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CHILDREN’S SERVICES

GROUP LEADER EMERGENCY CHECKLIST & EMERGENCY CHECKLIST SPECIFIC TO CENTRE
	TASK
	COMPLETED

	· Establish the nature and extent of the emergency as quickly as possible

· Ensure that all the group are safe, looked after and properly supervised

· Establish the names of any casualties and get immediate attention for them

· Ensure that group members are aware of the incident and that all group members follow the emergency procedure

· Ensure a staff member accompanies casualties to hospital

· Restrict use of mobile phones and control communications

· Notify the police if necessary

· Inform ‘on call’ contact who should follow the Children’s Service / Centre emergency procedures

· Consider if you require additional adult support from ‘home’/ ‘on call’ person

· Contact parent and relatives

· Maintain a written record of the incident

· Notify insurers, especially if medical assistance is required

· Notify provider if appropriate

· When appropriate, try to obtain witness statements

· No one in the group should talk to the media, all communications must go through the Children’s Services

· Complete a Children’s Services accident report form and RIDDOR form if necessary

· Make sure that no one in the group discusses legal liability
	


	TASK
	CHECKLIST

	· Ensure all young people in the group are aware of expectations / consequences
· Ensure emergency contact details and medical information are carried
· Identify ‘on call’ person back at Centre
· Ensure alternative route is arranged and all staff members are aware of this
· Ensure group and staff members and clients are clear about meeting point and times to meet
· If travelling on the motorway, try to pull into service station where possible 
· If extreme circumstances and therefore having to pull onto hard shoulder use appropriate safety equipment
· Inform person ‘on call’
· Ensure that car and minibus travel in convoy
· Ensure all staff members have staff contact details
· Ensure staff members have ‘on call’ contact details (specified on card)
· Ensure group members have a staff mobile contact (specified on card) 
	


