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Health Care Consultant

The Steward Station Health Care Consultant is Cathy Rhuda who may be reached at 978/887-1530.

Emergency Telephone Numbers
	Emergency
	911

	Fire Department
	978/887-5148

	Police Department
	978/887-6533

	Poison Control Center
	1-800-222-1222

	Beverly Hospital
	978/922-3000

	North Shore Children’s Hospital
	978/745-2100

	Rene Caputo, Program Director
	978/887-2665

	Department of Children & Families
	978/825-3800

	Department of Early Education & Care

                                                     
	978/740-3060 x334


Procedures for Emergencies and Illness
All staff members are trained in first aid and at least one staff member trained in CPR is present at all times.  Such staff members will administer ordinary first aid measures.  In case of serious illness/injury, emergency procedures are outlined on the parent release form.
In case of serious injury or sickness, the ambulance/rescue personnel for the Town of Topsfield will be called to transport the child to the nearest emergency center by the town’s ambulance service.

Parents will be notified of the procedures being taken and, if they can not be reached, staff will begin calling the other emergency contacts listed on the medical release form.

A staff person should accompany the child, if possible and bring the child’s file folder with them at the emergency center.
First Aid Equipment
The location of the first aid kit will be posted at Steward Station as determined by the Program Director.

Contents of the first aid kit will be maintained by the Program Director, who shall monitor the contents ensuring adequate supplies.  The Health Care Consultant will approve the contents.

Mildly and Severely Ill Children Policy
If a child is not feeling well, but not considered so sick that they need to be sent home, staff will ensure that they have the option to rest or have quiet time and be given liquids, etc. to help them feel comfortable until the parent arrives for pick-up. Mild symptoms include but not limited to the common cold, Cough, headache, stomachache, and tiredness. Severe symptoms include but are not limited to fever, chills, temperature over 98.6. Parents/guardians will be contacted for their child to be picked up. Staff will ensure that the child will be comfortable until parent/ guardian arrives.
Policy to Administer Medications
All staff at Steward Station will receive the Medicine Training from EEC’s online training program annually. If a child must take medication while at the program, Steward Station will only administer medication that is prescribed by a physician written orders and the parent must provide a written request.  Steward Station will not administer over the counter medication unless given a note from the child’s physician with instruction for use.  Medications must be brought to the staff in an original container labeled by the pharmacist or physician and will be stored in a locked cabinet or container.  A medication consent form will be given upon request and is required before medication can be administered (signed by both parent and physician). After the medicine is administered (following the 5 Rights method) it will be logged in the medication log book. Any unused medication or empty medicine will be hand delivered to the parent/guardian. Staff shall document on Department of Early Education and Care forms, medications and time administrated.  These records will be maintained in the Program Director’s files. Steward Station will allow parents/guardians, with written permission of the child’s health care practitioner, to train staff in the implementation of their child’s individual health care plan.
Individual Health Care Plan 

The IHCP must include the following: 

Description of the chronic medical condition which has been diagnosed by a licensed health care practitioner.

Description of the symptoms of the condition

Outline of any medical treatment that may be necessary while the child is in our care.

Description of the potential side effects of the treatment

Outline of the potential consequences to the child’s health if the treatment is not administered.
An educator must have successfully completed training relative to a child’s IHCP. This training must be given by the child’s health care practitioner or, with the child’s health care practitioner’s written consent, by the child’s parent/guardian or the program’s health care consultant.  The training must specifically address the child’s medical condition, medication and other treatment needs.  Some examples of an IHCP would include children with asthmatic conditions, allergic reactions, ADHD, or diabetic conditions.  IHCP’s are not required for children without chronic conditions needing oral or topical medications. 
In the event of an unanticipated, non-life-threatening condition requiring treatment (as specified in the ICHP) the educator must make a reasonable attempt to contact the parents/guardians prior to administering the unanticipated medication or beginning the unanticipated treatment. If the parent/guardian cannot be reached immediately, they should be notified as soon as possible after the medication or treatment has been administered to the child.

Steward Station will document the administration of all medications and medical treatments in the child’s medication/treatment log.

Written parental/guardian and licensed health care practitioner authorization shall be valid for one year, unless withdrawn sooner and must be renewed annually, or when the child’s condition changes, for administration of medication and/or treatment to continue. 

A copy of the IHCP must be maintained in the child’s file. It is recommended that a copy if the IHCP also be located in the classroom.

The entire Staff will be trained in the implementation of a child’s IHCP whenever the child is in the care of the program.

In addition to a licensed health care practitioner, training to implement an IHCP may also be given by the child’s parent/guardian or the program’s health care consultant with the licensed health care practitioner’s written consent.

       Epi Pen Policy
The allergies are noted on the health forms as well as on the enrollment forms. All allergies are posted in a blue folder by the phone and on the attendance records. Children with food allergies are required to bring their own snack to Steward Station. Steward Station is a nut free area.
In the event that a child has an allergy that requires an EpiPen, please bring it to Steward Station’s program director. The EpiPen must be in its original labeled container, with the child’s name and directions for its administration. At the beginning of each school year all staff will be trained on the administration of an EpiPen by our nurse consultant.  The EpiPen will be stored in the Evacuation Bag in a sealed clear zip lock bag. The program director will check the expiration date on the EpiPen as well as the box.  The expiration date will be noted on the allergy list posted in the blue folder.  All unused medication will be returned to the parent/guardian on the last day of the school year or when it is no longer need.

Infection Control

In accordance with The Department of Early Education and Care guidelines and regulations, the program will ensure that equipment, items, or surfaces are washed, at least daily, with soap and water and disinfected as need to maintain a sanitary environment. 

Children and staff shall wash hands with liquid soap, and running water, and dry with individual disposable towels before and after handling food, after toileting, after contact with body fluids or discharges, after handling animals or equipment, and after cleaning.

Equipment and surfaces so designated will be washed with soap and water and disinfected per guidelines with a disinfectant solution or an EPA approved solution.

Blood and body fluids – gloves are to be worn and then thrown away in a lined, covered container.  Staff and children will wash hands thoroughly with soap and water after cleaning bloodied or soiled areas. Any bloodied or soiled clothing will be placed in a plastic container or bag, labeled with the child's name, and returned to the parent at the end of the day.

Staff will be trained in the above infection control procedures.

Infectious Disease Management

In accordance with The Department of Early Education and Care guidelines and regulations, the program will ensure that equipment, items, or surfaces are washed, at least daily, with soap and water and disinfected as need to maintain a sanitary environment.

The program will follow the same guidelines used by the Topsfield School System for including and excluding children exhibiting symptoms of infectious diseases.  All parents of children enrolled in the school system are given a copy of the Health Policy.  The policy will be displayed with our health care policy in a visible spot.

Letter will notify parents when any communicable disease has been introduced into the center.

If a child exhibits symptoms requiring exclusion while at the program, parents will be notified to pick up their child, and the child will be made comfortable in an area away from other children until the parent or designated alternate arrives to pick up the child.

Injury Prevention Plan

The Program Director shall daily monitor the program's space to ensure that there are no hazards.  Although this is the director's responsibility, all staff should take responsibility for monitoring the space for safety hazards and take action to remove, repair existing hazards, or to restrict children from the area.
All toxic substances, poisonous plants, medications, sharp objects, matches, and other hazards are to be kept out of reach and secure from all children. Children will be reminded that safety is a priority and will be reminded of proper practices in regular activities.  Any unsafe behavior and, or, activity will be noted and stopped.

Staff will take a first aid kit, Epi-pens, medications, cell phones and each child's emergency card on all field trips.

An injury report form will be completed and placed in the child's file noting an injury, first aid administered or emergency care.  Parents will be presented with a copy of the report.

In order to monitor the safety and to identify problem areas, a central log/file of injuries will be maintained and kept with the director's files.

All unusual or serious incidents regarding behavior, accidents, property destruction, or other emergencies shall be noted by staff and reported to the director for review and appropriate corrective action.

The Department of Early Education and Care will be notified, per regulations, of any serious injury, in-patient hospitalization, or death of a child while in the program’s care.

Abuse and Neglect Policy

In order to ensure the well-being of the children in our care, our staff has a continuing duty under state law to report incidents of possible neglect or abuse, including physical, sexual, and psychological abuse, to the Department of Children and Families, and to cooperate in any investigation of such possible neglect or abuse (Massachusetts General Laws, Chapter 119, Section 51 A).  Staff are mandated reporters and do not have discretion in this matter, but must make such referrals whenever we have reasonable cause to believe that a child might have been harmed by anyone, including non-family members, and we may be subject to criminal penalties if we fail to report such possible harm.  

The following is established regarding the reporting and or recording of child abuse or suspected neglect:

In addition, the following steps will be taken:

Upon notification of suspected abuse or neglect that involves a staff person of the program, the staff person is to be suspended immediately, pending the results of the investigation as conducted by the Department of Early Education and Care and the Department of Children and Families.

Any staff person that observes or suspects neglect in the program must also report such to the Program Director or the President of the Board of Directors of Steward Station immediately and follow up with a written report of the incident.

Upon notification of suspected abuse or neglect that involves a staff person of the program, the staff person is to be suspended immediately, pending the results of the investigation as conducted by EEC and DCF.

The Department of Early Education and Care phone number is 978/681-9684 x334

The Department of Children & Families phone number is 978/825-3800
Resource and Referral Plan

In the case that staff personnel notice the need for special assistance in the area of physical, social or mental, educational or medical development, and the following procedures should be followed:

The staff shall inform the Program Director of their concern.  The Program Director will then observe and record the behavior, review the child’s record for previous referrals and if deemed appropriate, set a meeting with the parent(s).

The parent(s) will be provided with a written statement, which includes the reason for the referral, a summary of the observation and will designate what efforts are being made to accommodate the child’s needs.

A written record of any referral and parent conference results will be kept, including the parent’s written consent to make such referral. 

The program will maintain and make available a current list of resources in the community for the parents.

If the staff feels that educational services are required, referrals will be made to the Topsfield School system’s special education program director.

Policy for Natural Disaster and Evacuation Plan

Daily attendance records will be kept, enabling staff to account for the children if an emergency demands evacuation of the facility.

All staff and children will participate in monthly fire and evacuation drills.  The Program Director will maintain a file record of the date, time and effectiveness of each drill.
The first consideration shall always be the safety and well being of the children.  Plans for natural disasters will vary depending on the severity and the best estimates of the length of time of a natural disaster, consistent with contingent emergency plans developed by the Town of Topsfield as available from the police.

In the case of the loss of heat, power lights or water, a determination of whether or not to remove the children will be made by the Program Director.

If evacuation is to occur during the school day, the children attending the program will accompany the rest of the school children to whatever site school officials choose or as designated by the police. If evacuation is to occur before or after school, the current Topsfield contracted bus service or emergency vehicles will transport children from Steward School to Proctor School or other designated location. Staff will bring children’s information folder with them to begin contacting parents of their child’s whereabouts.  Notices will also be posted on the school’s doors of the children’s whereabouts. 
      Missing Child Policy
Before School Program
1. Site Coordinator is to check voicemail/email for messages from parents/guardians regarding children who will be absent from a program.   

2. If there is not a message from the parent/guardian the site coordinator will call the parent/guardian to confirm absence. 

3. This shall be documented on the daily attendance sheet.

After School Program
     Steward Station K- 3

1. Program Director/Group Leader is to check voicemail for messages from parents/guardians regarding children who will be absent from a program.  Program Director /Group Leader will check with the Steward School office for absent, early dismissed and change of plan children. This shall be documented on the daily attendance sheet.
2. At 3:05PM an announcement that all children attending Steward Station will be dismissed. Attendance will be taken as children enter the cafeteria. If a child does not check in by 3:10pm for the after school program the following procedures will take place:
· Program Director/Group leader will check with the classroom teacher, bus line, pickup line and the office to locate child.

· Parent/guardians will be called at all possible phone numbers.

· If parent/guardian is in a meeting tell it is an emergency.

· If parents/guardians cannot be contacted call emergency contacts.

· If no confirmation of location CALL 911.

Steps to be taken if child is missing form Steward Station during program hours.

· Staff member is to alert Program Director and all staff present of missing child immediately making the announcement 

“Code (missing child name)”.

· Children are to stay where they are with the group leader and/or assistant group leader.

· The group leader along with the Program Director will check bathrooms/hallways/outside areas, etc.

· When the child is located the Program Director or staff in charge will make the announcement “child safe”.

· If not found after 5 minutes or more the Program Director or staff in charge will call 911.

· Program Director will alert parent/guardians of situation.

Steps to be taken if child is missing from Steward Station during program hours off site.

· Staff is to alert Program Director and all staff present of missing child immediately making the announcement “code (missing child’s name)”.

· Children are to stay where they are with group leader and/or the assistant group leader.

· The group leader along with the program director will check bathrooms/hallways/etc

· When the child is located the Program Director or group leader will make the announcement “child safe”

· If not found after 5 minutes or more the Program Director or staff in charge will call 911

· Program Director will alert parent/guardians of situation.
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