
Emergency action plan
This flowchart will help you decide the best course 
of action in the event of an incident.
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If possible, ask any witnesses to complete an 
accident/incident witness statement form

Complete a notification of accident or incident form 
and send it to Girlguiding’s insurance department 

with the witness statements

For any serious incidents, please call the PR department 
on 020 7592 1891 when it’s safe to do so 

If it’s a serious incident relating to safeguarding, please call 
the safeguarding emergency phone on 07508 032997 

or standard hours number on 020 7834 6242

Notify your commissioner

Contact parents
If out of the meeting place, inform home contact, 

who will notify the parents

Adult volunteers take control of the situation and 
ensure safe evacuation of remaining young people

Call emergency services

Incident takes place

Notify Girlguiding’s insurance department on 0845 260 1053, 
they will liaise with you, your commissioner and any other 

relevant parties to help manage the situation

What is an emergency?
An emergency is a serious, unexpected and often dangerous situation 

that poses an immediate risk to health, life, property, or environment. 
Most emergencies need urgent intervention to stop the situation getting worse.

After incident or when safe to do so


