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Before Trip Commences:

· All travel, accommodation, activities are fully briefed with documents, kit and delegate information along with base contact information

· Ensure all delegates have E111 forms completed where the country to be visited recognises these.
· In date passports

· Communicate emergency plan to group beforehand (see below for` what to do if...’)

· Make sure there are landline phones available at destination in case of inefficient mobile coverage

· If appropriate advise delegates to take out own/private medical insurance. 

· Make a contact list of all delegates and make sure all delegates have a copy, highlighting the leaders contact numbers, Base Contact number, emergency numbers and the nearest British consulate numbers

· All leaders and Base Contact and base contact office must have hard copies of all personal information, including next of kin, on their person for the duration of the trip.

· Notify Bishop’s/press office to the trip should a statement need to be prepared.

Group leader’s responsibilities:

· To have a phone on their person at all times and switched on

· To have access to a landline and power to charge a mobile

· To hold all personal information of each delegate on their person for the duration of the trip

Base Contact responsibilities:

· To have a phone on their person at all times and switched on

· To have access to a landline

· To hold all personal information of each delegate on their personal for the duration of the trip

· To have Bishop’s/press office number on standby

· Be reachable 24hrs a day for the duration of the trip

What to do if... Emergency action plan:

In case of an emergency, which includes: illness, acts of nature, civil disorder, injury, unforeseen events e.g. arrest and any medical attention other than minor, follow the protocol below?

· Establish the nature and extent of incident

· Make sure the rest of the group is accounted for, taken care of, safe and adequately supervised

· Seek immediate medical attention on site, if needed or appropriate

· Or seek hospital attention if needed or appropriate

· Leaders or Parent to be with injured/ill party at all times

· Call Base Contact and give full details (location, details of injury/event/illness etc... delegate involved, leader staying with delegate, date, time, were others involved and action taken)

· Base Contact to inform Bishop’s/press office of incident  with full details (location, details of injury/event/illness etc... delegate involved, leader staying with delegate, date, time, were others involved and action taken) and if action is required from Bishop’s/press office

· Base Contact to inform Board of Education with the same details.

· All leaders, including Base Contact must keep written accounts of all incidents

· Keep communication in all directions open until delegate involved is well/alright

Extreme circumstances:

If delegate in question has to stay in the country being visited, due to incapacitation, longer than the trip length

· Group leaders inform Base Contact of situation

· Base Contact and Board of Education then to negotiate and liaise with parents/next of kin to `go out’ and stay with delegate and take over the responsibility. Then the group leaders can continue their responsibilities to the rest of the group and get them home safely.

If delegate in question has to get home before the trip has been completed

· Group leaders inform Base Contact of situation

· Base Contact and board of Education then to negotiate and liaise with parents/next of kin to `go out’ and collect delegate and take responsibility of getting them home

Civil disorder or acts of nature:

· Group leaders to liaise with central office of destination and local responsible authorities.
· If needed and appropriate make contact with the nearest British Consulate

· Group leaders contact Base Contact as soon as possible

· Base Contact inform Bishop’s/press office and Board of Education as soon as possible

· Base Contact inform all next of kin and parents 

· Board of Education to be on hand to facilitate incoming calls of next of kin.

· Group leaders observe all the requirements and instructions of the local authorities and or British consulate. 

· Keep Base Contact informed of all developments

· Make sure no one in the group speaks to the media, only the press office or other appointed personnel from the Board of Education or Bishop’s office.
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