Wansdyke District Scouts
In Touch
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Whenever any activity or event is run within Scouting it is a requirement that an InTouch system is in place (POR 9.3). This is to ensure everyone involved is aware of how communication will take place between Leaders, participants and those not on the event, there are details of who is present should anything go wrong, and there is a system in place in the event of an emergency.

Activities and events vary tremendously and so it is important that you have an In Touch procedure which is appropriate for the activity/event you are running.
The protocols in operation within the District for activities/events should still be followed and attached are some general questions often asked, the answers of which are best practice guidelines written in conjunction with POR.

Remember - Keep In Touch and be informed

When this system goes live in a few days time you will see a different box on the Activity and Nights Away Notification forms. Please complete the information regarding In Touch.
In Touch guidelines - for normal weekly meetings and low risk activities in your own meeting place.
1. Each section to hold an up to date list of anyone who attends meetings, including contact numbers etc. 
2. This information is to be updated annually and when the individual moves section or when individual circumstances change. 

3. This information is to be taken to all meetings / events with the young people.

4. If parents need to be notified of incidents, involving minor or serious injury to one or more people the Leader is to contact the relevant parents
5. All incidents must be recorded in the Group / Unit accident book.

6. If an incident occurs that involves going to the hospital or doctor / dentist you should notify your:

a. GSL…………..Name / Number

b. DC…………… Name / Number

c. HQ ……….......Name / Number and obtain an accident form.

7. Should you need to contact HQ for an accident form you will need the information as outlined on the attached forms and see Fact Sheet Item Code FS120079 Jan/07
8. Leaders should make sure that parents are aware of an emergency contact number for them, should they be delayed in picking their children up.
9. Should you be going away from the HQ on an extended evening or day visit then you may wish to consider the use of a Home Co-ordinator as described below.

10. Don’t forget to fill in the activities notification form and to also inform your GSL of your event.

NB

If you are running archery, rope activities involving climbing, shooting etc, then parental approval must be obtained.  These activities also need to be notified to the District Commissioner via an on-line activity notification form 

In Touch guidelines  - for activities/events away from your meeting place.
As soon as you move away from your own meeting place facilities you MUST obtain consent from the parents/carers and have an In Touch procedure in place. All activities/events whether adventurous or not, MUST be notified to the District Commissioner via the Activity Notification Form. 

1. Activities/Events away from the hall require up-to-date contact information and health forms for everyone.  Parental consent must be obtained.
2. The need for a Home co-ordinator will depend on the activity and distance involved and you must be confident that you have established a foll-proof In Touch procedure for this event.

3. If parents need to be notified of incidents, involving minor or serious injury to one or more people the Leader should decide if they will contact the relevant parent or use the home co-ordinator system if one is in place.
4. All incidents must be recorded in the Group / Unit accident book 

5. If an incident occurs that involves going to the hospital or doctor / dentist you should notify your:

a. GSL…………..Name / Number

b. DC…………… Name / Number

c. HQ ……….......Name / Number and obtain an accident form.
6. Should you need to contact HQ for an accident form you will need the information as outlined on the attached forms and see Fact Sheet Item Code FS120079 Jan/07
7. Your  Home Co-ordinator must not be related to any  party member.

8. If you use a home co-ordinator please make sure they have all the appropriate information and understand their role. 
9. Don’t forget to fill in the activities notification form and to also inform your GSL of your event.

10. Leaders should advise parents of contact details whilst at the meetings / event. Leaders on the event should ensure they have each others contact details

In Touch guidelines  
Over night residential event, 
be it in a hall, camping etc

1. A specific parental permission / health form is required for all the young people attending the event. (This applies to everyone on camp)  A new form is required for each event.

2. Appoint a Home Co-ordinator.
3. You need to provide your Home Co-ordinator with full contacts details of all attending.
4. Additional specific parental permissions may be required for certain activities i.e. shooting, swimming etc…..

5. Don’t forget to fill in the Nights Away and Activities Notification form and to also inform your GSL of your event.

6. If parents need to be notified of incidents, involving minor or serious injury to one or more people the Leader should decide if they will contact the relevant parent or use the Home Co-ordinator system.
7. All incidents should be recorded in the Group / Unit accident book 

8. If an incident occurs that involves going to the hospital or doctor / dentist you should notify your:

a. GSL…………..Name / Number

b. DC…………… Name / Number

c. HQ …….....…..Name / Number and obtain an accident form.

9. Should you need to contact HQ for an accident form you will need the information as outlined on the attached forms and see Fact Sheet Item Code FS120079 Jan/07
10. Leaders should advise parents of contact details whilst at the event. Leaders on the event should ensure they have each others contact details.

In Touch guidelines  
Young People having Mobile Phones on a 
Scouting event

Where mobile phones are allowed you should agree a code of conduct for using mobiles to cover the following situations such as:-

· Notifying parents if you are going to be late back

Suggested approach - Young people may ring parents once the leader has given specific instructions and details on the time arriving back to the collection point.
· Situations where a young person is injured, taken to hospital etc

No information may be phoned / texted home until the Leader confirms it is ok to do so and only then with guidelines on what to say. This applies to the whole group not just the injured person, so avoiding worry and speculation at home with the parents.

· Situations where there is a serious incident

No information may be phoned / texted home until the Leader confirms it is ok to do so and only then with guidelines on what to say. This applies to the whole group not just the injured person, so avoiding worry and speculation at home with the parents

· Parents contacting their son / daughter direct with bad news.

Parents must only ring the Leader in charge in such instances, as all such messages must be via the Leader who will break the news to the individual. The young person can then be supported by the leadership team and as appropriate be able to phone home and speak with his / her parents.

EMERGENCIES - STEP-BY-STEP GUIDE FOR THE HOME CO-ORDINATOR

When informed of an incident, the Home Co-ordinator should carry out the following:-

· Stay calm! Remember the person contacting you may be suffering from shock.

· Do not panic yourself, listen carefully and give assurance.

· Record all the relevant information.

· Maintain a log of actions, telephone calls made or received, together with timings.

· Contact your home (local) Scout organisation.

In the case of a serious accident that involves the loss of life, the prospect of loss of life (for example a party missing in mountains or cave areas or at sea) or serious injury (paralysis, etc.) the Duty Media Officer at National Scout Headquarters must be informed. The telephone number is -  020 8433 7100 
You must then contact your local DC on ...................................................................
Remain available to liaise with all those involved, both in the area if the incident and emergency contacts for members of the party, until you are relieved or the situation is resolved. 

INFORMATION TO BE RECORDED WHEN YOU RECEIVE A TELEPHONE CALL 

Today's Date …………………………….. Time of the call ………………………………

	Name of caller 
	

	Where is the caller? (Location and grid reference) 
	

	Telephone number of caller (or how to contact them) 
	

	What has happened? 
	

	Where has it happened? (Location and grid reference) 
	

	Who is involved?
	

	Is everyone else all right?
	

	Have you called for assistance? - If yes, who?  -(Fire /Police /Ambulance /Coastguard/ Mountain Rescue/ Cave Rescue)
	

	What does the caller want you to do, if anything?
	

	Is there anything else?
	

	How long will you be at this number? (Encourage them to stay there)
	


Appendix F 

HQ Basic information Request for an Accident.

	Name of injured person ...
	

	
	

	Membership Classification ...
	

	
	

	Group/Unit ...
	

	
	

	District ...
	

	
	

	County/Area ...
	

	
	

	Date of Accident ...
	

	
	

	Where accident occurred ...
	

	
	

	Activity in which injured

person was involved ...
	

	
	

	Cause of accident ...
	

	
	

	Nature of injury ...
	

	
	

	Has there been any medical attention at hospital, doctors or dentist? If so, please give brief details ...
	

	
	

	Name and address to whom report form should be sent and with whom Insurance Department should correspond ..
	

	
	

	Daytime telephone number ...
	


Appendix F (Flow Chart)

In the event of accidental injury:

Scout HQ send�Incident Report Form





Inform Scout Association�0845 300 1818�(Mon-Fri 8am-10pm, Sat 9am-12MD)





Inform GSL & DC





Inform Home Contact�or Parents





Report form�to be completed in�conjunction with GSL





Accident Report Form�Sent back to Scout HQ





Report Form�Copied to Parents/DC/GSL





Further treatment�Needed





Casualty seen by�Hospital / dentist / nurse
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Parents then seek�further advice





Inform Parents





Record details in�Accident Book





Further treatment�NOT needed





Dealt with by�Leader / First Aider





Injury Sustained
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