EMERGENCY PROCEDURE CHECKLIST
1. STAY CALM.

2. Assess the situation. (Establish the nature and extent of the emergency as quickly as possible and check for further danger.)

3. Ensure you are safe. (You are the priority at this stage. If you become injured you will not be in a position to help others.)

4. Ensure the rest of the group are safe and let everyone know you are taking charge.

5. Establish the names of any casualties and get immediate medical attention for them. Monitor casualties’ condition at all times.

6. Ensure that all group members who need to know are aware of the situation and are following the emergency procedures.

7. If possible ensure that the casualty is accompanied to hospital and that the rest of the group are kept together. Monitor the rest of the group at all times.

8. Notify the police if necessary.

9. Inform the contact person within the organisation.

10. Keep a record of all details of the incident. This should include nature, date and time of incident; location of incident; names of casualties and details of their injuries; names of others involved; action taken so far; action yet to be taken.

11. Ascertain names and telephone numbers for future calls – eg witnesses, police, hospitals, etc.

12. Refer media enquiries to a designated media contact at base.

13. Complete an accident report form as soon as possible after the event.

14. Notify insurers and solicitors, if appropriate, as soon as possible.
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