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Leicestershire County Council


Emergency Procedures for Staff





For any incident, illness or injury your first responsibility is to ensure the safety and well being of both the casualty and the group.





Minor Incidents should be dealt with on the spot and then reported at the earliest possible opportunity.





Major Incidents the leader must summon outside help from emergency services by dialling 999.  Then they must contact their Home Base.  If this is not possible then they must contact the County Council direct via “Crisis Line” a.s.a.p. 





Information required:





Name of group


Name of leader


Location


What happened?


To Whom?


Where?


When?


What has happened since?





Remember





You are not authorised to speak to the media.





Refer all enquiries to your Home Base or to Leicestershire County Council.





Take the enquirer’s name, organisation and contact number and advise them that they will be contacted as soon as possible.





Always keep written reports of accidents in addition to completing the relevant accident form(s).  Completed forms and reports should be handed a.s.a.p. to:


Your establishment.


Health, Safety & Wellbeing





Useful Telephone Numbers





Crisis Line 			0800 953 1515


Health, Safety & Wellbeing	0116 305 8258


Outdoor Education Adviser	01509 890119


Highways Agency		0300 123 5000


Home Based Contact:��
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