[image: image1.png]THE
EDUCATIO
k \STATE r}\ _

Education
and Training

vom
(s.’g\‘lteernment






SAFETY GUIDELINES FOR EDUCATION OUTDOORS
EMERGENCY RESPONSE PLAN PROFORMA
Copies of this document should be provided to all staff and to the school’s designated emergency contact person. The information supports the initial response to an incident and should form part of a more detailed emergency management plan.

Note: This proforma is one suggested way of documenting emergency response plans and may be adapted for local use.

Features of the region 

· Describe the location and its geographic features

Communication with emergency support

· How will the group communicate with emergency support?
· How will emergency services access the group at each location?

· How long will it take for support to arrive?

· Provide descriptions of multiple access routes if possible

· Detail approximate travel time to medical help from the location

· List sources of emergency support

· Consider whether helicopter access is possible
Information required when reporting a serious accident

· Number of students injured, names of students injured

· Suspected injuries

· When it happened…Where it happened…What happened

· Current location of injured student(s)

· Student’s present condition

· Condition of other group members and the name of the person who is with them

· What is currently happening

· Estimated time of next communication and method of communication
Phone Contacts

Local Emergency Services 
The location of emergency services should be marked on maps where possible.

Ambulance: 

Police:
Hospital / Medical Centre:
CFA:
SES:
Other:
Suggested School Contacts

Principal: 

Assistant Principal: 

Reception: 

24 hour phone contact (including name(s)):
Department of Education and Training Contact

Security Services Unit (03) 9589 6266 – 24 hour service

Program Contacts:

· Indicate the type of phone being used (eg. Satellite phone, digital mobile, UHF) and possible limitations of service.

Teacher in Charge:

Staff name:

Local area contact(s)
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