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GUIDELINES FOR DEALING WITH AN INCIDENT/ACCIDENT AND EMERGENCY PROCEDURES – Form 2d
Guidelines for dealing with an incident/accident
In the event of an incident/accident (NAME OF CLUB) will follow the guidelines as indicated below to maximise the safety of participants, coaches, volunteers and any other members of the public in attendance at the club.

•Stay calm but act swiftly and observe the situation.

•Make sure the area is safe.

•Ensure that injured and first aiders are not at risk of further injury.

•Listen to what the injured person is saying.

•Alert the first aider who should take appropriate action for minor injuries.

•In the event of an injury requiring specialist treatment, call the emergency services.

•Deal with the rest of the group and ensure that they are adequately supervised.

•Do not move someone with major injuries.

•Wait for the emergency medics.

•Contact the injured person’s parent/carer.

•Complete an incident/accident report form.

Location of equipment / documents

	Equipment
	Location 1
	Location 2

	First aid kit
	
	

	Mobile telephone
	
	

	Landline telephone
	
	

	Participant register
	
	

	Participant medical conditions and emergency contact details 
	
	

	Evacuation meeting point
	
	


Emergency Services Contact Details 

·    Emergency Services (police/fire/ambulance) 

Telephone Number: 999

· Nearest Hospital A&E Department

Address:   
Telephone Number:
· Local Police Station

Address:   

Telephone Number:
· Local Fire Service

Address:    

Telephone Number:    

· Child Protection 

Club Welfare Officer

Name:
Tel Number:    

Mobile:
Emergency Procedures

In the event of an emergency (where evacuation may be necessary) (NAME OF CLUB) will follow the procedures as indicated below to maximise the safety of participants, coaches, volunteers and any other members of the public in attendance at the club.

	Action
	Lead person

	Immediately stop session/activity
	Lead coach (name)

	Raise the alarm across whole of club venue
	Assistant coach / designated volunteer (name)

	Provide clear instruction for course of action
	Lead coach (name)

	If evacuation is necessary lead all people to evacuation point via emergency exit and stay with group
	Lead coach (name)

	If necessary call the emergency services
	Assistant coach / designated volunteer (name)

	Collect register and participant emergency contact /medical condition details and take to evacuation point
	Assistant coach / designated volunteer (name)

	Check names against register
	Lead Coach (name)

	Liaise with emergency services as necessary
	Assistant coach / designated volunteer (name)

	Provide clear instruction for following course of action
	Lead coach (name)


Incident/ accident report form
NAME OF CLUB

Name of person in charge of session/competition:

Site where incident/accident took place:

Date of incident/accident:

Time of incident/accident:

Name of injured person:

Address of injured person:

Nature of incident/accident and extent of injury:

Give details of how and precisely where the incident/accident took place:
Describe what activity was taking place, eg training game, getting

changed, etc.

Give full details of the action taken including any first aid treatment and

the name(s) of the first aider(s):

Were any of the following contacted:

Police: Yes ❒ No ❒
Ambulance: Yes ❒ No ❒
Parent/carer: Yes ❒ No ❒
What happened to the injured person following the incident/accident? (eg went home, went to hospital, carried on with session)

All of the above facts are a true and accurate record of the incident/accident.

SIGNED:                                          DATE:

NAME:

In the event of accident occurring through insufficient training or faulty equipment/facilities follow up action to include completion of Risk assessment form.[image: image1.jpg]
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