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Nominated Local Contact Guidelines
1
Introduction

Somerset County Council guidance on educational visits and activities requires that the Visit Leader (VL) nominate a person who is not participating in the visit or activity as local contact.

This guidance clarifies the role and responsibilities of the Nominated Local Contact (NLC) (formerly known as the Emergency Contact) within Somerset Youth & Community Service’s guidelines for visits and activities.

2
What is the role of the Nominated Local Contact?

2.1
The NLC is required to be available and on call 24 hours per day whilst an off-site visit or activity is taking place and to be accessible via a landline or mobile phone.

2.2
In the case of major or serious accidents (i.e. death, serious injury, kidnap or disappearance) the Visit Leader should contact the Emergency Duty Team, not the NLC.  They should then ensure the NLC is made aware an incident has occurred and also of the final outcome.

2.3
The NLC may be required in case of less serious incident or accident to make contact with parents, guardians or next of kin.  The notification of a later-than-predicted return from an activity is an example of the kind of information which might be communicated by the NLC.

2.4
The NLC may be required to liase with SCC staff or the Emergency Duty Team to communicate information relating to less serious or routine incidents.

2.5
The NLC is not generally required to travel to an activity venue, rendezvous or delivery point, or to visit a parent / next of kin in person.

2.6
It is the responsibility of the Visit Leader to make contact with the NLC at the conclusion of the visit to allow them to “stand down”. It is a requirement that the Visit Leader does so.
3
What Information does the Nominated Local Contact Need?

3.1
For the duration of a visit or activity the NLC must:

· Be able and willing to receive calls and respond appropriately

· Be familiar with relevant sections of the SCC Guidelines for Educational Visits
· Be in possession of:

· A telephone and be able to receive and make calls

· The name, address and emergency telephone numbers of all party members; the parents and guardians of all under 18 year olds and the next of kin of all over 18s.  (This information should be available in advance of the trip; only last minute changes should be phoned through at the commencement of the activity.)
· The itinerary and accommodation being used party and any relevant phone numbers

· The following telephone numbers:

· The relevant SCC office

· Relevant Y&CS unit
· The Emergency Duty Team (01458 253241)
· Children and Youth People’s Directorate via Somerset Direct (0845 345 9122)

4
Who Can Act as Nominated Local Contact?

4.1
It is the responsibility of the Visit Leader to select a NLC who is able and willing to undertake the responsibility.  He/she needs to be a Somerset County Council employee or official volunteer who has been CRB cleared as they will have access to young people’s personal details.  The Visit Leader must ensure that the NLC is properly briefed on their role and responsibilities and has access to the relevant information.

4.2
It is the responsibility of the Visit Leader to be sure of the ability of the NLC to fulfil the responsibilities and also to ensure they are briefed and have a copy of this guidance.

4.3
Staff are entitled to claim “Time Off In Lieu” if required to take action in the role of NLC and can also claim any additional costs incurred such as mileage, phone calls etc.  No TOIL can be claimed for being “on call” without taking action.

4.4
It is the responsibility of local managers to ensure the role of NLC is shared fairly and appropriately within staff teams in order that this duty does not fall on any individual disproportionately. 
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Educational visit emergency procedures – accidents and emergencies
	
	EMERGENCY PROCEDURES

	Prior to departure
	Prior to departure, the Visit Leader must ensure that:

· Arrangements are in place for a Nominated Local Contact who has all the necessary information, including participating young people’s details
· All members of the party have been briefed on appropriate emergency procedures

· The necessary first aid provision and other items which may be necessary ‘in loco parentis’ are checked

	Minor accidents and incidents 
	A key role of the Visit Leader is to resolve minor incidents on-the-spot with minimal involvement from a third party.

	In the event of serious accidents and incidents
	Where the incident is serious, (i.e. it is necessary to request or receive assistance from police, ambulance or local medical facilities) the most senior adult at the scene must activate this emergency procedure and hand control of the situation to the Visit Leader as soon as possible. The Visit Leader alone has the authority to rescind it. 

	
	Immediate Response

In the event of an accident, the Visit Leader must respond to the needs of the injured to ensure that appropriate first aid and medical attention is provided.
Where necessary, the Visit Leader should notify the police and other emergency services as soon as possible.

	
	The Visit Leader must:

· Ensure all members of the party are accounted for 

· Inform the remaining members of the party that the Emergency Procedure is in operation and ensure they are adequately supervised and appropriate arrangements are put in place.

· Do their best to prevent any member of the party using a telephone to contact home or the media until they are advised that it is in order for them to do so.

· Ensure that legal liability is not discussed or admitted

	
	The Visit Leader must make arrangements to:

· Write down as soon as possible all relevant details whilst they are still fresh in the memory

· Take appropriate photographs

· Preserve any vital evidence 

· Record names and addresses of witnesses and the registration numbers of any vehicles involved 

	
	Subsequent Actions

The Visit Leader must ensure full co-operation with the police and other agencies involved - irrespective of the implications on the planned programme.

It may be necessary, especially abroad, for a sick or injured person to be separated from the party to receive hospital treatment. If so an adult accompanying the party must always remain with the sick or injured person. Ideally this adult should be a competent speaker of the relevant language.
The Visit Leader must ensure that a written account of the accident/incident and subsequent events is provided for the line manager and, where relevant, the Duke of Edinburgh’s Award Manager.

The Visit Leader must ensure that all accidents are reported in accordance with SCC requirements:
· Major injuries or fatalities must be notified immediately to the County Health and Safety Unit and;
· All details of accidents must be recorded using the appropriate system as soon as possible (online via EEC).

	Managing the passage of information
	The following principles apply to passing information on the incident:

· Contact with the parents should be made from within the UK by the NLC or other appropriate SCC officer.

· Next of kin must be informed of the incident before the media are contacted.

In serious incidents of death, serious injury, kidnap or disappearance the Visit Leader must contact:

· Relevant SCC office or Emergency Duty Team outside office hours.

· The relevant SCC officer will take further action which may include contacting:

· The Nominated Local Contact 

· Children and Young People’s Directorate communications team, who in turn will contact the SCC Press Office and other relevant agencies such as the Insurance Department or the Health and Safety Unit.

In less serious situations, the Visit Leader should contact the NLC, giving details of the incident and any subsequent information such as changes of itinerary.

	
	In addition to contacting the next of kin of individuals who may be involved, the Nominated Local Contact will relay appropriate information to:

During office hours: relevant SCC office, or Health & Safety Unit
Outside office hours: Emergency Duty Team (01458 253241)
In the event of attendance by the media during or in the immediate aftermath of an incident the Visit Leader should specifically and politely protect the injured parties, and direct the media’s requests to the SCC press office.
To that end the Visit Leader should:

· Withhold the names of those involved 

· Prevent the taking of photographs, particularly those identifying individuals
· Provide contact details for SCC Press Office (01823 355020)
It is especially important not to make statements which could in any way be construed by others as an admission of liability.  Therefore the media should be informed that all statements will be made via the Press Office at County Hall.
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