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       Comprehensive Emergency Management Plan 

The Children’s Place at HomeSafe, Inc. 

January 2022 
 

I. INTRODUCTION 

A. Name of Facility/Organization: The Children’s Place at HomeSafe, Inc. 

 

1. Program(s):  Specialized Therapeutic Group Homes- Residential Treatment Center 

 

Addresses: 

 

4826 N Haverhill Rd.    4854 N Haverhill Rd 

West Palm Beach, FL  33417   West Palm Beach, FL 33417 

561-383-9800 x1113   561-383-9800 x1305 

Derek Earl     DeAnna Lynch 

(Cell) 561-388-2477   (Cell) 854-401-2893  

   

 

680 Ipswich St.     654 Lyons Rd 

Boca Raton, FL 33487                             West Palm Beach, FL 33411 

561-383-9800 x1302   561-383-9800 x1107 

Melanie Jordan    Monique Barnett   

(Cell) 954-918-7940   (Cell) 561-707-0351 

                         

2840 6th Ave South    

Lake Worth, FL  33461      

561-383-9800 x1303       

Vacant  

 

 

2.  The Children’s Place at HomeSafe, Inc. is a private non-profit incorporated 501(c)3 charitable 

organization.   The governing body is the Board of Directors. 

  

President: Larry Gonnello    Phone: 561-820-2835 

 

Administrative Offices: 

2840 6th Ave South 

Lake Worth, FL 33461 

561-383-9800 

(See next page for additional Emergency Contacts) 
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3. Year facilities were built/type of construction: 

 

 4826-4854 N. Haverhill Rd  2840 6th Ave South 

 West Palm Beach, FL  33417  Lake Worth, FL 33461 

 Construction:  CBS   Construction: CBS  

Built:  2006     Built 1997 

No subsequent construction  No subsequent construction 

       

672-680 Ipswich St   654 Lyons Rd 

Boca Raton, FL 33487   West Palm Beach, FL 33411 

 Construction:  CBS    Construction: CBS 

Built: 1995    Built: 2021 

No subsequent construction  No subsequent construction 

  

 

4. Administrator(s): 

 

 Administrator:    Alternate Administrator: 

 Michael Tomczak, COO    Matthew Ladika, CEO    

 (W) 2840 6th Ave South   (W) 2840 6th Ave South 

 Lake Worth, FL 33461   Lake Worth, FL 33461 

 (H) 9931 Via Amati    (H) 201 N Caloosahatchee Ave   

 Lake Worth, FL  33416   Jupiter, FL 33458     

 (Cell) 561-310-8780   561-745-8861     

       (Cell) 561-339-6858    

 

5.   Additional Persons Implementing Plan: 

 

 Ivan Tate   Hector Cardenas  Cynthia Grazioso 

 Program Administrator Facilities Manager  Clinical Director 

(H) 4659 123rd Trail N (H) 104 Miramar Ave  (H) 8082 Tortuga Lane  

 WPB, FL 33411  Royal Palm Beach, FL 33411 Boynton Beach, FL 33436 

 (Cell) 561-660-2594 (Cell) 561-713-8979  (Cell) 561-632-6001 

          

 

6.   Person Developing Plan:  Michael Tomczak, Chief Operating Officer 

 

(W) 2840 6th Ave South  (H) 9931 Via Amati  

Lake Worth, FL 33461   Lake Worth, FL  33467 

(Cell) 561-310-8780  

 

 

7.    Organizational Chart:  See Appendix “A” 
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B.   Mission Statement:  Creating safer, more productive lives for infants, children, young adults and 

families.  

 

 

It is the policy of HomeSafe to create and maintain a safe living and working environment for staff and 

clients.  This Comprehensive Emergency Management Plan is intended to establish guidelines and 

procedures to be followed in emergency situations or disasters with the following considerations in 

mind: 

 

1. The Agency must have a blueprint to follow which details steps to take for a variety of 

emergency situations. 

2.  The plan must be read, understood, and followed by all staff and clients. 

3. The agency must support and institutionalize routine best practices regarding emergency and 

disaster prevention including fire safety, avoiding accidents, reducing exposure to poisons 

and toxins, and weather related precautions. 

4. The agency must support, implement, and monitor that facilities are provided and maintained 

with appropriate equipment and upgrades,  (i.e. fire extinguishers, evacuation routes, first aid 

kits) to assist in the event of a disaster. 

5. The agency must provide regular and routine training and drills to reinforce policies, 

procedures, and plans. 

6.   The agency carries an appropriate amount of insurance to protect property and operations. 

7.   The agency includes annual fund raising strategies which will cover additional operational 

expenses if an emergency occurs. 

 

In particular, because the agency operates residential care for children and adolescents on a 24/7 basis, it 

is critically important that staff on all shifts, and clients in their care, are knowledgeable and cooperative 

about the execution of this plan. Therefore the plan is in full force and effect at all times. 

 

The outcomes to be achieved through the planning and implementation process will be monitored by the 

agency Safety Committee which is chaired by the Chief Operating Officer.   

Expected outcomes include but are not limited to the following: 

   

1.  Procedures are established and monitored for regular inspections, drills, and inventory of 

equipment. 

2.   Accidents are reviewed by the Safety Committee and patterns and trends addressed resulting 

in a reduction of occurrences. 

3.  Staff trainings regarding Emergency Management and Disaster Planning are monitored for 

attendance. 

4.   Continual assessment of organizational capacity to ensure maintenance and support of this 

CEMP. 

5. The plan is updated and approved annually by Palm Beach County Emergency Management 

Office. 
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Comprehensive Emergency Management Plan 

The Children’s Place at HomeSafe, Inc. 
 

 

II. AUTHORITIES AND REFERENCES: 

 

A. Legal 

The Agency on Health Care Administration in accordance with 65E-9 of Chapter(s) 39 or 394 of the 

Florida State Statutes licenses Residential Treatment Centers for Children and Adolescents operating as 

Specialized Therapeutic Group Homes.  Specific authority cited as 39.407, 3 94.875 (10) of Florida 

Statues implemented on 7/25/06. Additional designation as Community Residential Homes pursuant to 

Chapter 419, Florida Statute. 

 

B. Reference(s) 

This plan was developed in collaboration with the Palm Beach County Emergency  

Management office using the following information and reference materials: 

 

1. www.Floridadisaster.org 

2.  www.redcross.org 

3.   www.ready.gov 

4.  Palm Beach County “Guide to Services” 

5. Florida Statutes, Department of Children and Families, Children’s Mental Health, 65E-9 

6.   www.pbcgov.com/public safety 

 

 

C. Authority 

The hierarchy reflected in the organizational chart is the same chain of command in the event of an 

emergency or disaster.  *See Organizational Chart- Appendix “A” 

  

http://www.floridadisaster.org/
http://www.redcross.org/
http://www.ready.gov/
http://www.pbcgov.com/public
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Comprehensive Emergency Management Plan 

The Children’s Place at HomeSafe, Inc. 
 

 

 

III.    HAZARD ANALYSIS 

 

A.  Potential Hazards: 

The Comprehensive Emergency management Plan covers the following potential emergencies and/or 

disasters.  See Appendix “C” for more specific instruction about handling these emergencies. 

 

1.  Fire 

2.  Hurricane 

3. Flooding 

4. Tornado 

5.  Lightning 

6. Bomb Threat 

7.  Client Riot 

8. Chemical Spill 

9. Terrorist Attack 

 10. Hostage Situation 

 

History: 

Implementation of the emergency management plan occurred in 2016 (Matthew) and in 2017 (Irma).  

Implementation of the plan in both instances was smooth.  Minimal operation disruptions were 

experienced.  Systems and procedures outlined in the plan proved to be effective.  Lesson learned in 

2017 include a recognized vulnerability at our Libra Girls home in Lake Worth which relies on a lift 

station.  The lift station was not powered by the emergency generator.  In the off season we took action 

to add the lift station to the generator to enhance our preparedness.  

            

The plan was implemented in 2019 (Dorian) without operation disruption.  Of noted effectiveness was 

the text notification system to maintain communications with all personnel.  After action review did not 

result in any changes to the plan. 

2020 - 2021: COVID-19 pandemic protocols were established and implemented.  This included the use 

of PPE, increased cleaning and disinfecting, restrictions on visitors to the facilities and limitations on 

youth community access.  Challenges in the group home environment included physical distancing and 

isolation of positive clients from other clients in the home-like environment.  Other challenges included 

maintaining staff due to issues of the pandemic as well as other workforce and labor shortages seen 

across the nation. 
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B.  Site Information: 

 

 

(Specialized Therapeutic Group Home) 

4826 – 4854 N. Haverhill Rd 

West Palm Beach, FL  33417 

Supervisor:  Derek Earl 

561-383-9800 Ext. 1113 

Supervisor:  DeAnna Lynch 

561-383-9800 Ext. 1305 

 

1.  Number of beds: 12 per home Number of staff on shift: 3 day / 2 overnight per home 

2.  Type of residents:  Children and adolescents, self-sufficient, Axis I psychiatric diagnosis 

 (No Alzheimer, dementia or special needs clients served) 

3   Hurricane evacuation zone: Outside evacuation zone. 

4.  Flood Zone:  X 

5. Major Roadways: N- 710 (Beeline Hwy) 2.5 miles 

    S- 704 (Okeechobee) 2.9 miles 

    E- I-95 1.6 miles 

    W- Turnpike 2.3 miles 

      Proximity to railroad: 1.5 miles to the West and 2.5 miles to the North 

6.  Proximity to nuclear-power plant; Inside 50 mile EPZ 

 

 

 

 

(Specialized Therapeutic Group Home) 

654 Lyons Rd 

West Palm Beach, FL  33411 

Supervisor:  Monique Barnett 

561-383-9800 Ext. 1107 

 

1. Number of beds: 12 Number of staff on shift: 3 day / 2 overnight 

2. Type of residents:  Children and adolescents, self-sufficient, Axis I psychiatric diagnosis 

 (No Alzheimer, dementia or special needs clients served) 

3.  Hurricane evacuation zone:  Outside evacuation zone. 

4.  Flood Zone:  AE 

5. Major Roadways: N- 98 (Southern Blvd) 1 miles 

    S- 882 (Forest Hill Blvd) 1 miles 

    E- Turnpike .5 miles 

    W- 441 (St Rd 7) 1.3 miles 

Proximity to railroad: 6.8 miles to the East 

6.  Proximity to nuclear-power plant; Inside 50 mile EPZ 
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(Specialized Therapeutic Group Home) 

2840 6th Ave South 

Lake Worth, FL 33461 

Supervisor:  Vacant 

561-383-9800 Ext.  

 

1.   Number of beds: 8  Number of staff on shift: 2 day / 2 overnight 

2. Type of residents:  Children and adolescents, self-sufficient, Axis I psychiatric diagnosis 

 (No Alzheimer, dementia or special needs clients served) 

3.   Hurricane evacuation zone:  Outside evacuation zone. 

4.   Flood Zone:  AE 

5. Major Roadways: N- 802 (Lake Worth Rd) .6 miles 

    S- 812 (Lantana) 1.4 miles 

    E- I-95 1 mile 

    W- Military Trail 1.7 miles 

Proximity to railroad: 1 mile to the West  

6.  Proximity to nuclear-power plant; Outside 50 mile EPZ 

 

 

(Specialized Therapeutic Group Home) 

680 Ipswich St 

Boca Raton, FL  33487 

Supervisor: Melanie Jordan 

561-383-9800 Ext. 1302 

 

1.   Number of beds: 12  Number of staff on shift: 3 day / 2 overnight 

2.   Type of residents: Children and adolescents, self-sufficient, Axis I psychiatric diagnosis.  

(No Alzheimer, dementia or special needs clients served) 

3.   Hurricane evacuation zone:  C 

4.   Flood Zone:  AE 

5.   Major Roadways: N- 806 (Atlantic) 4 miles 

    S- 794 (Yamato) .6 miles 

    E- No roadway/Intercoastal 

    W- US1 (Federal Hwy) 500 ft. / I-95 1 mile 

Proximity to railroad: 1600 ft to the West and 1 mile West 

6   Proximity to nuclear-power plant; Outside 50 mile EPZ 
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Comprehensive Emergency Management Plan 

The Children’s Place at Home Safe, Inc. 
 

IV. CONCEPT OF OPERATIONS: 

   

A:  Direction and Control:  See organizational chart 

 

1. Authority:  The Chief Executive Officer, Matt Ladika, in collaboration with the Chief 

Operating Officer, Michael Tomczak have the ultimate authority for initiating the 

Comprehensive Emergency Management Plan.  The Program Administrator, Ivan Tate, 

Clinical Director- Cynthia Grazioso, and Facilities Manager, Hector Cardenas, are 

responsible for directing implementation regarding the residential units.  Each Program 

Supervisor is responsible for staffing their respective homes, maintaining 72 hours of food 

and water, medical, prescription and first aid supplies, logs, and other necessary evacuation 

preparation and equipment. The on-site Supervisor is also responsible for the safe and orderly 

evacuation of clients and personal items including hygiene items, bedding, change(s) of 

clothing, and for assigning four (4) clients to each staff member for monitoring and direct 

supervision for the duration of the emergency.  

  

2. Chain of Command:   A Program Supervisor for each location will maintain on-site 

leadership responsibility and authority throughout an emergency situation.  Each supervisor 

will maintain an updated staff listing with 1st Response and Relief Team members identified 

along with backups.  Communications from the on-site supervisors will flow through the 

regular chain of command - > Program Administrator - > COO.  **See also Appendix “F” 

 

 The Chief Executive Officer and Chief Operating Officer are responsible for communication 

during the emergency and for all decisions related to clients and staff return to the residential 

units.  The same team will decide and communicate return to work expectations for staff.  If 

the facilities appear to be damaged or unsafe in any way, the team will consult with the 

appropriate local and/or county authorities prior to the return.  The CEO or COO is 

responsible for communicating with all licensing, and regulatory agencies.  The Clinical 

Director shall communicate with referral entities including: CBC’s, SAMH, legal guardians 

for the children. 

  

3.   Activation and Staffing:   Each site maintains an emergency response team which will 

provide 24/7 supervision of clients and a designated supervisor who has agreed to respond 

and work for the duration of the event.  Upon notification from the CEO or COO each 

Program Supervisor will contact and activate the emergency team and begin preparations for 

activation of the plan.  The Children’s Place at HomeSafe has made the decision not to 

accommodate emergency workers’ families because of the supervision requirements of our 

clients. 

 

4. Standard Operating Procedure - See Appendix “D” 
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5 a.  Food and Water: The primary evacuation site is the Educational Building at 4888 N 

Haverhill Rd, West Palm Beach, which shares the campus with two of the residential units.  

The building has 5 large rooms, and a warehouse with freezer and refrigerator.  The 

warehouse will have a 72 hour supply of food and water for 50 individuals (40 clients and 

10 staff). Food and water for programs evacuating to 2840 6th Ave South in the Lake Worth 

Administration Building will stage supplies in advance of evacuation.  All food is purchased 

retail (Walmart, Sam’s, etc) therefore no food supply agreement is kept. 

  

b. Sleeping Arrangements:   All Programs:  Staff and clients will be assigned sleeping areas 

by facility and are instructed to bring bed rolls when evacuating. 
       

   

c. Emergency Power:  The primary site (WPB) is equipped with a 230 gallon capacity 

diesel generator.  The agency maintains a contract with Palmdale Oil for emergency 

fueling within two (2) days.  The Group Homes at Lyons Rd and in Boca Raton have 

natural gas generators.  The facility in Lake Worth has an LP generator.   

 

d. Transportation:  HomeSafe maintains a van fleet sufficient (10 total vehicles consisting of 

seven and twelve passenger vans) to transport all staff and clients, potentially 60 

individuals, in the event of an emergency. The Program Supervisors have been instructed 

and trained to fuel all vehicles as part of pre-evacuation preparation and lists of area gas 

stations with generator back-up are provided. 

 

e. Supplies: The warehouse at the primary site is stocked with essential supplies sufficient 

for a 72 hour period in accordance with Appendix “O”.    

 

Log books, medications, client records, bedding, change of clothing, and hygiene items 

will be gathered and transported from each facility to the evacuation site. 
   

 Each location stocks essential supplies specific to that location which can transport in the 

event of evacuation.  Supplies are stocked for a 72 hour period in accordance with 

Appendix “O”. 

 

6. Provision for 24 hour staffing:  see IV, A, 3 “Activation and Staffing”. 

 

B: Notification 

 

1.  The facilities are staffed 24/7 and CEO, COO, Program Administrator, Clinical Director, 

Facilities Manager, and Program Supervisors are on-call via cell phones at all times.  

Warnings of impending emergencies will be received through weather radios, TV sets, and 

internet services at each location. 

 

2.  24 hour contact number:  See numbers specified in the “Introduction” pgs 1 & 2. 
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3. Key Staff:  The CEO in collaboration with the COO will begin the notification process of key 

staff.  In addition to cell phone numbers a contact log is kept with home and other emergency 

numbers (see SOP) 

 

4. Key Staff continued:  Key workers will be contacted by the Program Supervisors for each 

facility and given a time and destination to report to work.  Upon arrival each team will have 

a brief meeting to review emergency procedure and expectations. 

 

5. Client notifications:  Clients at each facility will receive verbal instructions from the Program 

Supervisor and the response team depending on the nature of the emergency. 

 

6.    Alternative means of notification:  In the event that the primary system of notifications(s) 

fails, cell phones will be utilized to contact key staff and other entities.  Other potential 

means of communication will include:  A dedicated extension of 561-383-9800, the website, 

text message, and/or radio PSA’s. 

   

7.    Notification of receiving facilities:  The CEO, COO, and/or Program Administrator will 

notify the Program Supervisor of each receiving facility as to the names, numbers, and 

estimated time of arrival of clients and staff who are being evacuated.  See Concept of 

Operations, page 11, section 4 for evacuation sites and Standard Operating Procedures, page 

1, for additional notification details.  

 

8.   Notification of legal guardian(s):   The clients’ legal guardians (generally Case Managers or 

parents) will be notified by the Program Supervisors and/or Therapists for each unit in the 

event of an evacuation. 

 

C: Evacuation 

 

1. Implementation of evacuation procedures:  The CEO in collaboration with the COO is 

responsible for initiating the evacuation.  The Program Administrator, Facilities Manager, 

and Program Supervisors of each site are responsible for implementation.  The CEO and 

COO are responsible for notifying the Agency on Health Care Administrations, The 

Department of Children and Families, ChildNet and other CBC’s in the event of an 

evacuation. 

 

2. Transportation:  The agency is responsible for providing any necessary transportation and 

will utilize its own vehicle fleet. 

 

3. Transportation/Logistical:  Food and water will be stored at the evacuation site.  The 

Program Supervisor and evacuation team will be responsible for transporting records, 

medications, logs and other program related supplies.  Clients will assist with the evacuation 

by transporting bedding, hygiene items, and any toys, games, books, etc. 

 The Boca Raton sites will have all supplies stored at the facility (680 Ipswich St. Boca 

Raton) for transport to the identified evacuation site. 
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4.   Evacuation Locations:  

 

 Primary Site: 4888 N Haverhill Rd, Education Center, West Palm Beach, FL. This building is 

on the same campus as the two (2) HomeSafe facilities.   

 

 Secondary Site:  In the event that the primary site is damaged or uninhabitable all clients and 

staff will evacuate to 2840 6th Ave South, Administration Building, Lake Worth, FL 
  

 Tertiary Site: Alternate site- 654 Lyons Rd, West Palm Bach, FL. 
 

5. Mutual Aid Agreement(s):  N/A - Evacuation sites are owned and operated by The Children’s 

Place at HomeSafe, Inc. 
 

6. Evacuation Routes: 

   

Boca Raton to Haverhill Rd (Primary Site Libra Boys South)   Federal Hwy South to 

Yamato, West to I-95.  North to 45th Street exit.  West to Haverhill Rd.  South on Haverhill 

to 4888 N. Haverhill Rd, West Palm Beach.   

 

Secondary Evacuation route Boca Raton to Haverhill Rd:  Federal Highway North to 

Lantana Rd.  Left (West) on Lantana Rd to Haverhill Rd.  Right (North) on Haverhill Rd 

to 4888 N. Haverhill Rd. 
 

Boca Raton to Lake Worth (Secondary Site for Libra Boys South): 

Federal Hwy South to Yamato Rd.  West to I-95.  North to 6th Ave South exit.  West on 6th 

Ave to 2840 6th Ave evacuation site.  

 

Secondary Evacuation Route Boca Raton to Lake Worth:  Federal Highway North to 6th 

Ave South, Lake Worth.  West on 6th Ave South, to 2840 evacuation site. 

 

 Haverhill Rd to Lake Worth (Secondary Site Libra Boys and Home Safe Boys): North on 

Haverhill Rd to 45th Street. East on 45th St to I-95.  South to 6th Ave South exit.  West on 6th 

Ave South to 2840 evacuation site.   

 

Secondary Evacuation route Haverhill Rd, West Palm Beach, to Lake Worth:  

South on Haverhill Rd to Lake Worth Rd.  East on Lake Worth Rd to Congress.  South 

on Congress to 6th Ave South.  East on 6th Ave South to 2840 evacuation site. 
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7. Evacuation Time:  If the event is tropical, completion of evacuation of all facilities will be 

completed prior to the development of tropical storm winds (39 mph).  It is approximately 

14.5 miles between the 4888 N. Haverhill Rd, West Palm Beach location and 2840 6th Ave 

South Lake Worth location.  The estimated evacuation time is 30 minutes. From Boca Raton 

to Haverhill Rd the distance is 33.5 miles and estimated evacuation time is 50 minutes. 

 

8. Ensure staff to client ratio:  The designated site Supervisor is required to notify the Program 

Administrator of any issues regarding adequate staff coverage. The Program Supervisors is 

responsible to ensure a coverage plan with one additional staff member beyond normal ratio 

(Program Supervisor is counted in ratio). 
 

9. Tracking clients:  Each home maintains a hard back, bound and page numbered legal 

logbook to record daily movement and happenings.  The staff assigned supervision of the 

youth will maintain the routine facility logbook and document the location of those in our 

care any time they are away from their primary assigned site.  Any subsequent relocations 

will be documented in the facility logbook.  Staff will maintain a 1:4 ratio and record at least 

30 minute census entries into the logbook during awake hours and 15 minute entries during 

hours of sleep. * See policy R720 Appendix “P”.  
 

10. Residents’ belongings:  Residents are permitted to take the following personal items:  

bedding and pillow, hygiene items, 2-3 changes of clothing, sleepwear, games and/or books, 

electronics (iPODs, etc), shoes and slippers. 
 

11. Family inquiries:  The on-site supervisor will be responsible for checking the facility voice-

mail (as power allows) and cell phone(s) during the evacuation. 
 

12. Tracking:  The supervisor or designee will conduct a room to room facility check following 

evacuation to determine that all residents, visitors, and staff have exited.  Upon arrival at the 

receiving facility residents and staff will be cross-checked against the census, logbook and 

work schedule. 

 

13.  Pre-positioning of supplies: Food, water, first aid kits, flashlights, batteries, radios, cooking 

utensils, paper cups and plates, paper products will be stored at the primary evacuation site.  

Other supplies and provisions will be moved as soon as the evacuation is imminent.  The 

nurse will be responsible to ensure that sufficient medication supply is on hand for one week. 

(See Appendix “O”) 

 

14. Program Supervisors will be responsible for notifying the Supervisor of the receiving facility 

when an evacuation time has been determined. 

 

D. Re-Entry: 

  

1. Authorization of re-entry:  The Chief Executive Officer in collaboration with the Chief 

Operating Officer and Facilities Manager will be responsible for authorizing and establishing 

timeframes for re-entry. 
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2. Inspections:  The Facilities Manager is responsible for inspecting residential units for 

damages and safety.  Local and/or County authorities and professional services may be 

required to assess habitability prior to allowing re-entry . 

 

3. Client re-entry and notification:  The on-site supervisor(s) of the evacuation team will 

coordinate the return to the residential unit(s) upon receiving re-entry authorization from the 

CEO or COO, in consultation with the Facilities Manager. Clients will be transported via the 

facility vehicle fleet.  The on-site supervisor will report re-entry issues and operations to the 

Program Administrator until the process is complete.  

 

E. Sheltering:   

 

1. Receiving procedures:  The receiving supervisor will be informed of names, number and 

estimated time of arrival, and designated shelter area for evacuees by the Program 

Administrator in consultation with the CEO and/or COO.  Direct care staff will each be 

assigned four (4) clients to monitor throughout the evacuation and census will be regularly 

recorded in the log book. 

 

2. Housing: Clients will be housed at the Education Center if evacuated to West Palm Beach or 

the Administration Building if evacuated to Lake Worth (see Concept of Operations page 11, 

and Appendix K for floor plans). 

 

3. Provisions: The evacuating facility will transport sufficient hurricane supplies (food, water, 

and emergency medical) to meet the needs of clients and staff for a five (5) day period.  If 

possible supplies will be relocated in advance of the actual evacuation of clients. 

 

4. Continuity of Operations: Emergency Teams will be established by each facility prior to 

hurricane season and will evacuate with assigned clients.  Relief Teams will also be 

established to replace original emergency team as necessary to ensure 24/7 operations. 

 

5. Family Members: HomeSafe will not provide shelter for family members of critical workers. 

 

6. AHCA Waiver:  The CEO and/or COO will be responsible for notifying AHCA and/or DCF 

of any evacuations and resultant deviation from licensing standards. 

 

7. Tracking clients:  Each home maintains a hard back, bound and page numbered legal 

logbook to record daily movement and happenings.  The staff assigned supervision of the 

youth will maintain the routine facility logbook and document the location of those in our 

care any time they are away from their primary assigned site.  Any subsequent relocations 

will be documented in the facility logbook.  Staff will maintain a 1:4 ratio and record at least 

30 minute census entries into the logbook during awake hours and 15 minute entries during 

hours of sleep. * See policy R720 Appendix “P”. 
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V.  INFORMATION, TRAINING, AND EXERCISE 

 

A. Emergency Rules:  Emergency Rules and policies and procedures are discussed in annual trainings 

and refreshers (see B below).  In addition an annual Hurricane Preparedness meeting is held in May 

for all administrative, management staff, and supervisors. Supervisors submit the names and contact 

numbers for their respective evacuation teams at this meeting and they are updated throughout the 

year. 

 

B. Training:  All new employees must attend training during the first 90 days of hire including CPR, 

First Aid, safety training to include Bloodborne Pathogens, Disaster Preparedness and Emergency 

Management Training.  These trainings require annual certification or refreshers for all staff.  See 

Appendix G.   

 

In addition, the COO chairs a Safety Committee meeting that collects data and identifies patterns and 

trends regarding client and employee safety concerns and issues.  This committee monitors 

evacuation drills, van inspections, facility inspections, and client and employee accidents and plans 

corrective action as necessary. 

 

C. See above 

 

D. Hazard Drills:  Unannounced timed emergency evacuation drills are conducted on a rotating basis for 

all shifts on a monthly basis at each residential site.  Clients and staff are interviewed for knowledge 

of location of pull stations, duty cards, fire extinguishers, and evacuation routes.  Staff members are 

evaluated for client control, time indicators, and primary and secondary location sites (see Appendix 

H).  A hurricane preparedness meeting/review is conducted annually in May.  Lock Down Drills are 

held quarterly. 

 

E: Correction of Deficiencies:  Drills are reviewed at Safety Committee and recommendations for 

correction of improvement are summarized for the Program Supervisor to implement. 
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Comprehensive Emergency Management Plan 
Standard Operating Procedures 

Disaster Evacuation Plan 
The Children’s Place at Home Safe, Inc. 

 

This plan details Standard Operating Procedures for the Residential Programs of The Children’s Place at 
HomeSafe, Inc. in the event of disaster evacuation of residents.  Disaster evacuation may occur due to 
a variety of hazards (hurricane, tornado, fire, etc.).   
 
Chief Executive Officer and Chief Operating Officer 
 
The CEO and COO will collaborate in making the decision to evacuate and will immediately notify key 
staff of the residential units as follows: 
 

1. Inform the Program Administrator, Clinical Director, Program Supervisors, and Facilities 
Manager of intent to evacuate and time to report for duty. 

2. Establish timelines for evacuation. 
3. Make all relevant administrative decisions 
4. Inform the Information Technology Support staff to prepare offices and provide computer back-

up for all documents. 
5. Inform Finance Department that petty cash may be needed. 
6. Decide when administrative, managerial, and support staff may leave work. 
7. Assist and/or delegate securing the facilities and preparing the evacuation site. 
8. Perform last minute walk through if time allows. 
9. Make all post evacuation decisions regarding return to residential units and return to work.  

Notify media and licensing entities as necessary. 
 

Program Administrator 
 

1. Inform Program Supervisors and Education Liaisons of intent to evacuate, need to report for 
duty, and timelines.  

2. Assume executive decision making role in absence of the CEO or COO. 
3. Coordinate on-site evacuation responsibilities in collaboration with Program Supervisors.  
4. Ensure adequate staff are available to provide 24/7 supervision for up to 3 days at designated 

evacuation sites.  
5. Assist in making post evacuation decisions regarding return to residential units and return to 

work. 
 
Clinical Director 
 

1. Inform Nurse and Therapists of intent to evacuate, need to report for duty, and timelines. 
2. Coordinate communication to clients’ family, team (DCM, GAL, etc.) of intent to evacuate. 
3. Along with Therapists assist in coordination of movement of clients as necessary. 
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Program Supervisors 
 
1. Call evacuation team members to report for duty. 
2. Serve as on-site evacuation team leader for duration of evacuation. 
3.  Coordinate and delegate existing on-duty staff to: 
  a. Fuel all vehicles 
  b. Charge cell phones 

 c. Notify residents and/or staff and assure that they prepare bedrolls,        
personal hygiene items, change of clothing, games, toys and books 
d. In collaboration with therapists, notify family members and/or legal               
guardians. 

  e. Check existing warehouse supplies. 
4.  Gather cell phones, logs, MARs (ipads), client files, and sufficient office supplies. 
5. Supervise the evacuation of the residents. 
6. Assign four clients to each member of the evacuation team for continuous supervision. 
7. Check that residence is secure and locked. 
8. Arrange for post evacuation relief staff. 
9. Assist as needed in notifying family and/or legal guardians about return to residential units. 

 
Nurse 
 

1. Review current inventory of medication(s) for each client. 
2. Check MARs 
3. Coordinate refills and pick up of medication so that each resident has a one week supply. 
4. Identify a secure setting for Meds at evacuation site. 
5. Assure that a First Aid kit is on site. 
 

Facilities Manager 
 
1. Prepare primary and secondary evacuation sites for residents. 
2. Check and supplement (if necessary) existing warehouse supplies. 
3. Prepare and secure all sites being evacuated: 
  a. Install shutters as needed 
  b. Remove or secure any outside items, ie patio furniture, trash cans etc. 
  c. Fuel generator and distribute grills. 
  d. Contact vendor for emergency fuel for standing generator. 
  e. Assist in fueling vehicles 
  f. Perform last minute walk through of evacuated, closed buildings. 
4. Ensure that on-site evacuation team leader has all necessary keys and instructions. 
5. Post evacuation 

a. Assess administrative and residential units for damages and collaborate with CEO and 
COO regarding safe return of clients. 

  b. Return all facilities to pre-evacuation status. 
  c. Replenish all emergency supplies 
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Vital Records and Databases 
 
1. As all current client records are electronic they will remain accessible online as long as internet 

remains available.  All other client records will be taken to the assigned evacuation site prior to 
client evacuation.  

2. Senior Managers are responsible for assuring that each department updates and backs up 
electronic records and database(s) prior to the evacuation.  Those most critical are identified as: 

a. Financial 
b. Human Resources (Personnel) 
c. Clinical 
d. Medication Administration 
e. Corporate, Insurance, and Legal 

3. Administrative Assistant(s) and/or IT personnel may assist with covering all computers with 
plastic sheeting and elevate in a location away from windows and doors. 

4. The Executive Management Team will be responsible for instituting alternatives for 
communication, vital records, and data processing during and after the emergency evacuation. 

 
Communication 
 
1. The Following communication strategies will apply: 
2. The Program Supervisors are responsible for maintaining updated staff rosters with home, cell 

phone, and alternate numbers. 
3. The intranet will be used to keep everyone informed and updated.  Each residential location 

will be equipped with a land line and a cellular phone in addition to the Mitel System. 
4. We will utilize our text notification (Remind101) – Sign up if you have not yet! 
5. Information will also be available on WJNO AM 1290. 
6. Program Supervisors will be responsible for internal and external notifications regarding clients 

and staff. 
7. The CEO and COO will be responsible for external notifications to licensing and regulatory 

bodies and funders. 
8. The CEO and/or COO will coordinate all media contact(s). 
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STEPS FOR HURRICANE/EMERGENCY PERSONNEL 
 
Pre-Hurricane 
 

1. CEO and COO will communicate the need to begin emergency preparations, e.g., cover 
computers; back-up files; protect equipment; secure copy of emergency plan and contact list; 
initiate off-site storage; charge cell phones; etc. 

2. Notify all personnel to remove any personal items from buildings. 
3. Primary and Secondary Emergency Relief Teams will be notified and assigned based on staffing 

ratios. 
4. Primary Emergency Team members should not be on the shift immediately prior to activation.   

 
Plan Implementation 
 

1. Executive Management Team will announce the time that the emergency plan will start (either 
to lock down or evacuate). 

2. Primary Emergency Team will be activated. 
3. Primary Emergency Team will be paid double time for hours worked during the time that the 

evacuation plan is in effect. 
4. Hours worked during the emergency will count toward a regular 40 hour work week. 
5. Exempt staff required to work in a residential group home during the emergency will be paid a 

stipend per day. 
6. No family members/or pets will be allowed to stay at any of the facilities.  In the event that 

evacuation to local City/State approved facilities results in encountering family members at the 
same site, staff must ensure that another adult is available to supervise family members. Staff 
cannot supervise their own children when working as an Emergency Team member. 

7. If the emergency evacuation plan is activated on a regularly scheduled work day, staff that are 
scheduled to work and are not on the Primary Emergency Team will be compensated for one 
“disaster day” (8) hours. 

8. If the emergency evacuation plan remains in effect for more than one shift, employees not on 
the Primary Emergency Team may use accrued vacation or personal benefit time.  (If no 
accrued time is available, the time will be unpaid time.) 

9. Staff previously scheduled and approved for vacation or personal time will be paid as vacation 
or personal time. 

10. Supervisory personnel not scheduled to report during the emergency period will be expected to 
maintain communication with respective programs. 
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Post Hurricane 
 

1. CEO and COO will announce end of emergency status. 
2. The Program Supervisor remains the lead person onsite at each location for the change 

over from Primary Emergency Team to the Relief Team.  In the event of evacuation the 
lead person(s) will be positioned at the Emergency Operations Site (West Palm Beach – 
Haverhill). 

3. The Relief Team will be activated.  Hours worked during post event will be paid at the 
rate of time and one-half and count toward a regular 40 hour workweek.  

4.  Relief team will be active for a minimum of 16 hours (for events over 36 hours) to allow 
Primary Emergency Team personnel an adequate rest period.  If Primary Team is active 
less than 36 hours the Relief Team activation may be prorated to a lesser duration. 

5. Supervisors and staff from all programs will report to Emergency Operations Site on the 
next regularly scheduled work day (if evacuated). 

6. If non-evacuation incident- reporting instructions will be communicated via phone tree. 
7. Staff members unable to report to work are required to use accrued vacation or 

personal benefit time. 
 
Re-Entry (if evacuated) 

1. Authorization of re-entry:  The Chief Executive Officer in collaboration with the Chief 
Operating Officer and Facilities Manager will be responsible for authorizing and 
establishing timeframes for re-entry. 

2. Inspections:  The Facilities Manager is responsible for inspecting residential units for 
damages and safety.  Local and/or County authorities and professional services may be 
required to assess safety prior to allowing re-entry. 

3. Client re-entry and notification:  The on-site Supervisor(s) of the evacuation team will 
coordinate the return to the residential unit(s) upon receiving re-entry authorization 
from the CEO or COO, in consultation with the Facilities Manager. Clients will be 
transported via agency fleet vehicle.  The on-site Supervisor will report re-entry issues 
and operations to the Program Administrator until the process is complete.  

 
Emergency Phone Numbers and Communication 
 

1. Internal:  383-9828 (mailbox 328) 
     WJNO AM 1290 (Radio) 

         2.  External: 
 AHCA  1-850-412-4364 
 DCF 1-866-315-9538 
 ChildNet 1-954-321-3133 or 1-954-234-3592  
                            FPL  561-697-8000 
 Division of Emergency Management     561-712-6400 
 American Red Cross    561-833-7711 
 Hurricane Resources (211)   561-383-1134 
       
       3.  From Home: 
      Open your browser and enter this address:   

     http://sylvester.helphomesafe.org/intranet/index.cfm 

http://sylvester.helphomesafe.org/intranet/index.cfm
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  All Program Supervisors

  All Program Supervisors

COO

Michael Tomczak

Cell 561-310-8780

Diane

Delbene

CFO
561-596-3929

Billy 

Van Ee

CHRO
561-371-3085

Hector 

Cardenas

Facilities 

Manager

561-713-8979

Amanda 

Stone

CPO
561-800-5590

All 

Advancement 

Staff All 

Finance 

Staff

All

HR Staff

All Program 

Supervisors Facilities

Technician(s)

Cindi

Grazioso

Clinical 

Director

561-632-6001

All 

SafetyNet

Staff

CEO

Matt Ladika

Cell 561-339-6858

Home 561-745-8861

Asst. Clinical Dir

Therapists

Nurses

Psychiatrist

Referral 

Coordinator

IL Supervisor

Brian

McCarey 

SafetyNet

Supervisor
561-236-1805

Healthy 

Beginnings 

Supervisors

Healthy  

Beginnings

Staff

Primary and 

Secondary 

Relief Teams

Patrice 

Henderson

CQI 

Specialist

Laura

Barker

Director of 
Philanthropy

561-245-0997

  

 

   Emergency Phone Tree 

 

 

  

 Program

Administrator

MichaelTomczak
Highlight
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CEMP VENDORS LIST 
2022 

Service Vendor Main Contact # Address Contact Person 

Generator Repair   TAW 954-977-0202 1500 NW 15th Ave 

Pompano Beach, FL 

33069 

Greg Dorsey 

Generator fuel  

(Lake Worth/Lyons)   

AmeriGas 561-844-1775 7171 Interpace Rd. 

WPB FL 33407 

Nadine Caudeil 

Generator fuel       
(West Palm Beach) 

Palmdale 561-848-1061 1900 Skees Road  

West Palm Beach, FL 

33411 

 

Angie Gagen 

Generator fuel       

(Boca Raton)     

Natural Gas    

Florida Public 

Utilities Co 

(561) 278-2636 325 N.E. Second 

Street, Delray 

Beach,  

 

Fire alarms, 

sprinklers, 

extinguishers 

JW Fire 561-863-8161 5730 Columbia Cir, 

West Palm Beach, FL 

33407 

Darren Simcox 

Pharmacy Guardian 

Pharmacy 

954-601-2121 354 SW 12th Ave, 

Deerfield Beach, FL 

33442 

Charmaine 

Munnings 

Food/Water Sam’s (561) 687-0098 4295 45th St, West 

Palm Beach, FL 

33407 

 

Food/Water  WalMart(WPB) (561) 683-8300 4225 45th St, West 

Palm Beach, FL 

33407 

 

 WalMart (LW) (561) 223-4357 2765 10th Ave N, 

Palm Springs, FL 

33461 

 

 WalMart (BR) (561) 495-8127 16205 S Military 

Trail, Delray Beach, 

FL 33484 

 

 

 


	Binder front.pdf (p.1)
	Approval Letter (exp 2-28-23).pdf (p.2)
	CEMP 2022.pdf (p.3-23)

