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Hampshire County Council Emergency Procedures

Action to be taken by the base and base contact person in the event of a serious accident/incident, eg:
· an accident leading to a fatality, serious or multiple fractures, amputation or other serious injury

or

· circumstances in which a group member might be at serious risk or have a serious illness

or

any situation in which the press or media are or might be involved.

1 Record the telephone number of the group leader and the group. Listen carefully and write down:

· what happened

· to whom

· where

· when

what has happened since the incident.

2 Inform the head of your establishment or a senior member of staff of the relevant details as soon as possible.
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3 
If agreed or as necessary, telephone the Children’s Services emergency number as follows:

Office hours:
01962 876218 (Outdoor Education Service)
24 hours:
07623 960 259 (Emergency Planning Team pager). The Emergency Planning Team (EPT) can take responsibility for getting the required support to you. 

Liaise with the EPT or Outdoor Education Service (as above) to agree exactly what support you require.
4 Not only must the parents of any injured young person be notified as a priority, but arrangements should be made for all parents to be contacted regarding the safety of their particular child(ren) or young people.

5 If necessary, assistance should be given to transport parents to their injured child if he/she is hospitalised.

6 If necessary, an incident centre should be established as soon as possible. Each school/youth area should have a planned location for this eventuality.

7 Refer all press/media enquiries to HCC Media Centre direct on 01962 845626 or via EPT above (especially out of hours)
All base contacts must have by their telephone:

· lists of all group members (including adults) together with the addresses and telephone numbers of their next-of-kin

· complete details of the itinerary

· telephone numbers of senior staff from the establishments concerned
· telephone numbers of Children’s Services/EPT contacts.
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Hampshire County Council Emergency Procedures

Action to be taken by the group leader in the event of a serious accident/incident, eg:
· an accident leading to a fatality, serious or multiple fractures, amputation or other serious injury

or

· circumstances in which a group member might be at serious risk or have a serious illness

or

any situation in which the press or media are or might be involved.

Action

1 Stay calm - Assess the situation.

2 Protect the group from further injury or danger.

3 Render first aid or other service as appropriate.

4 Call rescue services (999) and/or police if required:
· state the nature of the emergency

give your name, address/location and telephone number, followed by:

·   the location of the incident

·   the nature of the incident

·   the names of the individuals involved

·   the condition of those involved and where they are located.

5 Phone your base or base contact person (as soon as possible) and:

· give clear information about the situation

· your location

· your actions to date

· your telephone number

· request the receiver to alert your senior managers and/or the Children’s services contact. 
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6 
If it is not possible to reach your base/base contact person, telephone the Education Department’s emergency number as follows:

Office hours:
01962 876218 ( Outdoor Education)

 24 hours            07623 960259 ( Emergency Planning Team pager) The Emergency Planning  Team can take responsibility for getting the required support to you.
7 It is probable that both the leaders and young people will be in a state of shock, therefore:

· remove remainder of the group to some secure accommodation and place under the care of a member of staff able to protect them from the attention of the press/media

· if necessary, request the police to assist or ask for direct support from your base
· calm and comfort the young people and arrange for their evacuation.

9 Do not make any statements to the press/media or allow anyone else to make statements other than expressions of sympathy.

10 Do not allow group members to text or telephone home or friends until contact has been made with your senior staff, the Press Office or Children’s Services senior mangers
11 Retain all equipment involved in an unaltered condition. 

12 Do not allow anyone to see any group member without an independent witness being present.  (No-one, unless they are in a relevant official capacity, has the right to see anyone who does not wish to see them.)

Refer all press/media enquiries to HCC Media Centre direct on 01962 845626 or via EPT above (especially our of hours).
My base contacts are:

Establishment contact:  
Name  

Telephone 


Base contact:
Name 


Telephone 
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