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I. Introduction

CNMI Department of Community and Cultural Affairs
Child Care and Development Fund

          The Child Care and Development Fund (CCDF) is a program under the
Commonwealth of the Northern Mariana Islands (CNMI) Department of
Community and Cultural Affairs (DCCA). It is currently capable of serving
approximately 500 families and over  800 children. DCCA, as the designated
government agency to provide support in the coordination of the Emergency
Support Function - ESF 6 (Mass Care and Emergency Sheltering Assistance)
function of the CNMI Emergency Operation Plan; relies on CCDF to carry out the
mission of assisting families needing subsidized child care, and the child care
community by providing uninterrupted services and assistance; or temporary
daycare solutions during emergencies resulting from disaster related events.
To do so, CCDF develops four distinct teams to respond to emergencies and
disasters: the Disaster Communication Team, Disaster Regulatory Team,
Disaster Assessment Team, and Disaster Subsidy Team. CCDF outlines a
planned process and actions to follow before, during and after a disaster
strikes. And, with the permission from the office of the CNMI Homeland Security
and Emergency Management (HSEM), the CCDF Disaster Team implements
disaster response and recovery activities for the child care community.
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II. Summary
The CNMI DCCA-CCDF /CCLP Emergency Preparedness,
Response, and Recovery Plan (EPRRP) guides all concerned
as to what steps CCDF takes before, during, and after
emergencies. It is to include, but not limited to provisions for:
the coordination and communication in the event of a
disaster or emergency, assistance in relocating occupants of
any affected facility, the assessment of providers’ needs, the
provision for the establishment of temporary child care
facilities, if needed; and the evaluation of CCDF’s, along with
partner agencies’ core capability to respond effectively. This
plan is to align with the CNMI Emergency Operations Plan to
which DCCA, the department overseeing CCDF, is one of the
agencies to support ESF 6 Function or Mass Care of the CNMI
EOP. Also, the CCDF EPRRP provides information directing staff
and volunteers in all aspects of emergency preparedness,
disaster response, and disaster recovery.
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III. Overview
of Disaster
Concept 

The CNMI DCCA-CCDF/CCLP Emergency Preparedness, Response, and
Recovery Plan (EPRRP) is developed to provide guidelines and information to
assist DCCA and the child care providers in preparing and responding,
appropriately, effectively and efficiently to an emergency/disaster. This plan is
designed to: prepare in advance, provide an immediate and efficient action
plan, and respond to the needs of all concerned once an emergency strikes,
including but not limited to, the provision of uninterrupted service.

This plan outlines instructions to follow before, during and after a disaster in
assisting affected and potentially affected families and child care providers.

A. Purpose

B. Scope

Situations
The Child Care and Development Fund (CCDF) office is situated on Capital Hill
on the island of Saipan, Government Building Number 1344. The location is
about 300 feet above sea level and approximately 1.5 miles away from the
shoreline. It can be reached by turning right at the Capitol Hill traffic light
intersection on the main road coming from downtown Garapan. After turning
right, proceed going uphill and make a left at the first main cross- intersection.
Drive straight and pass another cross-intersection until reaching a roundabout
traffic loop. Building #1347 where the CCDF office is housed is the second
building on the right upon entering this roundabout traffic loop. 

C. Situations and Assumptions
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Mitigation
This phase occurs all through-out the planning stages of disaster readiness.
CCDF takes the steps of providing public awareness on disasters such as
developing and distributing brochures that explain steps to take during
emergencies, as well as providing year-round training to providers and staff on
operational/organizational resiliency, etc. This also entails mapping the islands
to identify specific vulnerabilities of particular location to disasters that may
warn situated providers, and discourage future establishment of child care
homes and centers in disaster prone areas. Pre-positioning of recovery related
resources is during this phase as well. All of these strategies will support the
goal of reducing the devastating effect of a disaster.

Preparedness
This stage requires CCDF to periodically monitor the efficiency of its
emergency preparedness, response, and recovery plan and that of every child
care provider by way of drill/exercise. CCDF shall also devise island wide
simulated exercises for staff and providers to undertake each year with
“upgrading” to occur when warranted to improve childcare-wide readiness.
This stage also includes conducting inventory of available resources such as
but not limited to: buildings, vehicles, manpower, communication and
operation equipment, various forms vital to emergency/disaster response
activities. This stage is when agreements involving partner agencies are forged
that will ensure effectiveness of coordination during response and recovery
phase. (See Appendix 7)

Response
This is the “act and assist” stage, when the Department’s Response Assistance
Coordinators (RAC) Team is activated. Simultaneously, the CCDF and the Child
Care Licensing Program (CCLP) disaster team activates in close coordination
with the DCCA RAC team and partner agencies. The DCCA RAC team
coordinates and reports to the CNMI Emergency Operations Center (EOC), the
CNMI’s central command on disaster response, and recovery activities. (See
Appendices 1, 2, 3, and 12)

D. Phases of Management

4

Assumptions
The Child Care and Development Fund Program has sufficient resources to
serve efficiently and effectively the child care community during
emergency/disaster situations. In the event of in-house incapability, it will be
necessary to request assistance from partner agencies, both public and
private. In situations similar to typhoons and inclement weather, wherein
hazards can be readily anticipated, providers are expected to have utilized
their resources and discretionary closed or/and have secured their facilities in
advance. 
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Recovery
This stage is when the CCDF and CCLP disaster team in close coordination with
the DCCA RAC team and partner agencies goes out in the aftermath of a
disaster to assess the condition of child care provider facilities and the child
care community as a whole. Coordinates with the RAC team and partner
agencies to deliver needed assistance to distressed families and providers at
the same time, swiftly facilitating to authorize temporary child care facilities or
the safe return to normal operation of existing facilities less affected by
disaster, the soonest time possible. (See Appendix 10)

During the stages of response and recovery to disaster situations, the CCDF
and CCLP disaster team, as approved by the CNMI HSEM chief via the DCCA
RAC commander, activates with the sole objective of ensuring continuity of
child care services to the community. All information received by the CCDF and
CCLP disaster teams from providers, are relayed to the Team leader.
Meanwhile, the DCCA Secretary as the DCCA-RAC Commander or his/her
designee receives reports from the rest of RAC team-leaders, compiles all
emergency response activities needed and then forwards the information to
the Emergency Operations Center (EOC) headed by the Homeland Security
and Emergency Management’s (HSEM’s) Special Assistant to the
Administration. Then, the HSEM SAA prepares and directs the response
activities. It is also the HSEM SAA who updates the Governor of the disaster
activities being carried out as well as progress of said activities. After
accomplishing the CCDF and CCLP disaster team’s response and recovery role
to the child care community, the CCDF and CCLP staff rejoins the DCCA RAC
team.

E. Command and Control

Necessary measures are in place to ensure uninterrupted services to CCDF
families. It is assumed that child care partner agencies maintained intra-
agency protocols on preventing their offices from being incapacitated thereby
enabling them to function during disaster situations, as per the CNMI EOP of
2010.

F. Continuity of Government

CCDF/CCLP is responsible for developing and updating this emergency
preparedness, response, and recovery plan biannually to adapt to the
changing world around us. Also, to reflect on the knowledge and information
and updates acquired from trainings attended, tests, drills and exercises
performed, as well as experiences from actual emergencies and disasters,
domestic and foreign.

G. Plan Development and Maintenance
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In order to carry out its role in supporting child care families and child care
providers with safe and healthy alternatives during and after
disasters/emergencies, CCDF and CCLP undertake the following disaster
functions using the following management structure made up of specific
disaster teams, and maintain close coordination with the DCCA department’s
RAC team. 

 Disaster Communications Team (See Appendices 3 and 14d) 1.
The Disaster Communications Team ensures that the child care community is
well informed of CCDF and partner agencies’ assistance systems as well as
improving collaboration with partners to avoid duplication of efforts especially
if the need to relocate children off-site arises. 

Functions include: 
Secures (through the Department Secretary) Memorandum of
Agreement from various partner agencies (See Appendix 12) 

a.

Through partnerships, creates/maintains a pool of volunteers to
supplement an eventual need for manpower. Coordinates
response/recovery efforts by collecting first-hand knowledge of the
operating status of providers and partners and the extent of damage
incurred.  

b.

Central point of communication with partner agenciesc.
Activates CCDF and CCLP Emergency/Disaster Team.i.
Collects and shares information of response/recovery efforts with
CCDF, CCLP and its partners.

ii.

Contacts Disaster Teams, partner agencies and volunteers for
briefing, as needed.    

iii.

Receives/monitors calls from child care providers’
emergency/disaster coordinators. It is a MUST that ALL providers
communicate with CCDF during the first thirty (30) minutes following
an emergency declaration or at the soonest time possible.   

iv.

Contacts emergency coordinator/s of child care providers that
failed to voluntarily call CCDF within the first thirty (30) minutes of a
known emergency.

v.

Monitors relocation and reunification efforts of affected families.d.
Updates the DCCA RAC Commander of all CCDF and CCLP disaster
preparedness, response and recovery activities.

e.

H. Disaster Plans and Functions
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2. Disaster Assessment Team (See Appendices 4 and 14a) 
The Disaster Assessment Team evaluates the functionality of CCDF, its key
partners, and all stakeholders. Determines the severity of damage as well as
identify affected child care facilities. 

Function includes: 
Evaluates CCDF resources that may have been affected by the disaster.
Develops appropriate remedies as needed.  
Inventories resources to ensure readiness for deployment when requested.
(Resources to be deployed are to last a minimum of 72 hours on duty.)
Conducts phone call assessment survey of all CCDF child care providers
Conducts actual site assessment survey to all CCDF child care providers
Inventories and facilitates issuance of pre-positioned resources to
distressed child care providers and families 
Provides emergency inspection referrals to the Disaster Regulatory Team.
Provides emergency pre-eligibility referrals to the Disaster Subsidy Team.
Reports assessment results to the CCDF and CCLP Team Leader. 
Works closely with the Subsidy Team to expeditiously assess validity of
claims of emergency child care subsidy applicants i.e., condition of
applicant’s residence, immediate vicinity, etc. (See Appendix 9).   

3. Disaster Regulatory Team (See Appendices 5, 14c, and 18)  
The Disaster Regulatory Team functions with the goal of expeditiously
facilitating the development of temporary child care, be it in existing facilities
or, on pre-determined alternate sites. This team works on developing special
licensing policies as needed, and re-establishing healthy and safe care the
soonest time possible. 

Functions include:
Ensures that healthy and safe child care services are accessible to meet
the needs of children and parents.
Provides flexibility for child care programs attempting to meet basic safety
and health standards to reopen or if possible, and as warranted, expand
capacity.
Secures (thru the Department Secretary) MOAs with concerned public and
private entities to support continuity of services.
Thru partnerships, creates a pool of potential emergency child care
businesses to avoid shortage of providers to serve disaster stricken families.
Reports/monitors case of neglect/abuse situations and disaster trauma in
child care settings.
Reports/monitors children identified of having chronic medical conditions.
Monitors children with sickness to avoid pandemics and outbreaks of
contagious diseases.
Works closely with the Disaster Assessment team in addressing and
supplementing the ability of providers to continue healthy and safe
operations. If the situation permits, does a phone survey using a checklist.
(See Appendix 9).  
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4. Disaster Subsidy Team (See Appendices 6 and 14b) 
This Disaster Subsidy Team ensures a continuous and expeditious
reimbursement of child care service payments, identifies current CCDF families
temporarily not in need of the services, and comes up with an expedited
system of enrolling emergency families needing temporary subsidized child
care services as a result of a disaster; within the financial capability of the
CCDF program. 

Functions include:
Ensures the provision of uninterrupted subsidy services.
Assesses current families’ need for child care services.
Encourages volunteerism among current CCDF families to temporarily
suspend their eligibility and give way to the most in- need families of a
disaster. 
Develops a mechanism to accommodate emergency families during
disaster, giving priority to families serving as volunteers of disaster recovery
groups, homeless families, and families attending to repairs of primary
abodes.
Develops criteria to temporarily suspend eligibility of current families
deemed not in need of child care services due to disaster related
circumstances. 
Identifies additional funding sources to support enrolling of emergency
child care applicants.
Works closely with the Disaster Assessment Team to expeditiously assess
validity of claims of emergency child care subsidy applicants, i.e., condition
of applicant’s residence, immediate vicinity, etc.
Develops a back-up system to ensure vital records are retrievable at all
times.

5. Disaster  Team Leadership (See Appendix 2)  
For clarity and command responsibility during and after response/recovery
stage, the CCLP supervisor is the designated over-all team leader who directs
all emergency/disaster activities. In the absence of the CCLP supervisor, the
CCDF/CCLP EPRR PLANNING lead staff assumes the team leadership. 

Consequently, the CCDF/CCLP Health and Safety Inspector assumes leadership
in the absence of both the CCLP supervisor and the CCDF/CCLP EPRRP lead
staff. Although unlikely to happen, the CCDF senior eligibility specialist takes
over as the team leader if all three mentioned above are unavailable to
assume the post.



IV. Coordinating
with the Lead
Agency and Key
Partners

There are three levels of activation of the CNMI Emergency Operations Center
(EOC): Level 3 (being the lowest) to Level 1 (being the highest or most complex).
The CNMI Governor is the only authority to declare a state of emergency or
disaster for the CNMI. Per the “All Hazard CNMI Emergency Operations Draft
Plan of 2010,” the responsibility of directing response and recovery activities
during disasters rest solely with the CNMI Homeland Security and Emergency
Management (HSEM) office, the agency with direct control of the CNMI
Emergency Operations Center. Once a disaster is declared by the Governor,
the HSEM chief (Special Assistant of the administration) activates the
Emergency Operations Center (EOC) and assigns the mission to the Director of
EOC. (See Appendix 1)

At this point, and as per the CNMI EOP, the Secretary of the Department of
Community and Cultural Affairs (the department’s RAC Commander) reports
to EOC where the Multi Agency Coordinators (MAC) team, composed mostly of
the governor’s cabinet, convene to reconcile their differences on policies and
procedures and come up with a multi-agency response. He/she may then
activate the DCCA Response Assistance Coordinators (RAC) Team depending
on the activation level recommended by the EOC Commander. However, and
when warranted, the CCLP supervisor, being the Team Leader of the CCDF and
CCLP disaster team, requests from the DCCA RAC commander to relieve the
CCDF and CCLP staff as DCCA RAC members, and activate the CCDF and CCLP
disaster team. The CCDF Administrator will serve as an alternate person in the
unlikely, but not unheard of event, that the CCLP Supervisor is unable to fulfill
the role Team Leader for reasons beyond his or her control. 

A. Disaster Response Activation Process
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Upon approval of the request by the DCCA RAC commander, the CCDF and
CCLP disaster team initiates its designated disaster response and recovery
functions and reports from time to time the response/recovery status to the
RAC team commander. The rest of the DCCA-RAC Team, headquartered at the
CNMI Arts Council Building awaits instructions from the DCCA Secretary (DCCA
RAC Commander), on the nature of support the EOC needs from DCCA. (See
Appendix 2) 

1. DCCA Department Secretary and DCCA RAC Commander
2. DCCA Deputy Department Secretary and DCCA Dep. RAC Commander
3. Liaison Officer and Reliever
4. DCCA Safety Officer and Reliever
5. DCCA HQs Dispatch Officer and Reliever
6. Fiscal Affairs Officer
7. In-charge of Logistics Section and Reliever
8. In-charge of Supplies and Reliever
9. In-charge of Short Term Shelter and Reliever
10. In-charge of Long Term Shelter and Reliever
     (See Appendix 2)

B. DCCA Response Assistance
Coordinators (RAC) Team

1. CCDF, PROGRAM ADMINISTRATOR 
2. CCDF, CO-ADMINISTRATOR/ACCOUNTANT
3. CCDF, QUALITY ACTIVITIES COORDINATOR
4. CCDF, PROGRAM ELIGIBILITY SPECIALIST
5. CCDF, ELIGIBILITY SUPERVISOR
6. CCDF, ADMINISTRATIVE SPECIALIST
7. CCDF, ELIGIBILITY SPECIALIST
8. CCLP, ELIGIBILITY WORKER I
9. CCLP, CCLP SUPERVISOR
10. CCLP, SAFETY INSPECTOR
11. CCDF/CCLP, SECRETARY III 

C. CCDF and CCLP Emergency/Disaster
Team Members 
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When the EOC is activated, and the convening of the Multi Agency
Coordinators (MAC) team at the EOC takes place, the DCCA Secretary ensures
that all Response Assistance Coordinators (RAC) Team leaders and members
are duly notified and on standby. 

At this point, the CCDF and CCLP Disaster Team Leader, as approved by DCCA-
RAC Commander, subsequently activate the communications function to
contact key partners and other stakeholders of the child care community. It
remains open and manned until all life threatening conditions are minimized if
not eliminated. Consequently thereafter, a large part of CCDF and CCLP
communication efforts should be on advising key partners of the response and
recovery phase and conducting phone/actual survey/assessment of child
care providers’ and child care families’ status. Facilitating relief and assistance
activities follows thereafter (See Appendices 3 to 6).  

CCDF’s mapping of the jurisdiction will be utilized to project which child care
facilities are most probably impacted by the disaster thereby prioritized for
response and recovery purposes. Simultaneously CCDF and CCLP Disaster
team; under specific circumstances, and as approved by the DCCA Secretary,
activates and implements the emergency child care licensing policies (See
Appendix 10).

Tasked by the EOC to function as a support group on Mass Sheltering, the
DCCA Secretary or his/her designee convenes the DCCA-RAC team, gives
specific team assignments to carry out the department’s function but relieves
the CCDF and CCLP to participate. From here on, CCDF and CCLP detached
from the DCCA RAC team to execute the child care disaster response and
recovery activities for the child care community. CCDF and CCLP implements
evaluation and assessment mechanisms to determine the extent of damage
inflicted by the disaster and prepares to provide assistance to the child care
community. With the help of partner agencies, assessments continue
periodically thereafter until CCDF and CCLP determine that affected child care
providers are back to normal operation or at least, able to offer/serve families
with (at a minimum) safe child care services at their repaired/relocated site.
(See Appendices 3 to 6)

D. Key Partner Agencies Coordination 
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CNMI Department of Community and Cultural  Affairs-Child Care and
Development Fund/Child Care Licensing Program (DCCA-CCDF/CCLP) and
HSEM/EOC Coordination (See Appendix 12.a)

1.

The HSEM recognizes the emergency/disaster function of CCDF outlined on its
state plan and approved by Region IX. HSEM includes CCDF emergency or
disaster roles on the CNMI Emergency Operations Plan (EOP). 

Through the DCCA Secretary, CCDF and CCLP generate a written document
that enables CCDF and CCLP DISASTER TEAM to utilize their resources solely for
purposes of response and recovery assistance to the child care community. 
HSEM/EOC and CCDF/CCLP pre-identify specific holding area (per village) for
residents needing transportation assistance to mass evacuate.
If mass transportation is inevitable, and CCDF/CCLP resources is maxed out,
EOC advises Commonwealth Office of Transit Authority (COTA) to assist
evacuating the CCDF community to safer grounds. 
HSEM/EOC and CCDF/CCLP develop periodic training opportunities for the day
care providers to enhance emergency/disaster preparedness, response, and
recovery readiness of the child care community.
For more information, see appendix 12a.

2. CCDF AND CCLP Coordination (See Appendices 2a and 12h)  
CCDF and CCLP are two distinct sections under the DCCA. For purposes of EPRRP,
these two programs act as one with an agreement to compose the leadership
and membership of the CCDF and CCLP Disaster Team to carry out all disaster
response and recovery planning, coordination, and implementation. The
agreement describes, among others, the chain of command that ensures timely
activation of the team, timely assessment of damages incurred, and timely
delivery of disaster assistance across the child care community to support
program continuity thereby ensuring uninterrupted child care services. For a
more detailed description of the CCDF and CCLP coordination. For more
information, see appendices 2a and 12h.

3. CNMI DCCA-CCDF/CCLP and the CNMI Department of Public Works -Building
Safety Office  (DPW-BSO) Coordination (See Appendix 12b) 
Through a Memorandum of Understanding, the CNMI DCCA-CCDF/CCLP and the
CNMI DPW-BSO agree to share manpower resources and collaborate on
activities that ensure all child care facilities religiously adhere to the uniform
building safety code standards. As a means of mitigation and in coordination
with the CNMI Zoning Board office, may discourage establishment of new
daycare facilities on structurally compromised and non-typhoon resistant
buildings as well as on pre-identified disaster prone locations. For more
information, see appendix 12b.

4. CNMI DCCA-CCDF/CCLP  and the CNMI Department of Finance (DOF)
Coordination (See Appendix 12c)
Through a Memorandum of Understanding, the CNMI DCCA CCDF/CCLP and the
CNMI DOF agree to collaborate on issues regarding expedited acquisition of
business licenses of emergency child care providers. Both programs
collaboratively work for the timely reimbursement of child care services, and
uninterrupted payment of child care services. For more information, see
appendix 12c.
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5. CNMI DCCA-CCDF/CCLP  and the CNMI Department of Public Safety (DPS)
Coordination (See Appendix 12d)  
Through a Memorandum of Understanding, the CNMI DCCA-CCDF/CCLP and
the CNMI DPS agree to closely work together to timely acquire criminal and/or
civil conviction records and SORNA clearances of caregivers and caregiver
applicants. Coordinate closely on matters concerning documentation
requirements from the national and international comprehensive background
check system to ensure safe child care services. For more information, see
appendix 12d. 

6. CNMI DCCA-CCDF/CCLP and the CNMI Department of Fire and Emergency
Medical Services (DFEMS) Coordination (See Appendix 12e) 
Through a Memorandum of Understanding, the CNMI DCCA-CCDF/CCLP and
the CNMI DFEMS agree to closely collaborate on issues relevant to improving
daycare facilities’ execution of fire evacuation drill, conducting fire prevention
related trainings and technical assistance, and the timely issuance of
clearances and certifications that are required to support uninterrupted child
care services even after a major disaster. For more information, see appendix
12e. 

7. CNMI DCCA-CCDF/CCLP and the CNMI Department of Labor (DOL)
Coordination (See Appendix 12f)
Through a Memorandum of Understanding, the CNMI DCCA-CCDF/CCLP and
the CNMI DOL agree to conduct presentations related to the Fair Labor
Standardization Act and other DOL-related activities for the child care
community, to develop pre-service training sessions for community members
interested in pursuing child-care related career opportunities, and to share
information related to unauthorized labor practices of daycare operators. For
more information, see appendix 12f.  

8. CNMI DCCA-CCDF/CCLP and the Commonwealth Healthcare Corportation
(CHCC) Coordination (See Appendix 12g)
Through a Memorandum of Understanding, the CNMI DCCA-CCDF/CCLP and
the CHCC agree to coordinate on issues to prioritize health and sanitation
inspection and certification of child care facilities to support provision of
uninterrupted child care services. Both programs agree to waive or diminish
certain regulatory provisions when deemed not to jeopardize the health and
well -being of children and adults. Team up to monitor mental and behavioral
matters concerning child care children, families, and staff. For more
information, see appendix 12g. 



V. Ensuring Continuity/Temporary
Child Care Services
During and After a
Disaster

Assessment Team ensures monthly acquisition of updated list of CCDF
approved providers, including license exempt providers, with the most
current staff and student rosters from the Child Care Licensing Program
and shares with the Disaster Teams.
Communications and Assessment Teams create/maintain/update a
territory-wide EP and RRP template to aide providers in developing their
respective Emergency Preparedness and Response Plan including a
program recovery provision after a disaster.  
Communication and Assessment Teams receive a comprehensive
emergency preparedness, response, and recovery plan from child care
providers. It is a must for the plan to have the provision of informing the
CCDF office of any emergency related situation 30 minutes after, or the first
chance possible. 

Current child care providers are required to submit a comprehensive
emergency preparedness, response, and recovery plan during their
CCDF certificate renewal process to continuously serve CCDF families.
Applying child care providers are required to submit a comprehensive
emergency preparedness, response, and recovery plan to get certified
to serve CCDF families.              
Periodic visits to child care provider facilities are done to verify plan’s
completeness and workability. 
Provider updates plan and resubmit as recommended.

CCDF/CCLP staff attend work group meetings both; in-house or elsewhere,
related to emergency/disaster preparedness, response, and recovery.
CCDF in coordination with the child care licensing program requires and
monitors Emergency/Evacuation Drills of child care facilities

Child care providers serving CCDF families periodically conduct,
document, and make available for inspection the proof of drills and
exercises done at their facilities. 
Child care providers serving CCDF families participate in island-
wide/territory-wide drills and exercises.

A. Preparedness Activities
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The Communications Team acquires and maintains an updated list of
phone contact information of CCDF providers, emergency/disaster
preparedness, response, and recovery coordinators and partner agencies.
The Subsidy Team generates the required forms to be completed by
applying families of the child care subsidy reimbursement program. 
The Regulatory team (with the approval/concurrence of the DCCA
Secretary) shall maintain a list of prospective emergency child care
providers to tap when shortage of providers arises after disaster.
The Assessment Team generates the required forms (See Appendix 9) to
assess damages incurred from a disaster.
The Communications and Regulatory Teams, with the assistance from the
rest of the Disaster Teams (with the approval/concurrence of the DCCA
Secretary) shall secure Memorandum of Agreement from public and
private agencies holding needed essential services to facilitate an
expedited establishment of temporary child care facilities post disasters.
The list of these agencies may include but not limited to the: Child Care
Licensing Program, Homeland Security Management Office, American Red
Cross, CNMI Public School System (PSS), CNMI PSS Early Head Start/Head
Start Program, Association of Private Schools, Building Safety Office,
Department of Fire and Emergency Medical Services (DFEMS) Fire Division,
Department of Finance, Commonwealth Health Care Center, and CNMI
Department of Public Works -Building Safety Office (DPW-BSO).
As an additional requirement to current and applying providers —and in
coordination with the CCLP/CCDF’s ultimate goal, 

Child care providers shall include on their emergency preparedness,
response, and recovery plan an alternate site to relocate, when needed
Child care providers shall identify on their EPRRP material a list of
partnering groups willing to provide relocation area, when needed.
In the interim and through Memorandums of Agreement (MOAs), CCDF
facilitates transfer of child care services of families from affected CCDF
centers to unaffected or less affected CCDF centers while working with
the provider on its goal of having the ability to self-relocate to a more
conducive facility. Due to the reality that CNMI being most vulnerable to
disasters caused by heavy rains, extremely strong winds, and flooding
due to storm surge or tsunami, CCDF plans to pair up providers
(licensed and license-exempt) situated on low lying areas to the
nearest provider (licensed and license-exempt) situated on higher
grounds as an approach to address temporary relocation, i.e.:

Loving Hands Daycare relocates to Loving Hands Kindergarten &
Nurturing Center.
Holy Angel Daycare relocates to Gana Daycare.
NMIS relocates to the upper floors of the Marianas Business Plaza
(MBP).
Green Meadows Gualo Rai (Pure Love Daycare 2) relocates to R and
EQ Daycare.
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Golden Harvest relocates to Gana Daycare
Smart Start 1 relocates to Smart Start 2. 
License-exempt providers that do not have an alternate site to
relocate may be relocated along this scheme as well.
The scenarios above are examples only. Prior communication and
coordination with providers must be done so everyone is aware of
the course of action.

1. Disaster Communications Team
ALL CNMI DCCA-CCDF/CCLP disaster teams shall:

Assists with the communications function, following an impending
emergency/disaster and/or emergency/disaster declaration. 
Activates the DCCA-CCDF/CCLP Emergency/Disaster Response Team.   
Contacts Disaster Teams, and joins partner agencies (CCLP and DCCA-
RAC) and volunteers for briefing.
Implements the “Post Disaster Response and Recovery Timeline of
Activities” (See Appendix 13)
Receives calls from child care providers’ emergency/disaster coordinators,
if any. It is a MUST that ALL providers are well informed to communicate with
CCDF/CCLP during the first thirty (30) minutes following an
emergency/disaster declaration or at the soonest time possible.   
Contacts child care providers that failed to voluntarily communicate with
CCDF/CCLP the first thirty (30) minutes of a declared/known emergency.
Produces and prepares emergency/disaster response and recovery
assessment forms and other related emergency child care referral forms. 

2. Disaster Assessment Team
Contacts CCDF and CCLP staff and volunteers to assess internal manpower
resources available,         
Inspects condition of the CCDF and CCLP offices including availability of
basic utility services,
Assists the Communication Team on collecting updates from affected
providers

Prioritizes providers servicing infants and very young children, children
with disabilities, and children with predetermined medical condition/s
Dispatches disaster relief goods/supplies to affected families/providers
Dispatches available health and safety supplies assistance to prevent
the spread of pandemic diseases in child care facilities

Conducts phone surveys of CCDF providers and families relative to
damage incurred.  

B. Response and Recovery Activities
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At the first chance possible, visits child care facilities to evaluate their
physical condition, and to observe/gather health/medical and emotional
challenges of affected families and providers. Relays information gathered
to the CCDF and CCLP disaster team leader. 
Regulatory and assessment teams may expedite processing of emergency
child care provider applicants to address shortage of providers. 
Or upon request from the subsidy team, visits residences of affected
families applying for emergency child care services for verification
purposes.
For more information, see appendix 13.

3. Disaster Regulatory Team
The CCLP supervisor, as the over-all CCDF and CCLP disaster team leader,
heads both the communications team and the regulatory team. For more
information, see appendix 13.
Implements special child care licensing policies with the
approval/concurrence of the DCCA Secretary

Immediately communicates with key regulatory partners like CHCC, PSS,
DPW-BSO, CHCC, Department of Fire and Emergency Medical Services
(DFEMS) Fire Division, Business Licensing office, the CNMI Zoning Board,
etc. to activate emergency child care policies that may waive specific
regulatory requirements on a case to case basis. 

Prioritizes assistance activities to providers servicing infants and very
young children, children with disabilities, and children with predetermined
medical condition/s

Relays needed emergency medical and mental services assistance
information and requests from CHCC to dispatch responders.
Coordinates with PSS bussing section regarding transportation needs of
affected families/providers to CHCC (specifics will be provided after
inter agency meeting).
Teams up with CHCC on preventing pandemic diseases (specifics will
be provided after inter agency meeting).
Relays information to CHCC suspected cases of pandemic diseases
(specifics will be provided after inter agency meeting).

Maintains record of provider facilities affected by the disaster.
Teams up with the DPW-BSO to inspect provider facility’s structural
condition to determine suitability to resume operations or to close down
and relocate (specifics will be provided after inter agency meeting).
Teams up with the DPW-BSO in closing down child care facilities operating
on identified structurally compromised buildings (specifics will be
provided after inter agency meeting).
Assists the Communication and Assessment Teams on information
gathering. 
Deploys site inspectors as soon and safely as possible. 
Analyzes data on the number of centers and families affected.
Recommends if a child care center affected by the disaster needs to
relocate and facilitates speedy relocation.
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Discusses the list of able providers that can assist in the disaster response
and recovery phase with the CCDF Program Administrator. 
Relays regulatory evaluations, regulatory challenges, and regulatory
accommodations provided to affected providers with the rest of the team.
Facilitates safe evacuation of affected families/providers when needed
and/or instructed.    
Continuous monitoring on compliance of child care health and safety
regulations.
Regulatory and assessment teams may expedite processing of emergency
child care provider applicants to address shortage of providers. 
Regulatory team implements case by case exemptions to licensing policies
(See Appendix 10): 

May allow provider to care for as much as twice its licensed capacity 
May waive the children to staff ratio except on the very young (0 – 2 y.o.)
age group.
May waive licensing requirements deemed non-critical to health and
safety such as food handler certificate, staff work experience, etc.
May accept incomplete provider application packets to expedite
issuance of conditional license for emergency child care providers
May allow 16 year old volunteers to administer child care services
May allow adult household members to provide care
Prepares a pool of prospective emergency child care providers.

4. Disaster Subsidy Team
Updates the Communication Team of additional information (if any) that
CCDF needs to disseminate to the public. 
Makes available all forms required for the possible enrollment of
emergency child care families,
Implements the emergency procedure and processes of the child care
program subsidy payments.
Receives data from the Assessment team regarding number of affected
families.
Coordinates with the Department of Finance on funding to subsidize
emergency child care services for emergency families affected by
disasters.     
Activates the child care emergency subsidy program upon determination
that funding is available
Conducts outreach programs to expedite emergency enrollment of needy
families 
Sets aside funds for emergency/disaster volunteer incentives.           
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Subsidy team may waive eligibility and subsidy regulations (See Appendix
9):

Payment invoice attachments policy except for the child/children
attendance sheets at the daycare. 
May pay for services rendered 24 hours a day seven days a week.
Waives the citizenship requirement of supposed recipients.
Waives eligibility requirement on approved activity if the applicant is
involved on any disaster recovery matters.
CCDF administrator is not the sole signatory of emergency certificates
of confirmation. Any two signatures of CCDF staff constitute an approval
Will process and approve eligibility applications within 48 hours.
For more information, see appendix 9.



VI. Resiliency
Plan 

CCDF and CCLP merges to form a CCDF and CCLP Disaster Preparedness,
Response, and Recovery Disaster Team housed at Government Building
Number 1344, the CCDF office.
Ensures that the building where CCDF office operates is typhoon and
tsunami ready i.e., a fully concrete building:

With anodized aluminum typhoon shutters for doors and windows,
With a 40 kva back-up power generator,
With a 1,000 gallon emergency water tank,
Is situated farther inland, and on a significantly elevated location.

Develops emergency policies, forms, and partnerships with public and
private agencies (through the DCCA Secretary) —specifics will be provided
after inter agency meeting.
Maps out the territory that depicts location of child care facilities, marking
vulnerabilities of villages to disasters, as well as identifying evacuation
routes and the spots of emergency shelters to go to. (See Appendix 8)     
Conducts outreach programs and public awareness campaigns to
establish a pool of volunteers and a wait-list of temporary child care
providers.
Maintains a substantially adequate stock of basic household and daycare
supplies like; bottled water, first aid kits, cleaning supplies, etc. intended to
support child care providers in the event of emergency/disaster. (See
Appendix 7)
Maintains a stock of portable power generators intended to loan to child
care facilities during emergencies.
Develops a program to assist child care facilities acquire and maintain a
healthy and safe water reservoir system ready to be used during and after
an emergency.
Backs up files and information systems daily (Back up the system on what?
External Drive?).                        
Submits regularly to the Office of Homeland Security and Emergency
Management and other public and private agency partners, thru the RAC
Team (DCCA Secretary), updated data of daycare centers that include
daycare enrollment and staff rosters, contact numbers, location and known
vulnerabilities of individual daycare sites.

A. Mitigation Activities
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Teams up with the Zoning Board and CCLP to discourage establishment of
new child care facilities in areas identified as disaster prone. 
Teams up with the Building Safety Office in order to discourage
establishment of new child care facilities in structurally-challenged
buildings. 
Coordinates with non-CCDF institutions and business entities that may
provide support to the business continuity quests of child care providers.
Submits regularly to the Office of Homeland Security and Emergency
Management and other public and private agency partners, thru the RAC
Team (DCCA Secretary), updated data of daycare centers that include
daycare enrollment and staff rosters, contact numbers, location and known
vulnerabilities of individual daycare sites.

B. Networking and Partnerships

Across the CCDF child care community, stakeholders adhere the policy to
contact each other in the aftermath of an emergency or disaster within 30
minutes after any emergency related situation or the first chance possible. 
Child care providers assign their respective emergency/disaster manager
and update the CCDF and CCLP of their contact information as needed. 
Child care providers update the CCDF and CCLP of their CCDF
parents’/guardian’s contact information as needed.
Emergency/disaster notification system and procedure of daycare facility
is an essential attachment to the daycare facility’s parent hand out. Upon
enrollment of a child to a daycare center, the center conducts a mandatory
orientation that includes having parents familiarize themselves with the
notification procedure early on. (See Appendices 15, 16, and 17)
Emergency/disaster reunification procedure of daycare facility is an
essential attachment to the daycare facility’s parent hand out. Upon
enrollment of a child to a daycare center, the center conducts a mandatory
orientation that includes having parents familiarize themselves with the
Reunification procedure early on. (See Appendices 15, 16, and 17)
CCDF provider upgrades the evacuation alarm system to include a
centralized alarm device audible all around the facility.
CCDF child care providers shall have a battery-operated radio in all centers  
available to be able to receive emergency updates/notification in case of
loss of cellular/phone communication. 

C. Efficient Communication and
Notification Systems



VII. Requirements
and Technical
Assistance

CCDF in coordination with the CCLP requires child care providers to develop
and implement a comprehensive Emergency Preparedness, Response, and
Recovery Plan:

Pursuant to the Child Care & Development Fund Rules and Regulations -
Northern Mariana Islands Administrative Code (NMIAC) Subsection 55-
60-201(d)(1)(iii)(E)(III) 
Pursuant to the Child Care Standards Rule and Regulations - Northern
Mariana Islands Administrative Code (NMIAC) Subsection 55-40.1-254
(a)(b); NMIAC 55-40.1-356 (a)(b); and NMIAC 55-40.1-458 (a)(b)
CCLP and CCDF create/maintain/review/update a territory-wide
template to aid providers in developing their respective Emergency
Preparedness, and Response Plan that includes a program recovery
provision after a disaster. (See Appendices 15, 16, and 17)
This EPRR Plan must: 

clearly specify how to execute various types of evacuation i.e.: on-
site evacuation, shelter-in-place evacuation, lockdown, off-site
evacuation, and vertical evacuation. 
include program continuity provisions after a disaster, operated on
current site or on a pre-certified alternate site. 
include clear steps on how to reunify affected families, 
describe special accommodations to the youngest children they
serve, as well as the care of children with special needs and chronic
medical conditions.

Current child care providers are required to submit an updated
emergency preparedness, response, and recovery plan (every annual
renewal of the CCDF certificate) for them to continuously qualify to
serve CCDF families/children. (See Appendices 15, 16, and 17)
Prospective child care providers are required to submit an emergency
preparedness, response, and recovery plan prior to getting certified to
serve CCDF families.              
CCDF and CCLP do periodic TA visits to verify the plan’s suitability and
efficiency. 
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CCDF child care provider revises/updates the plan and resubmits as
recommended.
Child care providers are required to periodically conduct, document,
and submit proof of drills and exercises done at their facilities.
Child care providers serving CCDF families are required to participate
on island-wide/territory-wide drills and exercises.

CCDF with CCLP and other concerned partner regulatory agencies
Provides trainings and technical assistance sessions to child care
providers
Requires child care providers to complete of at least seven (7) hours
annually per staff of CCDF providers related to emergency disaster
preparedness, response, and recovery matters.
Requires child care providers to participate in the “Safe Schools Month”
Emergency drills each January of every year and any island-wide drill
facilitated by Homeland Security and Emergency Management (HSEM)
Requires child care providers to participate in the Emergency
Preparedness, Response and Recovery Training —in collaboration with
HSEM conducted every September of each year. 
Requires child care providers to participate in the annual Health and
Safety Training offered by the CCDF Program and CCLP with focus on
EPRRP. This is in collaboration with various regulatory partners and
conducted around the first quarter of every year.
Teams up with volunteer private entities to provide presentations on
business continuity and disaster recovery 

CCDF conducts year round trainings/drills internally to familiarize staff with
the disaster functions and roles. 
CCDF offers/provides professional development opportunities on disaster
management readiness to concerned CCDF staff.
CCDF/CCLP develops outreach programs that promote organizational
and/or business resiliency.



VIII.
APPENDICES

CNMI Department of Community and Cultural Affairs
Child Care and Development Fund
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APPENDIX 1:
CNMI HSEM COORDINATING FLOW CHART
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APPENDIX 2A:
DCCA RESPONSE ASSISTANCE COORDINATORS (RAC)
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APPENDIX 2B:
CCDF & CCLP EMERGENCY, PREPAREDNESS, RESPONSE,

& RECOVERY TEAM ORGANIZATIONAL CHART
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TITLE CONTACT NO. DISASTER FUNCTION

CCLP Supervisor 670-488-1343 Team Leader

CCDF Program Administrator 664-2591/670-287-3226       Co-Team Leader

CCDF/CCLP EPRR Planning Lead
Person 664-2572/670-488-1343 Member

CCDF Co-Administrator /Accountant 664-2590 Member

CCDF Quality Activities Coordinator 664-2591/2593 Member

CCDF Eligibility Supervisor 664-2576 Member

CCDF Administrative Specialist  664-2593 Member

CCDF Eligibility Supervisor 664-2576 Member

CCDF Program Eligibility Specialist 664-2546 Member

CCDF Tinian-Admin Officer 670-989-2233 Member

CCDF Rota-Eligibility Supervisor 670-588-7682 Member

CCLP Safety Inspector 670-488-1343 Member 

CCLP Secretary III 670-488-1343 Member

CCLP Eligibility Worker 1 670-488-1343 Member 

APPENDIX 3A:
DISASTER COMMUNICATIONS TEAM
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ORGANIZATION PHONE DISASTER FUNCTION

IT and E 670-682-4483 Communications
Provider

Docomo Pacific 670-488-2273 Communications
Provider

Department of Public Safety 670-664-9000/01 Referral
Support/Transportation

Homeland Security and Emergency
Management (HSEM) 670-237-8000/2216 Emergency Operations

Commander

Child Care Licensing Program 670-664-2572 Regulatory

American Red Cross – CNMI 670-234-3459 Referral Support

Division Of Youth Services (DYS) 670-237-1000/01/02/03 Sheltering/Logistics

APPENDIX 3B:
DISASTER COMMUNICATIONS TEAM-

PARTNER AGENCIES
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TITLE CONTACT NO. DISASTER FUNCTION

CCDF/CCLP EPRR
Planning Lead Person -

CCLP/CCDF Leaders
664-2572/670-488-1343       Team Leader

TBD TBD       Co-Team Leader

TBD TBD Member

TBD TBD Volunteer

TBD TBD Volunteer

TBD TBD Volunteer

TBD TBD Volunteer

TBD TBD Volunteer

APPENDIX 4A:
DISASTER ASSESSMENT TEAM
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ORGANIZATION PHONE DISASTER FUNCTION

Child Care Licensing
Program (CCLP) 670-664-2572 Regulatory

Division of Youth
Services (DYS) 670-237-1000/01/02/03 Special Population

Department of Public
Works-Building Safety

Office (DPW-BSO)
235-5828 Building Structure

Evaluation

APPENDIX 4B:
DISASTER ASSESSMENT TEAM-PARTNER

AGENCIES
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TITLE CONTACT NO. DISASTER FUNCTION

CCLP Supervisor/
CCDF Administrator

670-488-1343/ 
670-664-2591, 670-287-3226       Team Leader

TBD TBD       Co-Team Leader

TBD TBD Member

TBD TBD Member

TBD TBD Volunteer

TBD TBD Volunteer

TBD TBD Volunteer

TBD TBD Volunteer

TBD TBD Volunteer

TBD TBD Volunteer

APPENDIX 5A:
DISASTER REGULATORY TEAM
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ORGANIZATION PHONE DISASTER FUNCTION

Department of Public
Works-Building Safety

Office (DPW-BSO)
670-235-2726/2296 Building Structure

Certification

Commonwealth
Healthcare Corporation
(CHCC) Environmental

Health Disease
Prevention (EHDP)

670-664-4870 Sanitation

CNMI Zoning Board 670-234-9661/2/3 Land use/Emergency
licensing

CNMI Department of Fire
and Emergency Medical

Services (DFEMS)
670-664-9004/9136 Hazard Assessment

Business Licensing
Office 670-664-1000 Emergency licensing

APPENDIX 5B:
DISASTER REGULATORY TEAM-PARTNER

AGENCIES
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TITLE CONTACT NO. DISASTER FUNCTION

CCDF Co-Administrator
/Accountant 670-664-2590       Team Leader

TBD TBD       Co-Team Leader

CCDF Eligibility Supervisor 670-664-2576  Member

CCDF Eligibility Specialist 6670-664-2589 Member 

CCDF Administrative
Specialist 670-664-2593 Member 

TBD TBD Volunteer

TBD TBD Volunteer

TBD TBD Volunteer

TBD TBD Volunteer

TBD TBD Volunteer

APPENDIX 6A:
DISASTER SUBSIDY SERVICES TEAM
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ORGANIZATION PHONE DISASTER FUNCTION

Department of Finance 670-322-1419 Funds Certification

Division Of Procurement
and Supply 670-664-1500 Materials/Equipment

Treasury Division 670-664-1311 Funds Disbursement

DCCA – Secretary’s
Office 670-664-2584/2576 Funds Authorization

APPENDIX 6B:
DISASTER SUBSIDY SERVICES TEAM-

PARTNER AGENCIES
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APPENDIX 7:
GOVERNMENT BUILDING NUMBER 1347

EMERGENCY PREPAREDNESS, RESPONSE,
AND RECOVERY PLAN

This is a stand alone document. For more
information on this appendix, contact the

CNMI DCCA-CCDF Program at 
670-664-2576/2589/2575 or go to

www.childcare.gov.mp
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APPENDIX 8:
8.A. — Maps of Saipan
8.B. — Maps of Tinian
8.C. — Maps of Rota

To use the interactive map showing the primary evacuation routes and
recommended assembly points for Saipan, Tinian, and Rota; click on

the QR code on this page.

Tsunami evacuation zones were developed using NOAA Pacific Marine
Environmental Laboratory modelling data (based on plausable
earthquake scenarios around the Western Pacific and Marianas

Trench), as well as the best available 3D elevation and bathymetry
data for CNMI.

 

The maps in appendix 8 were
generated from the CNMI Tsunami

Hazard and Evacuation App, which is
used by the CNMI Homeland Security
and Emergency Management Office

to guide tsunami hazard
preparedness efforts, and to build

awareness and evacuation planning
capacity among CNMI communities.

https://nctr.pmel.noaa.gov/hazard_assessment_reports/H03_CNMI_3949_lowres.pdf
https://nctr.pmel.noaa.gov/hazard_assessment_reports/H03_CNMI_3949_lowres.pdf
https://www.fisheries.noaa.gov/inport/item/66821
https://www.fisheries.noaa.gov/inport/item/66821


APPENDIX 8A:
MAPS OF SAIPAN
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APPENDIX 8A:
MAPS OF SAIPAN
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APPENDIX 8A:
MAPS OF SAIPAN
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APPENDIX 8A:
MAPS OF SAIPAN
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APPENDIX 8A:
MAPS OF SAIPAN
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APPENDIX 8B:
MAPS OF TINIAN
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APPENDIX 8B:
MAPS OF TINIAN
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APPENDIX 8B:
MAPS OF TINIAN
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APPENDIX 8B:
MAPS OF TINIAN
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APPENDIX 8C:
MAPS OF ROTA
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APPENDIX 8C:
MAPS OF ROTA
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APPENDIX 8C:
MAPS OF ROTA
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APPENDIX 9:
ELIGIBILITY GUIDELINES AND PROCEDURES FOR

EMERGENCY SUBSIDIZED CHILD CARE
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Child care is a critical part of the community infrastructure that enables
families to rebuild, continue and/or return to work after a state or federal
declared disaster. The CCDF program has developed a disaster plan to
support child care providers and give families safe and healthy alternatives for
the care of their children during and after disasters. The following information
was developed to instruct staff regarding emergency preparedness,
emergency management, and disaster recovery. CCDF makes the decision to
activate the following emergency procedures if conditions are severe enough
and if funding permits.  

A. Introduction

B. Family Eligibility
A family is considered to be affected by an emergency when they have
suffered loss due to personal/property damage or loss of income as a result of
damage to work facility. CCDF program eligibility specialists may accept the
client’s statement that the family was affected by the emergency, unless
questionable. If the client statement is questionable, eligibility specialists
communicate with the CCDF Quality Activities Coordinator and health and
safety inspector or other government agencies for further verification.



APPENDIX 9
The Child Care and Development Fund program continues to serve

unaffected families currently receiving subsidized child care services from
CCDF under the regular child care subsidy program, but may suspend the
services to some unaffected families assessed not in need of the program

due to loss of their approved activity, among other things.
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When CCDF has determined that emergency child care may be offered,
services may be provided to families affected by an emergency for up to six
months with or without regard to income and with or without a parental fee
provided that the parent/s or guardian/s satisfy any of the emergency
eligibility scenario and/or under any of the following circumstances below:

 Currently a CCDF family, affected by a disaster, has loss or suspended
approved activity, and rebuilding primary abode.

1.

 Currently a CCDF family, affected by a disaster, has loss or suspended
approved activity, and serves as disaster recovery volunteer for the
community.

2.

 Non-CCDF family serving as first responders/disaster recovery volunteers
for the community.

3.

 Non-CCDF family, affected/unaffected by a disaster who loss current child
care services.

4.

 Non-CCDF family needing to attend to major medical condition of a
member.

5.

 Bereaved non-CCDF family. 6.
 Non-CCDF family in the activity of rebuilding primary abode. 7.

Eligibility determination shall be done in two days at the most unless major
concerns on client’s statement need further clarifications.    

C. Emergency Child Care Subsidy
Application Form

Non-CCDF families affected by a disaster need to submit a completed Child
Care Subsidy Application Form to avail of the subsidized child care services
from CCDF. The application form is available for pick up at the CCDF office on
Capitol Hill or other emergency location(s) to be announced to the public,
accompanied by a checklist of needed information and requirement/s. The
information noted below must be obtained from the parent or guardian. 
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 Information needed from the parent or guardian includes:  
 Parent’s or guardian’s name and addressa.
 Telephone number (must indicate if it is a relative’s or friend’s
telephone number)

b.

 Child/ren’s namec.
 Age/s of child/ren and the date/s of birthd.
 Eligibility period (1 month to four (4) months)e.
 Reason for emergency child care applicationf.
 Hours that care is needed (CCDF will allow reimbursement for evening,
overnight, and weekend care, if needed)

g.

 Signature of parent/guardian. h.

D. Emergency Certificate of Confirmation
Non-CCDF family assessed to be eligible to receive subsidized child care
services from CCDF is issued an Emergency Certificate of Confirmation. The
date indicated next to the eligibility specialist’s signature marks the first day
services is authorized. 

 Information contained in the certificate includes:  
 Parent’s or guardian’s name and addressa.
 Contact number;b.
Name of child/ren enrolled in the program;c.
Age/s of child/ren and the date/s of birth;d.
Eligibility period (1 month to four (4) months);e.
Reason for emergency child care application; f.
Inclusive time of care authorized;g.
Service Provider’s Information;h.

Name1.
Contact Numbers2.
Physical Location3.
Mailing Address4.
Tax ID Number5.
Beginning Date of Service, and6.
Signature of Provider7.

Signature of parent/s or guardian/si.
Household Gross monthly income, if any, andj.
Monthly co-payment percent, if any.k.

The certificate is issued within two days unless major concerns on the client’s
statement need further verifications. 
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E. Emergency Payment Invoice
The child care provider or representative must print their name, sign and date
the payment invoice form after it has been signed by the parent/guardian. It
should also indicate the name and date of birth of the child/ren. Attached to it
is the child/ren’s attendance sheet/s at the daycare accompanied by the
parent/guardians attendance card from work, if applicable. The completed
invoice with required attachments must be submitted the parent/guardian or
the provider the first three working days of every month to CCDF for payment
processing. 

NOTE: These procedures apply to all types of child care programs currently
enrolled in the subsidy program such as licensed and non-licensed homes,
and school-age care programs. Also, providers that are not licensed to
care for specific age groups may serve those ages as long as reasonable
staff/child ratio is maintained during the emergency period as approved by
the CCDF health and safety inspector.

Additional information to indicate or attached on the payment invoice are the
following:

Provider’s mailing address;a.
Provider’s telephone number;b.
Facility name if it is different than provider’s name;c.
Name of school and grade level;d.
Proof of an approved activity other than work attendance sheets.e.

Upon completion of payment computation by the eligibility specialist, a copy
of the payment invoice goes to the Department of Finance for processing of
child care provider’s check and be ready for pick up at the end of the month
following the month child care services was rendered.

F. Procedure for Extending Emergency Care
In some situations, there may still be a justifiable need for emergency
subsidized child care beyond the six (6) month period. These cases must be
approved by CCDF and the following procedures apply:

The parent or guardian must apply for extended emergency care; 1.
CCDF thru the Quality Activities Coordinator and health and safety
inspector must verify circumstances of the family applying the need of
extended care after four (4) months of emergency child care;

2.

Family size must be documented;3.
The parent’s or guardian’s income must be documented, even if the
income is zero; and

4.

A case narrative from the health and safety inspector briefly describing the
need for and length of extended emergency subsidized child care 

5.
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A. Licensed programs currently enrolled
that are affected by a disaster and/or
emergency

Licensed and license-exempt programs are expected to have an alternate site
for continuous operation during and after a disaster. If a child care provider is
already enrolled in the program, but is not operational due to damages
resulting from disaster, the program may operate temporarily in another
location and the following requisites are to be met:

The temporary site was inspected and approved to operate by the child
care licensing program and the CCDF health and safety inspector. 

1.

The program providing emergency child care must have at least one (1)
qualified child care staff/person present at the location. Other staff may be
temporary. Staff to child ratio may reasonably be waived and approved by
CCLP, except on the infant to staff ratio.

2.

The program providing emergency child care has reasonable health and
safety capability in and around the temporary site. 

3.

Reimbursement for child care services will continue under the facility’s
existing name, facility tax ID number, and payment rates. 

4.

Payments will be made through Fund Source H9575P-44350. 5.
A Child Care Payment invoice must be completed monthly by the child
care provider for each family.

6.

Accurate attendance must be kept. CCDF makes available the supply of
attendance sheets to parents and the provider.

7.

B. Enrolling New Family, Friend, Neighbor
(FFN) on a Temporary Basis

For individuals not enrolled with CCDF, provider enrollment applications can be
completed thru telephone call to the CCDF health and safety inspector. Upon
submission of needed documents, a temporary CCDF provider certificate must
be processed and dated marking the first day provider can start servicing
CCDF families. The payment process, payment rate and other payment
information should be the same as with CCDF enrolled providers.

CHILD CARE PROVIDER PARTICIPATION
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C. Enrolling New Programs on a Temporary
Basis

For licensed providers not registered with CCDF, provider enrollment
applications can be completed thru telephone call to the CCDF health and
safety inspector. Upon submission of needed documents, and if requested by
the CCDF health and safety inspector, a temporary CCDF provider certificate
will be processed and dated marking the first day provider can start servicing
CCDF families. The payment process, payment rate and other payment related
matters should be the same as with the CCDF accredited providers.  

D. Other Programs that are Eligible to
Provide Emergency Child Care Services

Private Pre K Schools1.
Private Grade Schools2.
Religious Organizations3.
Current FF and N Providers4.
Volunteers/Wait-list providers5.

CHILD CARE PROVIDER PARTICIPATION



APPENDIX 10:
TEMPLATES FOR STATUS

ASSESSMENT OF CHILD CARE
PROVIDERS
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APPENDIX 10.A:
Telephone Survey Template 

(Assessment and Regulatory Team)
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APPENDIX 10.A:
Telephone Survey Template 

(Assessment and Regulatory Team)
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APPENDIX 10.A:
Telephone Survey Template 

(Assessment and Regulatory Team)
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APPENDIX 10.A:
Telephone Survey Template 

(Assessment and Regulatory Team)
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APPENDIX 10.B:
Telephone Survey Template 

(Subsidy Team)
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APPENDIX 10.B:
Telephone Survey Template 

(Subsidy Team)
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APPENDIX 10.C:
Physical Assessment Survey — Child Care 

Initial Rapid Damage Assessment Form (CCDF)
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APPENDIX 10.C:
Physical Assessment Survey — Child Care 

Initial Rapid Damage Assessment Form (CCDF)
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APPENDIX 10.C:
Physical Assessment Survey — Child Care 

Initial Rapid Damage Assessment Form (CCDF)
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APPENDIX 10.C:
Physical Assessment Survey — Child Care 

Initial Rapid Damage Assessment Form (CCDF)
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APPENDIX 10.C:
Physical Assessment Survey — Child Care Initial 

Rapid Damage Assessment Form (NON-CCDF)
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APPENDIX 10.C:
Physical Assessment Survey — Child Care Initial 

Rapid Damage Assessment Form (NON-CCDF)
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APPENDIX 10.C:
Physical Assessment Survey — Child Care Initial 

Rapid Damage Assessment Form (NON-CCDF)
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APPENDIX 10.C:
Physical Assessment Survey — Child Care Initial 

Rapid Damage Assessment Form (NON-CCDF)
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REQUIREMENTS FOR PROGRAMS OPERATING ON

TEMPORARY LOCATIONS
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Notification Requirement: Programs operating temporarily must contact the
CCLP office before beginning any temporary operations.
Supervision of Temporary or Emergency Staff: In the event that temporary
or emergency staff are employed who do not meet the minimum licensing
requirements, these staff members must be supervised at all times by a
CCLP-approved staff member. This supervision ensures compliance with
health and safety standards, and that the temporary staff do not engage in
any unsupervised activities that are critical to child safety or program
operations.

Temporary Operation Parameters:

Emergency communication plan in place (e.g., cell phones).
Fire extinguisher on-site.
Toilets available; port-a-johns acceptable if approved by the health
department.
Safe drinking water (i.e. bottled water).
Handwashing accommodations if no running water, including gloves,
sanitized hand-washing gel, and paper towels.
If no electricity, natural light must be available; screens in windows and
adequate ventilation.
Outdoor activities are optional.
Use of generators is allowed if used safely and made inaccessible to
children [refer to the guidelines from the U.S. Environmental Protection
Agency (EPA)]
Providers must offer developmentally appropriate activities for the children
and establish a routine for the program. Maintaining a familiar routine is
important for children who have experienced a major disruption in their
lives.

A. SITE REQUIREMENTS
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At least one person per age group at each site must be in compliance with
minimum licensing requirements to care for children.
Must maintain staff-to-child ratios for very young children (infants), but
staff do not have to meet pre-service or in-service requirements. For more
information, refer to Appendix 19: Qualifications and Training Requirements
for Emergency Child Care Providers.
Staff/volunteers must be at least 16 years old.
Emergency information paperwork and Daily Health Check form must be
completed by staff.

B. STAFFING REQUIREMENTS

Emergency information and application on file and
permission/authorization to get medical treatment.

C. CHILDREN’S RECORDS

For the first 30 days: CCLP with CCDF staff or authorized representative/s
shall visit every other day. If major health/safety concerns are identified at
the site, the provider will be given a week to rectify such concerns to avoid
sanctions from CCLP or a closure determination. At least one staff member
on-site must have First Aid/Pediatric CPR certification or complete training
within the first 30 days.
If operating longer than 30 days: The operator will need to obtain a permit
or documentation of approval from building, fire, and sanitation officials
confirming that there are no hazards and that the structure is substantially
safe for temporary occupancy. Staff must complete a health certificate,
food handler’s certificate, and criminal background check (i.e. SORNA and
police clearance).

D. Compliance and Safety:
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The program can operate with a letter from the licensing office granting
permission for up to 30 days. If operating longer than 30 days, CCLP will
issue a Temporary License upon presenting signed statements from
partner regulatory agencies. This license will allow subsidy payments to
continue past 30 days of operation but up to a maximum of 90 days.
Exceeding Capacity: To exceed capacity, CCLP and CCDF staff will visit, if
possible, to determine the capability of rooms and supplies (e.g., enough
cribs). CCLP and CCDF Staff will recommend the number of additional
children the facility can enroll. An approval letter from the CCLP office will
be issued specifying the time period the facility can exceed its licensed
capacity and the number of children allowed for each age group. The initial
approval would be for 30 days, reassessed, and extended as needed. The
program must maintain staff-to-child ratios but may exceed group size.
Additional staff hired do not need to meet pre-service requirements but
must be supervised by a CCLP-approved staff member. 

E. Licensing and Capacity:

F. Documentation for Additional Staff:
Staff must be at least 16 years old.
Emergency information paperwork and Daily Health Check form must be
completed by staff.
If new/temporary staff continue to work after the approved timeframe of 30
days, all requirements will apply.
For more information, refer to Appendix 19: Qualifications and Training
Requirements for Emergency Child Care Providers.
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The team leader acquires authorization from the DCCA RAC Commander to
activate the CCDF and CCLP disaster team,
Team leader activates the disaster team. Entire team ensures cell phones
are open to receive calls and messages
Team members are to meet at the CCDF office within 90 minutes upon
activation
By the 120 minute mark upon activation, team leader briefed the entire
disaster team on the task on hand and activities to do
121 minutes to 180 minutes, all team members and leaders will be with the
communications team to contact CCDF child care providers, partners, and
other stakeholders
181 minutes onwards, assessment team and subsidy team; detach from the
communications team to execute their respective roles, i.e., telephone
assessment of clients. Regulatory team stays in tandem with the
communications team to do the next steps planning of response and
recovery activities preferably with partner regulatory agencies. Survey
forms and assessment tools are ready and respective tasks divided and
clearly relayed to members. Also, regulatory team contacts and assesses
status of licensed non-CCDF providers by phone

From 1 to 8 hours upon DISASTER
DECLARATION by the governor:
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The 7th hour to the 8th hour after activation, team leader meets with all
members to debrief, plan, and assign activities for the next day.

Using the data gathered from phone survey, assessment team goes out to
conduct actual visits of CCDF provider facilities. 
Using the data gathered from phone survey, regulatory team goes out to
conduct actual visits of licensed non-CCDF provider facilities.
Assessment and regulatory teams prioritize physical visits of unaccounted
CCDF and licensed non CCDF provider facilities
Assessment and regulatory, thru the course of their visits, record operations
and regulatory concerns among other data to be gathered
Communications and subsidy teams receive phone calls from the public,
procure and beef up relief goods bank, and replenish the pool of
prepositioned resources. Provides additional instructions to teams on the
field as needed.
Daily, all teams are at the CCDF office by 3:00 pm and be ready for the 3:30
pm debriefing, planning, and assigning of activities for the next day.

The second day is the start of physical
assessment activities. 

Assessment and regulatory teams conduct physical visits to assess
damage to facilities, identify assistance needed by affected facilities,
facilitate resumption and continuation of child care services, and
communicate with willing public and private partners to produce CCDF
emergency providers.
Subsidy team conducts physical visits as needed
Communications and subsidy teams continue gathering relief items to be
issued to CCDF providers and others
Daily, all teams are at the CCDF office by 3:00 pm and be ready for the 3:30
pm debriefing, planning, and assigning of activities for the next day.

The 3rd and the 4th day is continuation
of physical assessment activities.



APPENDIX 13

101

On the 5th day, the teams compile all collected data/information and
complete the summary reports. The summary report of individual teams
are to include information relevant to: damages incurred per child care
facility, challenges faced to provide care while recovering, immediate
assistance, so far; provided, additional assistance needed,
diminished/waived regulation awarded that promote or ensure continuity
of child care services, as well as health/behavioral concerns especially that
of children. 

Summary reports are due to the team leader by 10:00 am of the 6th working
day immediately following the date of team activation. The rest of the day
will be utilized to discuss the contents and recommendations of the reports,
and plan for the next days’ response/recovery activities. Individual team
tasks for the rest of the week are identified and delegated.

Visitations, inspections, health and safety monitoring, and recovery-relief
assistance distribution continue. Also, daily team meetings and debriefings
continue to be held at 3:30 pm at the CCDF office. Based on the reports
submitted by each team, and the response activities recommended and
agreed upon, team leader amend and/or assigns additional tasks as
necessary. 

Visitations, inspections, health and safety monitoring, and recovery-relief
assistance distribution continue on the 3rd week. Another summary report
is submitted by individual teams assessing the degree of effectiveness of
previous weeks’ response recovery activities. It is up to the team leader if
changes to current response and recovery activities are to take place
including the frequency of team meetings/debriefings. Same goes with the
succeeding weeks until such time the team leader finds it reasonable to
deactivate the team and reintegrate with the DCCA-RAC team.

5th day and onwards...
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When an early child care education program prepares for emergencies in advance, it
can save the lives of children, staff, and families. Being prepared may allow you to
reopen your early childcare education program sooner, meaning you and the families
in your community can get back to work faster and children can return to a familiar
routine, caregiver, and setting. 
CCDBG Regulations and HSPPS require early child care education programs to
establish, follow, and practice, as appropriate, procedures for emergencies. They also
require a disaster-preparedness plan, Caring for Our Children (CFOC)
(http://nrckids.org/CFOC/) has best-practice standards for providers to incorporate
into their programs, centers, or homes. See the graphic below for CFOC Standards
relevant to emergency preparedness that are appropriate for your Head Start program
or that align with your CCDF state plan (https://www.acf.hhs.gov/occ/resource/state-
plans).

Reference: What is Preparedness? | ECLKC. (2019, July 22). Eclkc.ohs.acf.hhs.gov.
https://eclkc.ohs.acf.hhs.gov/safety-practices/emergency-preparedness-manual-early-childhood-
programs/what-preparedness

What is Preparedness?

Requirements
CCDBG, Sec. 5 (b)(U)(iii)

A disaster plan shall include:
Evacuation, relocation, shelter-in-place, and lockdown procedures, as well
as procedures for communication and reunification with families, continuity
of operations, and accommodation of infants and toddlers, children with
disabilities, and children with chronic medical conditions.
Guidelines for continuing CCDF assistance and child care services after a
disaster, which may include provision of temporary child care and
temporary operating standards for child care after a disaster.
Procedures for staff and volunteer emergency preparedness training and
practice drills.

HSPPS §1302.47.b.7.
Programs establish, follow, and practice, as appropriate, procedures for, at a
minimum:

Emergencies.
Fire prevention and response.
Protection from contagious disease, including appropriate inclusion and
exclusion policies for when a child is ill and from an infectious disease
outbreak, including appropriate notifications of any reportable illness.

Reference: National Requirements and Recommendations for Child Care Emergency Preparedness |
ECLKC. (2019, July 23). Eclkc.ohs.acf.hhs.gov. https://eclkc.ohs.acf.hhs.gov/safety-practices/emergency-
preparedness-manual-early-childhood-programs/national-requirements-recommendations-child-
care-emergency-preparedness

National Requirements and
Recommendations for Child Care
Emergency Preparedness

http://nrckids.org/CFOC/
https://www.acf.hhs.gov/occ/resource/state-plans
https://www.acf.hhs.gov/occ/resource/state-plans
https://www.acf.hhs.gov/occ/ccdf-reauthorization
https://eclkc.ohs.acf.hhs.gov/policy/45-cfr-chap-xiii/1302-47-safety-practices
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The handling, storage, administration, and record of administration of
medication.
Maintaining procedures and systems to ensure children are released only to
an authorized adult.
Child-specific health care needs and food allergies that include accessible
plans of action for emergencies. For food allergies, a program must also post
individual child food allergies prominently where staff can view wherever
food is served.

HSPPS §1302.47.4.i.G.
All staff should receive training in emergency preparedness and response
planning for emergencies.

HSPPS §1302.47.b.8.
The program has all-hazards emergency management/disaster-preparedness
response plans for more and less likely events including natural and man-made
disasters and emergencies and violence in or near programs.

Recommendations
CFOC3 Standard 5.1.4.2

Evacuation of Children with Special Health Care Needs
CFOC3 Standard 9.2.4.6

Use of Daily Roster During Evacuation Drills
CFOC 3 Standard 9.2.4.5

Evacuation Drills/Exercises Policy
CFOC 3 Standard 5.6.0.1

First Aid and Emergency Supplies
CFOC3 Standard 5.4.5.2

Cribs
CFOC3 Standard 9.2.5

Transportation Policies
CFOC3 Standard 9.2.4.3

Disaster Planning, Training, and Communication
CFOC3 Standard 9.4.1.16

Evacuation and Shelter-in-Place Drill Records

Reference: National Requirements and Recommendations for Child Care Emergency Preparedness |
ECLKC. (2019, July 23). Eclkc.ohs.acf.hhs.gov. https://eclkc.ohs.acf.hhs.gov/safety-practices/emergency-
preparedness-manual-early-childhood-programs/national-requirements-recommendations-child-
care-emergency-preparedness

National Requirements and
Recommendations for Child Care
Emergency Preparedness

https://eclkc.ohs.acf.hhs.gov/policy/45-cfr-chap-xiii/1302-47-safety-practices
https://eclkc.ohs.acf.hhs.gov/policy/45-cfr-chap-xiii/1302-47-safety-practices
https://nrckids.org/CFOC/Database/5.1.4.2
https://nrckids.org/CFOC/Database/9.2.4.6
https://nrckids.org/CFOC/Database/9.2.4.5
https://nrckids.org/CFOC/Database/5.6.0.1
https://nrckids.org/CFOC/Database/5.4.5.2
https://nrckids.org/CFOC/Database/9.2.5.1
https://nrckids.org/CFOC/Database/9.2.4.3
https://nrckids.org/CFOC/Database/9.4.1.16
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Working together and communicating what to do during an event is essential.
Understanding everyone’s role during an emergency before the emergency occurs
helps make the response procedure quicker and more efficient. Establishing
responsibilities can be addressed during training sessions and planning meetings
before an emergency or drill, to ensure staff are comfortable with the procedures.
Questions to consider:

Who will alert staff and children about an emergency?
Who is responsible for taking the emergency kit?
Who will count heads and take attendance?
Who will communicate with families?
Who will work with first responders?

Answers to these questions will help define responsibilities around what needs to be
done during an emergency, so children and adults can proceed safely.
There are many types of emergencies. In some situations, you may need to safely
evacuate (example: fire). However, there are other emergencies, when it’s best to
shelter in place (example: tornado or severe weather) or lockdown (example: danger
in your neighborhood).
The key to remember is that each is a method to put effective barriers between you
and a threat. The difference is in the types of threat and what kind of barrier is called
for.
Evacuating is a means to leave a dangerous situation or area (e.g., because of a fire).
Sheltering in place is the use of a structure and its indoor atmosphere to temporarily
separate you from a hazardous outdoor atmosphere (e.g., tornadoes, earthquakes,
severe weather, landslides, or debris flow). It entails closing all doors, windows, and
vents and taking immediate shelter in a readily accessible location.
A lockdown is a shelter-in-place procedure that is used in situations with intruders or
emergencies that involve potential violence. Lockdown requires children and adults to
shelter in a safe room, lock doors, and remain quiet until the event is over.
If you are in a child care center, use the worksheets, Evacuation Response in Centers,
Shelter-in-Place Response in Centers, and Lockdown in Centers to help answer those
questions and formulate your emergency response plan. Follow the steps and assign
roles to staff for each type of emergency response that your program may experience.
If there is only one adult in a family child care home, use the worksheets, Evacuation
Response in a Family Child Care Home, Shelter-in-Place Response in a Family Child
Care Home, and Lockdown in a Family Child Care Home, to help formulate your
emergency response plan. If there are multiple adults in a family child care home, use
the worksheets for Center-Based Programs to define roles of adults in the program
during an emergency.

Reference: Preparedness: Making Your Emergency Response Plan | ECLKC. (2019, July 23).
Eclkc.ohs.acf.hhs.gov. https://eclkc.ohs.acf.hhs.gov/safety-practices/emergency-
preparedness-manual-early-childhood-programs/preparedness-making-your-
emergency-response-plan

Preparedness: Making Your Emergency
Response Plan
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Your emergency plan should address all aspects of your early childcare education
program, including the number and ages of enrolled children and any special health
care needs or concerns of children and staff. 
While developing your emergency plan, use community resources for different
perspectives and recommendations on preparedness, response, and recovery efforts.
These resources can include but are not limited to: 

First responders, such as fire, law enforcement, and emergency medical personnel
State/territory child care licensing agency
Head Start manager
Emergency management agency
Transportation partners (e.g., bus companies)
Public health departments
School district personnel, if your child care center or Head Start program is located
within a school
Community physicians who are disaster experts

Remember, your community is here to help you!

Links you might find useful:
www.fema.gov/emergencymanagement-agencies
www.childcare.gov.mp

Whom to Consult in Your Community
When Making Your Plan

Communication is an extremely important part of your emergency plan, and it is often
overlooked in the preparedness phase. Use the Establishing Your Communication
Procedures (Worksheet) to plan how you and your staff will interact with each other,
first responders, children, and families during an emergency.
Consider whether you need the following:
Signaling devices such as whistles that can be used to alert staff about an emergency
or to give an all clear that the event is over.
Battery-powered megaphone/bullhorn to communicate with children and staff.
Battery- or hand-powered weather radio to receive information from emergency
officials.
Battery-powered walkie-talkies to communicate with staff (if applicable) and search-
and-rescue teams, especially if cell phone service is down because of the emergency.
Cell phones fail! Plan for multiple forms of communication

Reference: Know Your Communication Equipment Needs | ECLKC. (2019, July 23).
Eclkc.ohs.acf.hhs.gov. https://eclkc.ohs.acf.hhs.gov/safety-practices/emergency-
preparedness-manual-early-childhood-programs/know-your-communication-
equipment-needs

Know Your Communication Equipment
Needs

https://www.fema.gov/emergency-management-agencies
https://eclkc.ohs.acf.hhs.gov/safety-practices/emergency-preparedness-manual-early-childhood-programs/establishing-your-communication-procedures-worksheet
https://eclkc.ohs.acf.hhs.gov/safety-practices/emergency-preparedness-manual-early-childhood-programs/establishing-your-communication-procedures-worksheet
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Reference: Whom to Contact in Your Community During an Emergency (Worksheet). (n.d.).
Retrieved March 7, 2024, from
https://eclkc.ohs.acf.hhs.gov/sites/default/files/pdf/whom%20to%20contact%20in%20your%20
community%20worksheet.pdf
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Reference: Establishing Your Communication Procedures (Worksheet). (n.d.). Retrieved
March 7, 2024, from https://eclkc.ohs.acf.hhs.gov/sites/default/files/pdf/emergency-
prep-manual-pg-12-r.pdf
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Working together and communicating what to do during an event is essential.
Understanding everyone’s role during an emergency before the emergency occurs
helps make the response procedure quicker and more efficient. Establishing
responsibilities can be addressed during training sessions and planning meetings
before an emergency or drill, to ensure staff are comfortable with the procedures.
Questions to consider:

Who will alert staff and children about an emergency?
Who is responsible for taking the emergency kit?
Who will count heads and take attendance?
Who will communicate with families?
Who will work with first responders?

Answers to these questions will help define responsibilities around what needs to be
done during an emergency, so children and adults can proceed safely.
There are many types of emergencies. In some situations, you may need to safely
evacuate (example: fire). However, there are other emergencies, when it’s best to
shelter in place (example: tornado or severe weather) or lockdown (example: danger
in your neighborhood).
The key to remember is that each is a method to put effective barriers between you
and a threat. The difference is in the types of threat and what kind of barrier is called
for.
Evacuating is a means to leave a dangerous situation or area (e.g., because of a fire).
Sheltering in place is the use of a structure and its indoor atmosphere to temporarily
separate you from a hazardous outdoor atmosphere (e.g., tornadoes, earthquakes,
severe weather, landslides, or debris flow). It entails closing all doors, windows, and
vents and taking immediate shelter in a readily accessible location.
A lockdown is a shelter-in-place procedure that is used in situations with intruders or
emergencies that involve potential violence. Lockdown requires children and adults to
shelter in a safe room, lock doors, and remain quiet until the event is over.
If you are in a child care center, use the worksheets, Evacuation Response in Centers,
Shelter-in-Place Response in Centers, and Lockdown in Centers to help answer those
questions and formulate your emergency response plan. Follow the steps and assign
roles to staff for each type of emergency response that your program may experience.
If there is only one adult in a family child care home, use the worksheets, Evacuation
Response in a Family Child Care Home, Shelter-in-Place Response in a Family Child
Care Home, and Lockdown in a Family Child Care Home, to help formulate your
emergency response plan. If there are multiple adults in a family child care home, use
the worksheets for Center-Based Programs to define roles of adults in the program
during an emergency.

Reference: Preparedness: Making Your Emergency Response Plan | ECLKC. (2019, July 23).
Eclkc.ohs.acf.hhs.gov. https://eclkc.ohs.acf.hhs.gov/safety-practices/emergency-
preparedness-manual-early-childhood-programs/preparedness-making-your-
emergency-response-plan

Preparedness: Making Your Emergency
Response Plan
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Reference: Chapter 2: Preparedness Evacuation Response in Centers (Example) TYPE OF
EMERGENCY: Fire Declares emergency. (n.d.). Retrieved March 7, 2024, from
https://eclkc.ohs.acf.hhs.gov/sites/default/files/pdf/emergency-prep-manual-pg-14-r.pdf
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Reference: Chapter 2: Preparedness Evacuation Response in Centers (Example) TYPE OF
EMERGENCY: Fire Declares emergency. (n.d.). Retrieved March 7, 2024, from
https://eclkc.ohs.acf.hhs.gov/sites/default/files/pdf/emergency-prep-manual-pg-14-r.pdf
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Reference: Shelter-in-Place Response in Centers. (n.d.). Retrieved March 7, 2024, from
https://eclkc.ohs.acf.hhs.gov/sites/default/files/pdf/shelter-in-place-response-centers.pdf
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Reference: Chapter 2: Preparedness Lockdown Response in Centers. (n.d.). Retrieved March 7,
2024, from https://eclkc.ohs.acf.hhs.gov/sites/default/files/pdf/lockdown-response-centers.pdf
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Reference: Chapter 2: Preparedness Evacuation Response in Family Child Care Homes. (n.d.).
Retrieved March 7, 2024, from https://eclkc.ohs.acf.hhs.gov/sites/default/files/pdf/emergency-
prep-manual-pg-18-r.pdf
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Reference: Shelter-in-Place Response in Family Child Care Homes. (n.d.). Retrieved March 7,
2024, from https://eclkc.ohs.acf.hhs.gov/sites/default/files/pdf/shelter-in-place-response-in-
family-child-care-homes-worksheet.pdf
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Reference: Chapter 2: Preparedness Lockdown Response in Family Child Care Homes TYPE OF
EMERGENCY. (n.d.). Retrieved March 7, 2024, from
https://eclkc.ohs.acf.hhs.gov/sites/default/files/pdf/lockdown-response-family-child-care-
homes.pdf
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Building an emergency supply kit is an important part of preparedness. This kit ensures
that your program has sufficient supplies and food if you and the children need to
shelter in place or evacuate in an emergency. Ready.gov/kits recommends having
enough supplies and food to last at least 72 hours.
Make sure that all items are up to date and not expired. If you are in a center, consider
appointing someone to be responsible for routinely checking expiration dates of the
food in your kit. If you are a family child care provider, make a note of the expiration
dates and keep them in a visible place in your home. If snacks are about to expire,
consider serving them to the children a month before the expiration date and
replacing them with new snacks.

Reference: How to Build an Emergency Kit | ECLKC. (2019, July 23). Eclkc.ohs.acf.hhs.gov.
https://eclkc.ohs.acf.hhs.gov/safety-practices/emergency-preparedness-manual-early-
childhood-programs/how-build-emergency-kit

How to Build an Emergency Kit

Practicing your emergency plan in advance helps everyone respond quickly and
appropriately when an emergency situation arises. You won’t know if the plan works
unless you try it out, so practice with all children and adults, including community
partners. If you have enrolled children or staff with special health care needs or
disabilities, address these specific needs with community partners during practice.
Regular emergency drills, both announced and unannounced, help everyone become
familiar with emergency procedures and activities. This can reduce panic and fear
during an actual emergency, freeing participants to focus on how to evacuate, shelter
in place, or lockdown.
Emergency drills should be planned to include community partners, including first
responders, and to ensure that procedures are accomplished in accordance with local
regulations.

Reference: Practice Your Plan | ECLKC. (2019, July 23). Eclkc.ohs.acf.hhs.gov.
https://eclkc.ohs.acf.hhs.gov/safety-practices/emergency-preparedness-manual-early-
childhood-programs/practice-your-plan

Practice Your Plan

https://www.ready.gov/build-a-kit
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Reference: Chapter 2: Preparedness How to Build an Emergency Kit. (n.d.). Retrieved March 7,
2024, from https://eclkc.ohs.acf.hhs.gov/sites/default/files/pdf/how-to-build-an-emergency-
kit-worksheet.pdf
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An effective method of reuniting children with their parents and guardians after an
emergency is an often-overlooked component of an emergency plan, but it is very
important. Including up-to-date emergency contact information for each child in your
emergency kit can help provide structure around this process.

Reunification procedures that should be communicated to parents/guardians:
Evacuation or shelter-in-place locations
What the program will do during a lockdown response
What parents should do during a lockdown response
Who will contact parents/guardians before, during, and after an emergency
How parents/guardians will be contacted (e.g., text, email, phone call)
Procedures if a child needs to be transported for medical care (e.g., who will
accompany the child, where they will go)5
Consider saving valuable, important information for families and staff in
digital/electronic as well as print formats.

It is important for programs to have procedures in place if children cannot be reunited
with their parents/guardians immediately. Roads close, care gets delayed, and work
shifts go into overtime during emergencies for parents/guardians working in hospitals
or as first responders. Having a plan in case you need to take care of a child overnight
is a critical part of your reunification procedures.

Reference: Reunification Procedures | ECLKC. (2019, July 23). Eclkc.ohs.acf.hhs.gov.
https://eclkc.ohs.acf.hhs.gov/safety-practices/emergency-preparedness-manual-early-
childhood-programs/reunification-procedures

Reunification Procedures

https://eclkc.ohs.acf.hhs.gov/safety-practices/emergency-preparedness-manual-early-childhood-programs/reunification-procedures#footnote_1
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Reference: Chapter 2: Preparedness Reunification Procedures (n.d.). Retrieved March 7, 2024,
from https://eclkc.ohs.acf.hhs.gov/sites/default/files/pdf/reunification-procedures.pdf
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Reference: Chapter 2: Preparedness What is Mitigation? (n.d.). Retrieved March 7, 2024, from
https://eclkc.ohs.acf.hhs.gov/sites/default/files/pdf/what-is-mitigation.pdf
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Reference: Chapter 2: Preparedness What is Mitigation? (n.d.). Retrieved March 7, 2024, from
https://eclkc.ohs.acf.hhs.gov/sites/default/files/pdf/what-is-mitigation.pdf
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Your emergency plan for your home or center should include policies and procedures
for volunteers.
Child care providers should have in place procedures for staff and volunteer
emergency preparedness training and practice drills.
Each child care center shall prepare and train staff members and volunteers to protect
children’s health and safety during an emergency. 
Each family child care provider shall prepare and train assistants, substitutes and
volunteers to protect children’s health and safety during an emergency. Family
members over age 12 should be prepared to assist during an emergency
Each staff member and regular volunteer shall receive pre-service training on
emergency procedures including a review of the program’s written policies and
procedures.
Each staff member and regular volunteer shall receive training every six months, which
includes a review of the center’s emergency procedures and monthly drills. 

The center shall maintain training records documenting the training.
Additional training may be required to ensure the safety of children and staff with
special needs.
Child care providers shall include disability issues in the orientation for preschool
teachers, caregivers and volunteers. 
Child care providers shall provide training to volunteers, facilitators and preschool
teachers on elements such as the code of conduct, principles of Early Childhood
Care and Development in emergencies, planning activities and making toys from
local materials.

All volunteers present in the center for more than six hours per week shall receive
orientation training on the center’s emergency procedures.
Child care center directors and/or Home-based owners shall verify the background of
volunteer caregivers to make sure they are suitable for working with young children.
In collaboration with local stakeholders and partner agencies, the CCDF/CCLP offer
professional development on emergency/disaster preparedness, response, and
recovery on a yearly and/or quarterly basis. Customized training may be available
upon request. 
The Federal Emergency Management Agency (FEMA) offers free online training for the
public and volunteers in early childhood settings. For example, IS-366.A: Planning for
the Needs of Children in Disasters is a free training that any volunteer or child care staff
can take online. (Link: https://training.fema.gov/is/courseoverview.aspx?code=IS-
366.a&lang=en)

Volunteers

https://training.fema.gov/is/courseoverview.aspx?code=IS-366.a&lang=en
https://training.fema.gov/is/courseoverview.aspx?code=IS-366.a&lang=en
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This appendix outlines the qualifications and training requirements to establish a pool of emergency child
care providers during disaster or emergency situations. It ensures the safety, well-being, and
development of children under care.

Purpose

Licensed Staff Requirement:1.
Each emergency care site must have at least one CCLP-approved staff member
per age group who meets minimum licensing requirements as defined by the Child
Care Licensing Program (CCLP). This includes:

Basic child care training.
Health and safety training.
First Aid and Pediatric CPR certification.

2. Support Staff and Volunteers:
Additional staff or volunteers who do not meet the licensing requirements may
assist but must:

Be directly supervised by CCLP-approved personnel.
Restrict activities to non-critical roles and avoid unsupervised interaction with
children.

3. Eligibility Criteria:
Staff and volunteers must be at least 16 years old. (16 year-old volunteers do not
need SORNA clearance but must have police clearance)
Pass emergency background checks (e.g., SORNA, police clearance) before
deployment.

Minimum Qualifications

Training Requirements
Expedited Training Program:1.

Providers must complete a rapid training curriculum developed by the CCLP and
CCDF that includes a minimum of 1 hour for each of the following topic:

Emergency preparedness and response protocols.
Health and safety procedures tailored to disaster scenarios.
Child supervision and strategies for managing children with special needs or
chronic conditions.
Psychological first aid and trauma-informed care techniques.

Ongoing Compliance:2.
Training must be completed before service begins, and documentation verified by
CCLP or CCDF representatives.
Refresher training may be required for providers operating beyond 30 days of initial
deployment but before the end of 90 days.
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Supervision and Monitoring
Operational Oversight:1.

The CCLP and CCDF will perform routine inspections of emergency child care sites
to verify compliance. CCLP performs the routine inspections relative to health and
safety. CCDF conducts check-in for quality purposes only.
Supervisory checks will be conducted at least weekly during the first 30 days, then
bi-weekly as operations stabilize.

Non-Compliance Protocols:2.
Non-compliant providers must address issues within 5 business days or face
temporary suspension or operational closure.

Provider Disaster Plan
Annual Submission and Updates:1.

Emergency providers must submit a Provider Disaster Plan outlining:
Emergency response protocols.
Supervision arrangements for temporary staff.
Procedures for accommodating vulnerable children, including those with
disabilities or medical needs.

The plan must be reviewed annually (every September) or updated with any major
operational or staffing changes.

Plan Components:2.
Risk assessment and mitigation measures.
Communication strategies for families and emergency responders.
Evacuation and shelter-in-place procedures.

Enhancements for the Pool of Providers
Capacity Building:

Develop a reserve pool of pre-trained emergency providers.
Maintain a database of qualified individuals to mobilize during emergencies.

Support Resources:
Establish a hotline for technical assistance and training inquiries.
Provide templates and tools for disaster plans and compliance documentation.

This appendix aligns with federal requirements and emphasizes high-quality, safe, and
supportive services for children under emergency care. For additional guidance, refer to
Appendix 17: Child Care Providers’ Emergency Preparedness and Response Plan
Resources/Guideline.
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Take a photo of this
QR code to access
the survey online:
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Take a photo of this
QR code to access
the survey online:



IX. GLOSSARY
ARC, CNMI – American Red Cross, Commonwealth of
the Northern Mariana Islands Chapter
BSCO – Building Safety Code Office
CCDF – Child Care and Development Fund
CCDF Provider – a licensed child care contractor
receiving funds from the CCDF
CCLP – Child Care Licensing Program
CHCC – Commonwealth Health Care Corporation
CK – Chalan Kiya village
CNMI – Commonwealth of the Northern Mariana
Islands
COTA – Commonwealth Office of Transit Authority
CUC – Commonwealth Utilities Corporation
DCCA – Department of Community and Cultural
Affairs
Destroyed – Shall mean at least one portion of the
roof framing system is damaged, and/or flooding
inside the building reached 12 inches or reached the
power outlets or whichever is lesser.
DFEMS – Department of Fire and Emergency Medical
Services
DOF – Department of Finance
DPH – Department of Health
DPS – Department of Public Safety
DPW - Department of Public Works
EHS – Early Head Start Program
EOC – Emergency Operations Center
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EOP – Emergency Operations Plan
EPRRP – Emergency Preparedness, Response, and
Recovery Plan/ning
ESF – Emergency Support Function
FF and N – Family, Friend, and Neighbor child care
provider
GR – Gualo Rai village
HSEM – Homeland Security and Emergency
Management
In-Place Evacuation – A type of evacuation scheme
that keeps children and adults inside the building, or
evacuate children and adults to a designated room
inside the building to hide for safety.
MAC – Multi-Agency Coordination
MBP – Marianas Business Plaza
Major Damage – Shall mean at least one portion of
the roof framing system is damaged, and/or  
flooding inside the building reached 12 inches or
reached the power outlets; or whichever is lesser.
Minor Damage – Shall mean no portion of the roof
framing system is damaged, or flooding inside the
building reached less than 12 inches or did not
reached the power outlets, or whichever is greater.
MOA – Memorandum of Agreement
MOS – Mayor of Saipan Office
MOU – Memorandum of Understanding
Non-CCDF Provider – A licensed child care
contractor not receiving funds from CCDF
Off-Site Evacuation – A type of evacuation scheme
wherein occupants of a child care facility are to be
moved to a pre-determined safe location outside
the premises of said facility.
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On-Site Evacuation – A type of evacuation scheme
wherein occupants of a child care facility are to be
moved to a pre-determined safe location within the
premises of said facility.
PSS – Public School System
PSSHS – Public School System Head Start Program
QRIS – Quality Rating and Improvement System
RAC – Response Assistance Coordinators
SA HSEM – Special Assistant on Homeland Security
and Emergency Management
TA – Technical Assistance
Vertical Evacuation – A type of evacuation scheme
wherein occupants of a child care facility are to be
moved to a pre-determined safe location at least
five floors up from the ground floor. And, to be
executed within a 15 minute time frame. 



Thank You
Assistance in preparation of this emergency plan provided by:

Region IX Program Manager
Region IX Technical Assistance Specialist

CNMI Special Assistant on Homeland Security and Emergency Management
Secretary, CNMI Department of Community and Cultural Affairs

DCCA RAC Team
Gordon B. Salas — EPRRP Team Leader/Supervisor, Child Care Licensing Program

Maribel SD. Loste – Program Administrator/Director, Child Care and Development Fund Program
CNMI Child Care Program Emergency/Disaster Team

CNMI Child Care and Development Fund Program
Emergency Preparedness Team

Phone

Website

Email

Address

Contact Us

(670) 488-1343

www.childcare.gov.mp

gsalas.cclp@childcare.gov.mp

Building #1343, Ascencion Drive,
Capitol Hill, Saipan, MP 96950


