and plan in mind 

o Evacuate regardless of whether others agree to follow 

o Leave your belongings behind 

o Help others escape, if possible 

o Prevent individuals from entering an area where the active shooter may be 

o Keep your hands visible 

o Follow instructions of any police officers 

o Do not attempt to move wounded people 

o Call 911 when you are safe 

*The meet-up point upon evacuation is the playground in St. Mary’s Park 

   

2. Hide Out 

If evacuation is not possible, find a place to hide where the active shooter is less likely to find you. Your 

hiding place should: 

o Be out of the active shooter’s view 

o Provide protection if shots are fired in your direction 

o Not trap you or restrict your options for movement 

 

  To prevent an active shooter from entering your hiding place: 

o Lock the door 

o Blockade the door with heavy furniture 

 

  If the active shooter is nearby: 

o Lock the door 

o Silence your cell phone 

o Turn off any source of noise (i.e. radios, televisions) 

o Hide behind large items (i.e. cabinets, desks) 

o Remain quiet 

 

  If evacuation and hiding out are not possible: 

o Remain calm 

o Dial 911, if possible, to alert police to the active shooter’s location 

o If you cannot speak, leave the line open and allow the dispatcher to listen 
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  3. Take action against the active shooter 

As a last resort, and only when your life is in imminent danger, attempt to disrupt and/or incapacitate the 

active shooter by: 

o Acting as aggressively as possible against him/her 

o Throwing items and improvising weapons 

o Yelling 

o Committing to your actions 

 

RESPONDING TO STUDENTS WHO WITNESSED A TRAUMA OR SHOOTING 

 

 Recognizing that students experience a variety of reactions and feelings in response to trauma, the organization 

will respond to students who have witnessed a shooting or trauma in an individualized manner.   

 Parents/Guardians of minors will be notified if their child witnessed a trauma. 

 The two most common indicators of distress in children are changes in their behavior and behavior regression. A 

change in behavior is any behavior the child exhibits that is not typical for them. For example, an outgoing child 

may become very shy and withdrawn. Regression is where past behaviors occur, such as thumb sucking or baby-

talk.  

 Children may experience a variety of reactions and feelings based on their age. Reactions to disasters may appear 

immediately after the disaster or after several days or weeks. Most of the time the symptoms will pass after the 

child readjusts. When symptoms do continue, most likely a more serious emotional problem has developed.  

 In cases where the student is not readjusting after witnessing a shooting or trauma, the organization will refer the 

student to a mental health worker who is experienced in working with children and trauma. 
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BOMB THREATS 
GENERAL PRECAUTIONS 

 Any bomb threat should be treated as real until proven otherwise. 

 Unidentified or suspicious objects should be reported to the authorities. 

 Evacuation should be to an outdoor area as far from the building as safely possible. The area to be evacuated to 

should be searched quickly before evacuation. 

 Upon evacuation, all windows and doors should be left open, if possible, to minimize shock damage from blast. 

 Upon arrival of law enforcement authorities the on-site senior director, or designee, will assist with search (i.e.: 

unlocking doors, identify strange or suspicious objects). 

 Re-entry of building should only occur once it has been deemed safe by the authorities 

 
TELEPHONE THREAT 

 The staff member that received the call should tell another staff member that a bomb threat is in progress so that: 

o The building may be immediately evacuated, and 

o Local Law Enforcement may be contacted via 911. 

 The receiver of the call should keep the caller on the line as long as possible. 

 Information should be documented including: 

o The exact time the call was received.  

o The caller’s exact words.  

o A description of the caller’s voice.  

 If the call receiver has the time and opportunity he/she should ask the caller for: 

o The location of the bomb.  

o The exact time of explosion.  

o A description of the nature and appearance of the bomb.  

o The caller’s name and their location.  

 

WRITTEN THREAT 

 The staff member receiving the written threat should handle it as little as possible, (to preserve finger prints), and 

should save all materials including any envelope or other container. 

 The on-site senior director should be contacted 

 The on-site senior director should contact Local Law Enforcement  

 The building should be evacuated until it is determined that there is no longer a danger. 

 All materials involved in the threat should be turned over to the authorities. 
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UTILITIES AND MAINTENANCE EMERGENCIES 
GAS LEAK 

If any staff member or children smells gas, act quickly. 

 Open windows immediately. 

 Notify the on-site senior director 

 The on-site senior director will determine whether to call 911 and report the possible gas leak. 

 Do not turn any electrical switches on OR off. Eliminate all flames. 

 Check all gas taps and turn them off. 

 The on-site senior director may turn off the gas main. 

 If the gas odor remains strong, evacuate the area immediately. 

 Do not return to the building until the fire department announces it is safe. 

 

POWER FAILURE 

 The building’s emergency lights should come on automatically. 

 The on-site senior director will direct staff members to obtain flashlights from the emergency pack 

 To calm children, staff should engage in an activity such as story telling. 

 The on-site senior director or designee should obtain any emergency information from the battery-operated radio 

found in the emergency pack 

 The on-site senior director or designee should contact Con Edison 

 

PLUMBING PROBLEMS (emergencies only) 

 Notify the on-site senior director 

 The on-site senior director will notify the executive director. 
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Field Trip Procedure 
 

 Before leaving on a field trip, the following information must be provided to the senior supervisor: 

o Contact information for all attending including children, teens and adults 

o Emergency contact and medical information 

o If traveling by vehicle, a list of each person on board each vehicle 

o Map of intended route 

o Name and license number of vehicles and drivers 

 During the trip, trip leaders must have the following information on hand 

o Contact information for all attending including children, teens and adults 

o Emergency contact and medical information 

o If traveling by vehicle, a list of each person on board each vehicle 

o Map of intended route 

o First Aid Kit 

 There should be no more  than a 1:10 ratio of adults to students 

 Prior to departure all students and adults should be read the Field Trip Procedures contained within this document 

 Throughout the trip, trip leaders must verify that all students are present. Before crossing an intersection, make 

sure the whole group is together. 

 If traveling by subway 

o A head count should be done before entering a subway car and upon exiting a subway car. 

o All travelers must board the same subway car 

o One trip leader should be designated as the “last-one on” and “last-one off.”  This leader should verify all 

students are aboard or departed from the train 

o Should a student be left behind on a subway platform, the group should exit the train at the next subway 

stop.  One group leader should stay with the students at all times.  Another group leader should notify the 

gate agent.  Another group leader should travel back to the previous subway stop to locate the missing 

student. 

o Should a student be left aboard a train, the group should exit the platform, but stay in the subway station.  

One group leader shall contact the gate agent.  Another group leader should travel ahead to the next 

subway stop to look for the missing student. 

o Parents should be notified of the incident and it should be documented with an incident report 

 Prior to travel by subway, all staff and volunteers should be informed of the above policies 

 Prior to travel by subway, all children, staff and volunteers should be informed of actions a child should take in 

the event he/she is separated from the group 

o If child remains on the subway after the group exits, he or she should get off at the next stop and go to the 

gate agent or find an MTA uniformed official. 

o If child remains at the subway station, he or she should go to the gate agent or find an MTA uniformed 

official. 
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Child Abuse 

The following are guidelines when there is suspicion of abuse or neglect perpetrated by an individual outside of 

Graffiti 2 Community Ministries.  For instances regarding suspected abuse or neglect perpetrated by a staff or 

volunteer of Graffiti 2, please refer to the Graffiti 2 Sexual Misconduct Manual.   

 While Graffiti 2 staff members are not mandated by law to report any suspicion that a child is being abused, 

neglected or is at risk, all staff members are expected to consult with their on-site senior director if there is any 

suspicion of abuse or neglect.  The on-site senior director in consultation with the executive director will make a 

decision if a report is required. 

 If the on-site senior director and executive director deem a report necessary, a call should be placed to the Child 

Abuse Hotline Number—State Central Registry (SCR): 1-800-342-3720. There should be no anonymous reports 

made to the State Central Registry. 

 The Child Protective Specialist who answers the call will ask for as much information as can be provided about 

both the suspected abuse or maltreatment and the family about which is being called. Below are examples of some 

questions the Child Protective Specialist might ask. Even if you have very little information available to you, 

please call the SCR. The specialists will analyze the information you do have and determine if it is sufficient to 

register a report. 

o What is the nature and extent of the child's injuries, or the risk of harm to the child? 

o Have there been any prior suspicious injuries to this child or his/ her siblings?  

o What is the child's name, home address, and age? 

o What is the name and address of the parent or other person legally responsible who caused the injury, or 

created the risk of harm to the child? 

o What are the names and addresses of the child's siblings and parents if different from the information 

provided above? 

o Do you have any information regarding treatment of the child, or the child's current whereabouts? 

 Document all phone calls to SCR 
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Appendix A 

Emergency Response Drill Documentation 

DATE OVERSIGHT 

SUPERVISOR 

DRILL TYPE COMMENTS 
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Appendix B—Assignments and Job Description—2013 

Oversight Supervisor (Primary—Andrew; Back-Up Ashley) 

Uses bull-horn to announce emergency and the evacuation type that needs to be implemented (shelter-in-place, 

lock-down, evacuation) 

Oversees evacuation and ensures the Emergency Action Plan is followed 

Makes decisions to over-ride Emergency Action Plan as necessary 

 Obtains sign-in, sign-out log from front desk in foyer 

Takes roll using the sign-in, sign-out log 

Communicates when it is safe to return to normal functions 

Assigns roles and ensures all duties are covered when a staff member is absent 

Children and Teen Supervisor (Jacob and Josh) 

Meets children and teen groups at exit and escorts them out of the building (when evacuating) 

 When shelter-in-place or lock-down ensures that students stay in the correct location 

Once students are accounted for, administers any first-aid that may need to be given 

Calms students as necessary utilizing stories, activities or games 

Drag (Kerri) 

If it is safe to do so, checks all locations in building to make sure students have followed the appropriate evacuation 

protocol (these locations include but are not limited to office, storage room, bathrooms, bathroom stalls, kitchen, 

and Fellowship Hall 

In the event that someone is injured within the building, the drag aids that individual in getting to a safe place.  If 

help is necessary, the drag may request the assistance of the Oversight Supervisor or Security Supervisor 

In the event of evacuation or lock-down, turns off all lights 

Emergency Services Contact (Jess) 

 Brings Emergency Backpack when evacuating the building 

 Contacts Emergency Services (911) 

 Waits outside for Emergency Services (if safe to do so) and flags them down to the building 

Security/Monitor (Ashley) 

 In the event of evacuation, ensures that no one re-enters the building 

In the event of lock-down or shelter-in-place, ensures that all doors are closed and no one leaves their designated 

area 

In the event of fire, utilizes fire extinguisher to extinguish fire (if it is safe and effective to do so) 

In the event of fire or other building emergency, turns off breakers and gas (if it is safe and effective to do so) 
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Appendix C 

Emergency Action Plan Manual Annual Review Record 

This form indicates that the annual review of the policy has taken place 

DATE NAME SIGNATURE 
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Appendix D 

Sample Communicative Disease Notification Letter 

 

Date 

Dear Parent or Guardian:  

Head lice have been found on a student with whom your child might have had contact. Please do not be  

alarmed, as this can be a common occurrence among children. Head lice are not a sign of unclean people or homes.  

Please take these precautions: 

1. Check your child’s hair for eggs (also called nits).  

2. If you suspect your child has head lice, ask your health care provider to diagnose the  

problem and recommend appropriate treatment.  

3. Tell Graffiti 2 if your child is diagnosed as having head lice.  

4. If head lice is diagnosed, do not return your child to G2 programs until she or he has been  

treated and all the nits have been removed.  

Information about head lice: 

What are they? Head lice are tiny insects that live only on people’s scalp and hair. They hatch from small eggs (nits) that 

are firmly attached to the individual hairs near the scalp and cannot be easily moved up or down the hair (as can specks of 

dandruff). Nits may be found throughout the hair but are most often located at the back of the scalp near the neck and 

behind the ears. The eggs hatch in 6-10 days, with new lice reaching adulthood about 2-3 weeks later. The lice live by 

biting and sucking blood from the scalp. Lice can survive 1-2 days away from the scalp. Until a person with head lice is 

treated they can transmit them to others.  

How should you check for head lice? You probably will not see the lice, only the eggs. These are tiny, pearl-gray, oval-

shaped specks attached to the hair near the scalp. Look carefully, using a magnifying glass and natural light. Search for 

nits at the back of the neck, behind the ears, and at the top of the head.  

How does a person get head lice? Anyone who has close contact with an infested person or shares personal items can 

become infested. Lice are spread only by crawling from person to person directly or onto shared personal items, such as 

combs, brushes, head coverings, clothing, bedding, or towels.  

What should you do if your child has head lice? If your child does have head lice, everyone in your family should be 

checked, and anyone with nits should definitely be treated.  
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Treatment of head lice:  

1. Use a medicine that your health care provider prescribes or recommends. Use any of these products very 

carefully, and consult a physician before treating children less than 2 years of age, pregnant or nursing women, or 

people with extensive cuts or scratches on the head or neck.  

2. After appropriate treatment, all nits must be removed. This is a difficult and time consuming process because 

nits have such a firm grip on the hair. You can remove them with a special nit-removal comb.  G2 requires the 

removal of all nits to lessen confusion about whether your child is still infested. It is sometimes hard to tell if nits 

are alive or dead. 

3. Check for nits daily for the next 21 days. Most treatments recommend a reapplication 7 days later. 

4. Clean personal items and surroundings:  

 * Machine wash all washable and possibly infested items in hot water. Dry them in a hot dryer.  

 *Put non-washable items (furry toys or pillows) in a hot dryer for 20 minutes  

  *Seal items that cannot be washed or dried in a plastic bag for 10 days (any eggs or lice present will die in 

this time)  

  *Wash combs and brushes in a shampoo approved to kill lice, or soak in hot water for at least 5 minutes.  

  *Thoroughly vacuum rugs, upholstered furniture, and mattresses.  

  *Do not use insecticide sprays because they can be harmful to people and animals.  

When can your child return? If your child was diagnosed with head lice, he or she can return to program one week 

following diagnosis upon the examination of a Graffiti 2 staff member or sooner if a doctor’s note indicates that lice and 

nits are no longer present.  Graffiti 2 has a “No Nit Policy” which means all eggs must be removed. 

If you have any questions or concerns, please do not hesitate to call me at 347-297-8059. 

 

God bless, 

 

 

 

Andrew Mann 

Executive Director 

 

 

 

 


