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EMERGENCY PROCEDURES

The head of establishment e.g. TASCC manager, IYS Area Manager must have an agreed site emergency plan which can be put into operation in the event of a major emergency.

A major emergency is defined as “when a member of an Essex County Council group has suffered a life-threatening injury or fatality or is in peril including being lost”.

PROCEDURES TO BE FOLLOWED IN THE EVENT OF MAJOR EMERGENCY

The following suggestions are intended as a guide to enable leaders to follow a course of action covering the main basic priorities.  Obviously no such list will ever be finite and other actions may be necessary depending on the situation.  However, it is important that the relevant information is quickly and easily available whenever the groups are off-site and whatever the time of day or night.

1 The leaders in charge of any venture must have lists of names, telephone numbers and addresses.  Consideration should be given to carrying a mobile phone.  

2 Similar lists to those above, along with relevant consent forms, must be readily available at “home” establishment and emergency contact.  These must include last minute amendments.  (Example: when using an Essex County Council Outdoor Centre, a copy must be left with the Manager.

3 Out of office hours, a contact person should be nominated to act as the communication link with the party.   There should preferably be two persons if the overnight stay is for more than one night.  Persons so nominated should have a copy of lists to include:

· The names of all off-site participants, including adults, and details of their emergency contacts.

· The distribution, (i.e. names of leader/young people) if in separate groups, vehicles or boats.

· The planned itinerary, including base address and telephone number in case of emergency.

· The names, telephone numbers and fax of the travel and coach companies.

· Details of contacting the Management Team or nominated Officer, in the event of an emergency – see Appendix 1 for telephone numbers.

ACTION TO BE TAKEN BY THE PARTY LEADER/INSTRUCTOR

(OR BY OTHER PARTY STAFF) IN THE EVENT OF A MAJOR EMERGENCY

1. Assess the situation.

2. Protect the party from further injury or danger.

3. Render First Aid.

4. Call the rescue services (999) and/or the police, as appropriate.

5. State the nature of the emergency.

6. Give your name and address/location and telephone followed by:

The nature of the incident.

The number of individuals involved.

The condition of those involved and where they are located.

· Ensure an adult accompanies any casualties to hospital.

· Phone home contact person and Management Team or nominated Officer

· It is probable that both staff and participants will be in a state of shock, therefore

7. Remove the remainder of the party to secure accommodation and place under the care of a member of staff able to protect them from the attention of the press/media.

8. If necessary request the police to assist.

9. Calm and comfort participants and arrange for their evacuation.

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

· Refer all press/media to the Essex County Council Press Office. 
Tel: 07717 867525
· Inform relevant Essex County Council Health & Safety (Tel 01245-436896) where required and Health & Safety Executive where a notifiable /relevant accident under RIDDOR (Tel 0845 300 9923) www.hse.gov.uk/riddor
PROCEDURES FOR CONTACT PERSON OR STAFF

RECEIVING NOTICE OF A MAJOR EMERGENCY

1 Calm and reassure the caller and then take down the following details:

· Name and telephone number of the person making the call.
· Name of the group
· Nature, date and time of the incident.
· Details of injuries, hospital - has a staff member gone with the injured to the hospital? Who?
· Are all party members accounted for?
· Names and telephone numbers of those involved.
· Action taken so far
· Instruct that a written log of all actions and conversations should be kept.
· Ask that anyone involved with the party give a short written account of the incident
· Telephone numbers for future communication (is there a fax, available for use?)  For serious accidents where the media are involved try to identify alternative telephone numbers at ‘home’ and ‘off-site’ base, as other lines will quickly become jammed.  It is not for the party leader or other members or Service Unit staff taking the message to discuss matters with the media.
Under no circumstances should the name of any casualty be divulged to the media/press.

2 Reassure the caller that swift action will follow.

3 Immediately notify a member of the Management Team 

4 Keep a record of all communication, including times, dates and messages given and received.

PROCEDURE FOR MANAGEMENT TEAM

1 The Management Team should be provided with the following information.

· Name and telephone number of the person making the call

· Name of the group

· Nature, date and time of the incident

· Details of injuries, hospital – has a staff member gone with the injured to the hospital? Who?

· Are all party members accounted for?

· Names and telephone numbers of those involved

· Action taken so far.

· Ensure that a written log of all actions and conversations should be kept.

· Ask that anyone involved with the party give a short written account of the incident

· Telephone numbers for future communication (is there a fax. available for use?).  For serious accidents where the media are involved try to identify alternative telephone numbers at ‘home’ and ‘off-site’ base, as other lines will quickly become jammed.  It is not for the party leader or other party members of Service Unit staff taking the message to discuss matters with the media.  Under no circumstances should the names of any casualty be divulged to the media/press.

2 The Management Team should speak directly with the group leaders to determine the precise details of the incident and to determine the appropriate course of action to be taken by the group and by Management Team (including informing the ECC Press Office) this could include sending an Officer to the incident site.

3 Contact with parents/guardians/relatives should be agreed with the party leader.

4 The Management Team member will decide who else to inform e.g. Cabinet member.

5 Ensure Health & Safety Executive and Essex County Council Health & Safety have been informed where appropriate.
6 Decisions relating to the organisation of services to bring the group home may well best be done by the Management Team.

7 The Management Team member will collate and prepare a detailed report, arranging a visit to the site if necessary.

KEY CONTACT NUMBERS

	SCF 24 hour day emergency duty officer
	0845 606 1212
	

	Essex County Council Press Office
	07717 867525
	

	Essex County Council Health & Safety
	01245 436896
	Office hours

	Health & Safety Executive – Instant Contact Centre for RIDDOR
	0845 300 9923
	http://www.hse.gov.uk/riddor/


Emergency Contacts at

Essex County Council
	SCF 24 hour a day emergency response duty officer
- can escalate as necessary
	0845 6061212

	
	

	Other useful numbers
	

	SCF Communications & Information Team (office hours)
	01245 436242

01245 436188

01245 437278

	ECC Emergency Planning Officer
	01245 430378



	ECC County Hall - Hallkeepers  Office
	Office – 01245 436025



	Senior Press Officer (office hours)
	Office  - 01245 432100
24/7 Mobile - 07717 867525

	HR (Schools) Service Advice & Support 
	Office – 01245 436120

	Customer Care Manager (office hours)
	Office - 01245 434202

	Health & Safety Helpline (office hours)
	Office - 01245 436896

	Educational Visits

County Educational Visits Adviser

Emergency number available out of hours 
	Office – 01245 430942

	County Trauma Support Team (part of SENCAN*)
Please request via the Communications & Information Team (office hours)
	Office - 01245 436242 

             01245 436188

	Critical Incident Response to Schools – Educational Psychology Service (office hours only)
	Office – 01245 436389

	County Insurance Service
Principal Risk and Insurance Manager (office hours)
	Office - 01245 431482

	Diocesan contacts
Catholic schools
	Office - 01277 265284
Home - 01245 495276
Mobile - 07885 144213

	Church of England Schools
	Office -  01245 294440

Home – 01245 251461


* SENCAN = Special Educational Needs & Children with Additional Needs Service



Management Emergency Telephone Numbers
Use of emergency numbers –

· Please develop a management contact tree based on the following

· Confirm with the manager and be clear that  you both understand roles and responsibility regarding emergencies
· This is in addition to any local contact tree i.e. below management level that you have in place 
· Please respect the confidentiality of this information.
· During term time there need to be 2 emergency contacts for every visit.  At this time it can be assumed that senior officers are available

· Out of term time there will need to be 2 emergency contacts for every visit PLUS a specific nominated senior officer.

· All of the above must have emergency packs and the contents and templates of this can be found at https://educationalvisits.essexcc.gov.uk/cop.asp
Integrated Youth Service
	NAME
	POSITION
	AREA
	HOME
	MOBILE
	WORK

	Michael O’Brien
	Interim Manager - IYS
	CH
	01268 - 532031
	07717 867492
	01245 -436772

	Sheila Woodward
	Service Manager – Involvement 
	
	01206 - 870537
	07941 660164
	01206 -762923

	Mark Hughes
	Area Manager - South
	South
	01702 - 531811
	07717 867129
	01268 - 632252

	Tim Frances
	Area Manager – North East
	East
	01206 - 211799
	07802 
201 700
	01206 -711168

	Nigel Varnam
	Area Manager - West
	West
	01279 - 504198
	07974  752444
	01279 - 404443

	Darren Connew
	Area Manager - Mid
	Mid
	01268 

450230
	07786 125601
	01245 -706806
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