Home Contact Immediate Action Card
On First Contact from Group Leader Etc.
· Who is making The Call?

· Where they may be contacted. (Landline Best):

· What Happened (PINTA)?

Place:

Incident:

Numbers Involved:

Time & Date:

Action (Taken and Future):

Subsequent Action
· Inform Head of School/Service Etc, Discuss procedures for notifying Parents if needed.

· In the case of serious incidents, Initial contact should be made to parents by the Police

· Alert Police, Social Services Etc. as necessary. Council contacts usually through Emergency Line at Town Hall.
Warnings & Advice

· First reports from Groups are often inaccurate, Check back with them after they have got the group at a place of safety.

· Keep Written/taped record of all facts.

· Help with Any Official Enquiries.

· Do NOT admit liability.

· Do NOT comment to the media; Refer them to your Press Officer.

· Understand Parents Concerns and the Group Leaders task.

· Remain available until ‘stood down’ by your line manager.


