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PURPOSE
[bookmark: _GoBack]To ensure the best service for the public in need of a child seat installation, refer to these guidelines so that safety is continued for all parties involved. As we are hosting events now, all citizens interested in the program for installs and checks should be directed toward the City of Kirkwood website where a form is located under City Departments\Fire\Services Provided. When submitted, this form is emailed to the car seat coordinator as well as three liaisons on each shift in the event of the coordinators absence. Events are planned as needed dictated by the number of requests. Certain events may arise where someone walking-in may need a car seat installed due to unforeseen circumstances. The decision to install is that of the CPS tech, their Captain, or any Command staff. The process and example circumstances are listed below:
 POLICY
A.	Example of Circumstances
1. Premature delivery of the child
2. Grandparents, family, or guardians that have abrupt custody of the child
3. Rented vehicles
4. Miscommunication from hospital’s CPS Techs*

B.	Process for walk-in assisted installations
1. Once it’s decided that the installation is emergently needed, the apparatus the CPS Tech is on will be placed on an assist call via dispatch (incident type 550) and a run number will be generated.

2. The assisted installation takes place with a recall check.
3. The proper documentation is completed.
4. Once the documentation and installation is complete, the unit can go in service via dispatch.
5. Place documentation in car seat wall file.
6. Input the walk-in on the Car Seat 2017 Excel document on the Fire drive. This should include name, phone number, number of seats, number of vehicles, install date, and time.
7. Emergency Reporting should be completed with a primary action of 70 “Assistance, other” before leaving your shift.
This process ensures the safest circumstances for all parties involved. We are providing a necessary service to the public with proper documentation being an important part of the process. If the installation is not imminent, the requesting party should be directed toward the online form.	 

The decision to install is that of the CPS tech, their Captain, or any Command staff.
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