
APPENDIX 2 
 

Emergency Procedure  
 
The school’s emergency response to an incident is based on the following key factors: 
 

1. There is always a nominated emergency base contact for any visit (during school hours this 
is the office). 

2. This nominated base contact will either be an experienced member of the senior 
management team, or will be able to contact an experienced senior manager at all times. 

3. For activities that take place during normal school hours, the visit leadership team will be 
aware of any relevant medical information for all participants, including staff. 

4. For activities that take place outside normal school hours, the visit leadership team and the 
emergency contact/s will be aware of any relevant medical information and emergency 
contact information for all participants, including staff. 

5. The visit leader/s and the base contact/s know to request support from the Trust and ‘Oval’ 
(the Trust’s Health & Safety Company) in the event that an incident that overwhelms the 
establishment’s emergency response capability, involves serious injury or fatality, or where 
it is likely to attract media attention. 

6. For visits that take place outside the ‘extended learning locality’, the visit leader will carry 
an Emergency Card (see EVOLVE Resources). 

7.  This Emergency Procedure is tested through both desk top exercises and periodic scenario 
calls from visit leaders. 

 


