EMERGENCY PROCEDURES

Emergency contact action sheet
















Emergency procedures (including false alarms) – Club activity leader action sheet
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Club – Incident Details Sheet  (front page)

On taking a telephone call or message reporting an incident, follow the emergency contact action form and record as much detail as possible.  Include timings if you can.

	Time
	
	

	
	Date 
	

	
	Your name
	

	
	Name of person reporting incident
	

	
	No of people in group
	

	
	Location
	

	
	Names of any assistant leaders / volunteers
	

	
	Details of incident eg timings, people injured, nature of injuries, first aid carried out,


	                      Continue using additional sheets if necessary

	
	Does the group need external help? eg mountain rescue, ambulance, coastguard

Note any action taken for external help.
	

	
	Does the group need help from the club? eg  transport, medical forms

Note any action taken for internal help.
	


Incident Details Sheet  - (back page)

Check of completed paperwork after the incident is resolved

	Time
	
	Completed and initial.

	
	What rescue services were used?


	

	
	Club leaders briefed on incident
	

	
	Parents informed
	

	
	Press report given to Club press officer if appropriate
	

	
	Accident / incident report forms completed and filed
	

	
	Written statement from Club leader(s) involved
	

	
	Written statement from other adult helpers involved
	

	
	Written statement from participants involved
	

	
	Incident reviewed at Club meeting and any outcomes
	


Record information on ‘Incident Details Sheet’.





Is the incident serious?   If unsure assume yes.


Serious = involving serious injury / illness, missing persons requiring assistance at the location, or evacuation)


Do not speak to the media – direct all enquiries to the Club press officer (insert telephone number here)





NO





YES





Log telephone calls and timings and keep the phone manned until incident is resolved.





Can the Club handle this internally?





NO





YES





Call for external assistance if not already done so eg police, mountain rescue, coastguard, ambulance.





Arrange assistance as required at incident eg transport, evacuation and 1st aid if required.  (Consent forms required for medical treatment).





Inform parents





Complete accident / incident reports 





Gather written statements from all Club leaders  / volunteers / members involved.





Club management group to assess incident and discuss at next Club meeting.  Recommend action and implement accordingly.








Do you need the emergency services?





False alarm involving Emergency services callout





Yes








No








Call emergency services 





Call Club emergency contact





Call Club emergency contact


Do not speak to press - direct all press enquiries to Club press officer





Follow final 2 boxes in emergency procedures – emergency contact action form on return to Centre





Club emergency contact follows emergency procedures 





Club emergency contact follows emergency procedures – emergency contact action form





Follow final 2 boxes in emergency procedures – emergency contact action form on return to Centre








