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Emergency Protocols

While we trust and pray that they will not be needed, it is nonetheless important to have agreed Emergency Protocols in place, should a critical incident arise while the team is overseas.

This form tells you who to contact, and sets out the roles that the team leader and home contact(s) should play, so that any critical incident can be handled as efficiently and sensitively as possible.  

It is vital to the success of these protocols that for the duration of the team’s time overseas:
i) The Team Leader(s) has ready access to these pages and to the ‘Participant Details’ forms completed by each team member.
ii) The Home Contacts (advisable to be 2 at least) are available 24/7 at the numbers given. 
Key Contacts

Leader(s):  

[name]
Work Tel:
[enter full number]


Home Tel:
[enter full number]


Mobile No: 
[enter full number]

[name]
Work Tel:
[enter full number]

Home Tel:
[enter full number]

Mobile No:
[enter full number]
Home Contacts:

[name]
Work Tel:
[enter full number]



Home Tel:
[enter full number]



Mobile No: 
[enter full number]

[name]
Work Tel:
[enter full number]

Home Tel:
[enter full number]

Mobile No:
[enter full number]

Dates: 
[enter the dates ‘from/to’ that the team will be away]

__________________________________________________________________________________

A. In the event of a Serious ‘Overseas’ Incident
The Team Leader will:
i) Seek to ensure that the affected or injured party (or parties), and the incident overall, is being dealt with according to pre-prepared contingency plans.

ii) Seek to ensure the well-being of the remainder of the team is being attended to.

iii) Make contact at the earliest convenient opportunity with one of the designated ‘Home Contacts’ listed above.
In particular, the Team Leader will:
1. Ensure the Home Contact is clear about:

· The nature and seriousness of incident

· The name(s) of those directly involved

· The action that has been taken by Team Leader(s) /Team

· The action that the Team Leader is requesting them to take (e.g. arrange for family to fly out, etc)

2. Confirm with Home Contact the most appropriate means of ongoing communication.

3. Attend to the ongoing needs of that team and respond, as appropriate, to any requests or directions from the Home Contact.  

The Home Contact, on receiving notification of an incident, will:

1. Make whatever arrangements are deemed appropriate in regard to the incident.  If it involves serious injury or trauma to a member of the team, then their family should be contacted, if possible in person, and assisted to make whatever arrangements are necessary.

2. Maintain good lines of communication with Team Leader 
3. Notify / seek advice from ‘others’ as, and when, appropriate.

· BMO: Critical Incident Management  (name & number) 

___________________________________________________________________________________
B. In  the event of a Serious ‘Home’ Event

On receiving information of a serious ‘home’ event (e.g. a death in the family of a team member) 
The Home Contact will:

1. Ensure they are clear as to the:

· Nature and  seriousness of incident

· Name(s) of those directly involved

· Action that the family is requesting them to take (e.g. arrange for team member to fly home)

2. Make contact with Team Leader and inform them of the situation.
3. Confirm the most appropriate lines of communication with the Team Leader.
4. Assist Team Leader to make whatever arrangements are necessitated by the particular event.
5. Maintain good lines of communication with Team Leader and congregational ‘leadership’.

The Team Leader will:
1. Inform other leaders of the situation.
2. Determine the most appropriate means of informing the team member(s) of the news from home and proceed to do so.

3. Provide pastoral support for the team member(s).
4. Ensure pastoral provision is provided for other team members
5. Make arrangements, in conjunction with Home Contact, as are necessitated by the particular event. 
See separate document: ‘Contacting Team Members Overseas’, a letter that sent to the family of team members explaining the protocols to be used in the event of an emergency situation developing at ‘home’. In particular, it clarifies how news of such an event will be handled and communicated to any team member (s) affected.[image: image1.png]
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