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CHAPTER 10 - BEMERE\CY PROCEDURES  Gener al

240. Teachers in charge of pupils during avisit have
aduty of careto nake sure that the pupils are safe
and heal thy. They al so have a conmon | aw duty to
act as a reasonably prudent parent woul d. Teachers
shoul d not hesitate to act in an energency and to
take life-saving action in an extrene situaion

241. Bnergency procedures are an essentia part of
planning a schod visit. Qunty and contra | ed
school s shoul d fol | ow LEA gui dance on engr gency
pl anni ng procedur es.
242, 1f an acci dent happens, the priorities are to
assess the situation;
saf eguard the uni nj ured nenbers of the group;
attend to the casual ty;
i nformthe energency services and everyone

who needs to know of the incident.

Wo w il take charge in an energency?

243. The group | eader woul d usual |y take charge in an
energency and woul d need to ensure that energency
procedures are in place and that back up cover is
arranged. The group | eader should liaise wth the
representative of the tour operator if oneis being

used.

244. Pre-arranged school hone contact . The schodl
cotact s nainresposibilityistolink the group wth
the school, the parents and the LEA (where
appropriate), and to provide assistance as
necessary. The naned person shoul d have al |l the
necessary infornation about the visit. See Form9in
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EMERGENCY PROCEDURES

Ghapter 11 for a suggested checklist for the naned

per son.
Ener gency procedures franmewor k

245. Al thoseinvdved inthe schod trip, includng
supervisors, pupils and their parents, shou d be
inforned of who wll take charge in an energency,
the naned back up cover and what they are
expected to do in an energency.

Ener gency procedures franework during
thevigt

246. 1f an energency occurs on a schod visit the
nain factors to consider include:

establish the nature and extent of the
energency as quickly as possibl e

ensure that al the group are safe and | ooked
dte;

establ i sh the nanes of any casual ties and get
i nmedi ate nedical attention for them

ensure that all group nenters who need to
knoware avare of the incident and that all
group nenbers are fol l ow ng the energency
pr ocedur es;

ensure that a teacher acconpani es casual ties
to hospitd adthat the rest of the group are
adequat ey supervised at al tines and kept

t oget her;

natify the pdice if necessary;,

notify the Bitish Enbassy/ @nsul ate if an
ener gency occurs abr oad,

informthe school contact. The school cont act
nuniber shoul d be accessible at al tines during
thevigt;

Oetails of theincidet to pass onto the schod
should include: nature, date and tine of

inci dent; location of incident; nanes of
casudties ad details of their infuies;, nanes of
others invol ved so that parents can be
reassured, action taken so far; action yet to be
taken (and by whon);

notify insurers, especialy if nedica assistance
isrequired (this nay be done by the schod
cotact);

notify the provider/tour operator (this nay be
done by the schoo contact);

ascertai n tel ephone nuners for future cals.
Mbbi | e phones, though useful, are subject to
technicd dfficdties, ad shodd nat redace
usual conmuni cation procedur es;

wite down accuratel y and as soon as possibl e
dl rdevat facts and wtness details and
preserve any vita evidence;

keep a witten account of al events, tines and
cotacts ater the inciden;

conpl ete an acci dent report formas soon as
possible. Gntact HE or local authority

imspectar, if gpropriae

no-one in the group shoul d speak to the nedi a.
Nanes of those invol ved in the incident should
not be givento the nedia as this cou d cause
dstresstother famlies. Mdaenquiries
shoul d be referred to a desi gnated nedi a
contact in the hone ares;



no-one inthe group shou d discuss legd liability
wth aher parties.

Ener gency procedures franework for
school base

247. Fior tothevisit, the nane and schod and
hone t el ephone nunbers of a school contact shoul d
beidentified It is advisade to arrange a secod
school contact as a reserve. Gunty and control | ed
school s wll nornal Iy have an LEA naned person as
vel|. Head teachers and group | eader shoul d bear in
nmind that the contact |ines nay becone busy in the
event of anincident and that alternative nuners to
ring woul d be usefu .

248. The nain factors for the schod contact to
consi der i ncl ude:

ensuring that the group leader is in cotrd of
the energency and establishing if any
assi stance i s required fromthe schod base;

contacting parents. Details of parents contact
nunbers need to be available at al tines vhile
the gopis onthe visit. The schod contact
shoul d act as a link between the group and
parents. Parents should be kept as vl |
inforned as possible a al stages of the

ener gency;

liaison wth LEA and/or governing body. The
schodl contact should act as a link between the
group and LEA and/or chair of governors and
arrange for the group to recel ve assistance, if
necessary;

liaison wth ned a contact. |If a serious inci dent
occurs, the schod contact shoudliaise wththe
desi gnat ed nedi a contact as soon as possi bl €

the reporting of the incident using appropriate
forns, if necessary. Sone incidents are
reportabl e under the Regporting of Injuries,

O seases and Danger ous Qccurrences

Regul ations 1995 (RIDR . Fo futhe

i nfornation see Anex A

Medi a cont act

249. LBPs usual |y have a desi gnat ed person to deal
wth nedia enquiries for county and control | ed
school s. GVischool s nornal Iy nake their own nedi a
arrangenents - this is often through a schod
governor. The nedia contact should liaise wth the
school contact, the group | eader and, where
appropriate, the energency services. Inthe event of
an energency al | nedia enquiries should be referred
to the nedia contact. The nane of any casualty
should not be given to the nedia

Mter aserious inc dent

250. 1t is not a ways possibl e to assess whet her
group nenfbers not injured or directly invdvedinthe
i nci dent have been traunati sed or whet her ot her
pupil's or staff inthe schod have been affected. In
sone cases reactions do not surface i nmediately.
Shools inthis situation have sonetines found it
hel pful to contact |ocal conmonity support services
and to seek professional advice on howto hel p

i ndi vidual s and the school as a whol e cope wth the
effects o a tragedy.
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