Department of Human Services 
INSTRUCTIONS FOR USE OF FORM HS-3275,
Child Care Agency Emergency Preparedness Plan Template
1. Purpose of the form
The form is used as a guidance document for child care agencies when creating an emergency preparedness plan to satisfy statutory requirements detailed in T.C.A. 71-3-517.
2. When it is used
The template will be used as guidance during the creation of an Emergency Preparedness Plan in consultation with emergency management professionals and/or Licensing staff. Once written, the plan will be reviewed annually and may be updated.
3. Who completes the form
Child Care Providers
4. An explanation of what goes into any field that is not clearly self-explanatory or any additional information needed to process this form (routing, processing et cetera)
This is an optional document that child care agencies can use as a model if necessary to develop their plan.
5. Who needs the original and where should it be filed
Child Care Services/Child Care Agencies
6. Who needs a copy and where should it be filed

DHS Intranet/Child Care Services SharePoint
7. Length of time the form must be maintained after the service is rendered/case closed
Pending
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