Risk and Crisis Management

NOTE: This chapter should accompany the Leadership Training Guide and be included in all leadership training

Introduction:
In everything we do there are elements of risk. In planning and leading activities, it is important that we are aware of the potential risk areas. It is also important that we equip our leaders to manage risk should a crisis occur. 

This chapter will focus on the steps that should be taken to minimize risk in CISV activities. The chapter will also address how to handle crises and risk management issues.

Definitions:
Risk: Risk is a chance or possibility of danger, loss, injury or other adverse consequences.

Crisis: A crisis is any threat or event that creates chaos, and possibly suffering. A crisis is generally an isolated incident that interrupts normal activity or camp life.

Objectives:
As a result of training in this topic, trainees should be able to:

· Identify how to determine potential areas of risk;

· State the different types of crises;

· Outline the process of how to handle different crisis situations;

· Describe how to complete an Incident Report form.

Risk Management and the CISV Leader:

As a leader for CISV, you are acting as a temporary guardian for the delegates under your care. The parents of CISV delegates put their children under the care of leaders, host families and staff members each year. In doing so, they are giving you the authority to act as the legal guardian for their child. If the child becomes ill or injured and the parent(s) or guardian cannot be reached, you are one of the people who are authorized to and must assume responsibility for making any decisions regarding medical treatment for the delegate. This responsibility is outlined in the YLIF form that gives this authority to any CISV personnel (Adult Delegate, Staff Member, Chapter Officer, and Host Family).

All CISV leaders should be familiar with the following international documents that relate to risk management:

· Incident Report Form (MIL)

· Suggested Emergency Contact Procedures for CISV International Programmes (letter from IEC dated December 21, 2001)

· Procedures for Sending Someone Home Early from a Programme (INFO File R-15 (0133))

Assessing Risk Factors:

The first and most important step in risk management is to assess and reduce the potential risk factors in activities and programmes. There are four key steps in assessing risk:

1. IDENTIFY: What are the risks involved with this activity? For example, if you were planning a group excursion to a park by a lake, there would be several risk factors to consider. Some include:

· Do all participants know how to swim?

· If there are boats, what access will participants have to them? Are there life preservers (life jackets) available?

· Are there rocky areas or hills where people might fall and hurt themselves?

2. ANALYSE: How severe are the risks? In the above example of the excursion to the park, the most severe risk may be the lake and the chance of someone drowning.

3. ELIMINATE: Can the activity be modified to reduce the risk? If the risk cannot be reduced, is the risk of injury or harm to delegates still too high that the activity should be cancelled? For the part k activity, you could plan to meet in an area that is not close to the lake or you could ensure that there is a lifeguard on duty in the swimming area. You could minimize the risk of injury from the rocks and hills by warning the participants of the potential dangers.

4. PROTECT: What precautionary steps can be taken prior to the activity to protect delegates and the organization from risk? For example, train leaders in risk management, ensure there is a lifeguard present, or ensure that there are additional adults present to help monitor the youth delegates.

It is important to remember that there are elements of risk in every activity. Just because there is risk does not mean that the activity should be cancelled. After determining what the risk factors are, assess the severity of each factor. If the probability that someone could be seriously injured as a result of the activity is high, then the risk would be more severe than an activity where there is a low probability of injury.

Crisis Management:

If by chance an incident does occur where someone becomes injured or ill, the key thing to remember is to act responsibly and with common sense. What does this mean? It means that you do what you think is in the best interest of the injured person and the group to the best of your abilities. 

Types of Crises:

There are two types of crises that could occur during a CISV programme:

1. LIFE THREATENING

Any crisis that immediately threatens the health and well being of a child* / leader / staff / camp / activity must be treated as an emergency crisis situation. The first and foremost response to this type of crisis is to react quickly and secure the safety of the children, leaders and staff first. Crises that could be categorized as life threatening include:

· Fire

· Collisions involving vehicles

· Death or, critical injury to, or missing children / leaders / staff

· Serious disease / epidemics (e.g. hepatitis, meningitis)

· Bomb threats

· Abductions

2. NON-LIFE THREATENING

Any situation where the health and welfare of a child / leader / staff / camp / activity are not in immediate jeopardy, but threatens to disrupt the formal operations of the programme / activity.  The crisis could have a negative impact on CISV’s reputation in the community, and therefore certain operational and communication procedures must be followed. Crises that could be categorized as non-life threatening include:

· Misconduct

· Minor disease / epidemics (e.g. measles, lice)

· Vandalism

· Theft

How to Handle a Crisis Situation:
In a crisis, time is of the essence. It is important that persons in a leadership position in CISV know what to do in a crisis situation so that the health and well being of the children and adults in the programme are secured. It is important to remember that any crisis situation will have an emotional effect on those who were directly involved as well as those that may have witnessed the incident. Be sensitive to the emotions of individuals involved in a crisis situation. If necessary, call for additional help and counselling for participants who may need professional help in dealing with the crisis. 

LIFE THREATENING CRISES

PHASE 1: Stabilize the crisis

· Be concerned for the care, welfare and safety of the children and adults. The director of the camp or leader of the activity shall be responsible for the safety and well being of all children and leaders. This person should consult with programme staff and /or adult leaders as needed.
· Secure safety of the children / leaders / staff
a) Evacuate participants, if necessary

b) Call emergency services for assistance

c) Attend to any victims

d) Collect and report preliminary information on the crisis to Chapter Chair / National President / Risk Manager, and communicate with emergency service personnel.

· For any injured children, the parent/guardian must be contacted to advise and/or obtain consent for treatment. If the parent/guardian cannot be reached, specific CISV personnel have the consent to arrange treatment. A chapter representative will accompany each child to the hospital and stay with the child until the parent / guardian arrives.

· Generally, the host chapter should not contact the parents directly. This should be done through the sending NA. In emergency situations, however, where time is important, the emergency contact person should be contacted as quickly as possible. The sending chapter / NA may need to assist with translation and should be advised of any incident involving one of its members. 

· Contact Chapter Risk Manager or Chapter President within 1 hour of initial awareness of incident. The Chapter representative will then contact the NA and will assess if IO needs to be contacted as well.

· For Seminar Camp, the International Seminar Camp Committee should also be contacted immediately. 

PHASE 2: Preliminary Distribution of Information

· Document preliminary information. In cases where public authorities are involved (i.e. law enforcement), ask for identification of the investigating party, provide as much information about the alleged incident as possible, then co-operate fully with the authorities.

IMPORTANT NOTE: In the case of an internationally publicised disaster (e.g. earthquake), please keep in mind that parents will be very worried.  The host Chapter should ensure that the sending chapter/NA and parents are contacted (by phone if at all possible) to let them know the situation.  Please also contact the International Office and/or a member of the International Executive Committee to let them know.

MEDIA: The Chapter Chair or the assigned Chapter Representative are the only people who will be in contact with the news media. Refer all news media to the Chapter Chair. Information can only be released by staff / Director / Leader upon the instruction of the above people.

PHASE 3: Secondary Distribution of Information

After the immediate danger is under control:

· Gather information and update as much information as possible (specific details about the crisis, cause, how it was handled, what effect it continues to have on the Chapter / Programme / Activity.)

· Complete an Incident Report Form within 4 hours of incident. The report should be copied to the National Risk Manager and the International Office. Forward a copy to any other Executive Officers (i.e. Chapter / National / International Representative) if required.

NON-LIFE THREATENING CRISES

PHASE 1: Stabilize the crisis

· Be concerned for the care, welfare and safety of the children and adults.  The director of the camp or leader of the activity shall be in charge of the children and leaders. This person should consult with programme staff and /or adult leaders as needed.

· If a delegate is sick or injured, the parent/guardian must be contacted to advise and/or obtain consent for treatment if medication is to be administered. If the parent/guardian cannot be reached, specific CISV personnel have the consent to arrange treatment. 

· Generally, the host chapter should not contact the parents directly. This should be done through the sending NA. In emergency situations, however, where time is important, the emergency contact person should be contacted as quickly as possible. The sending chapter / NA may need to assist with translation and should be advised of any incident involving one of its members. 

 Contact Chapter Risk Manager or Chapter President within 1 hour of initial awareness of incident. For Seminar Camp, the International Seminar Camp Committee should also be contacted at this point.

 If necessary, the Chapter representative will then contact the NA and the NA will assess whether the relevant International Committee and /or the IO needs to be contacted as well.

PHASE 2: Preliminary Distribution of Information

· Document any preliminary information. In cases where public authorities are involved (i.e. law enforcement), bring the crisis to the attention of the Staff / Leader / Chapter Chair, ask for identification of the investigating party, provide as much information about the alleged incident as possible, then co-operate fully with the authorities.

MEDIA: The Chapter Chair or the assigned Chapter Representative are the only people who will be in contact with the news media. Refer all news media to the Chapter Chair. Information can only be released by staff / Director / Leader upon the instruction of the above people.

PHASE 3: Secondary Distribution of Information

· Document everything using Incident Report Form. Send a copy of the report to your National Risk Manager and the International Office.

Reporting an incident

When to complete an Incident Report Form
The Incident Report Form should be completed for any incident (medical/psychological or otherwise) which occurs during a programme or activity (e.g. major injuries that require medical treatment, injuries or illnesses that require administered medications, major safety concerns at the site, or behaviour which violates CISV International Policies.). This information is important to document in case there is a long-term impact of the incident on a programme / activity participant.

How to complete an Incident Report Form 
The Incident Report Form should be completed immediately after the incident occurs to ensure that detailed information is provided. You are encouraged to attach additional sheets to describe the incident and actions taken in detail. In describing the incident, include the following information:

· The nature of the problem

· The names of people who initially saw or reported the incident

· The names of participants involved in the incident

· Any actions taken at the time of the incident (e.g. taken to hospital)

· Attach any official reports from local authorities (i.e. police, fire) or medical personnel (i.e. doctor, psychologist, surgeon)

When completing the form, state as many facts as possible. Avoid including any analysis of the facts. Your report should be unbiased and focused on what you know happened. 

The person completing the form should include their contact information in the first section of the form. This section is not for the name and contact information of the participant who was involved in the incident. Any persons involved in the incident should be noted later in the report in the appropriate section.

All Incident Report Forms  should be forwarded to your National Risk Manager and the International Office. For life-threatening crises, these reports should be forwarded within four (4) hours of the incident. 

Whom to Communicate with during a crisis

Depending on the nature of the crisis situation, many of the following people may need to be informed about the emergency:

· CISV International Office

· International Executive Committee

· Chapter representatives

· CISV National Office

· Parents of participants

· Law Enforcement Officials

· Public Health Officials

· Fire Department

· Media

· Medical Services (Hospital , Ambulance, Counsellors)

· Other local Government Agencies

· Chair of International Committee for that programme

Each CISV Programme office (or Host Interchange Leader) should have the following information easily accessible:

· CISV International Directory with the names and contact details of all international officials and every NA

· List of local “on call” contacts in the host Chapter and host association (i.e. chapter chair, local/national risk manager, etc.)

· A safe place where Health and Legal forms of participants are stored during the programme

· The emergency phone numbers for parents/guardians of all participants (on Health Forms)

· A copy of the CISV Info File, including the Programme Guide

· The emergency numbers for local police, fire, ambulance, hospital, doctor, etc.

· The phone numbers of the embassies and local consulates of each of the countries represented at the camp

Please refer to the Emergency Contact Communication Chart (Appendix 1).

Communicating with Parents of Participants

Provide as much confirmed information as is available to parents / guardian of injured children - avoid speculation about what caused the accident and / or related injuries.

Parents must be notified before releasing the names of those injured or killed.  If it is necessary to release information about the incident before the parents have been notified, a statement on the status of their notification should be included in the release (i.e. “Names of those involved are being withheld until their families have been notified”).

Reporting to the news media

The only people who will be in contact with the news media are National / Chapter Chair or the assigned National / Chapter representative.  Information can only be released by staff / director / leader of the programme upon the instruction of either the National / Chapter Chair of assigned National / Chapter Representative.

Language barriers and leader availability


There may be difficulty with translation for a child in the case of an emergency during a home stay weekend or leaders day off. In these cases, it is recommended that all attempts should be made to contact the leader before a delegate is taken to a doctor/hospital. The leader will be able to assist in translation and comforting the child.

Itinerary and contact information of leaders / staff should be provided to all host families of CISV programmes / activities. 

Driving participants
For any CISV member who is driving CISV participants in a car or automotive vehicle, ensure that the vehicle has adequate insurance coverage in case of an accident. The driver must also be properly licensed and insured as required by local law. This applies also to hired transportation, including busses for excursions.

Forms
Every CISV participant must have completed health / legal insurance forms.  These are required to complete claims.  A copy should be attached to any Incident Report filed. Keep these records secure and confidential. The forms can be returned to the leader/participant at the end of the programme.

	Form
	Number
	Who

	Health Form
	HF 2000
	· All Participants

	Youth Legal Insurance Form
	YLIF 2000
	· All child / youth delegates travelling with an adult leader

	Authorisation to Travel Alone
	TWAL 2000
	· All delegates travelling without an adult leader (e.g. all JCs and Seminar Camp delegates). Gives permission for youth to travel without an adult leader.

	Adult Legal Insurance Form
	ALIF 2000
	· All adult leaders and staff members


Three (3) copies should be made of each form. The original copy should be given to the host Chapter / staff / host family. One copy should be given to your local Chapter and the leader should retain the third copy.

The health and legal insurance forms for all participants should be taken on all group excursions. 

NOTE: Leaders should inform host families of any medications that need to be administered for the delegate while under their care.

Personal travel / health / accident insurance
Leaders should carry copies of each delegate’s insurance policy with them to their programme. Keep the international phone number of the insurance company with you in case you need to make a claim while out of the country. Having extra emergency money available to pay for expenses as up-front payment for services is highly recommended as some health care providers may require immediate payment or payment in advance.

Activities

Assess the Risk

The following situations outline potential risk or crisis situations that may occur during a CISV programme or activity. Suggested responses are given at the end of this chapter. 

A) During an Interchange group activity on a hot summer day, one of the girls complains of a headache. Mid-way through the afternoon, she complains of a sore stomach and then faints. After gathering the health forms from the Leader's home, she is taken to the doctor where she is diagnosed with heat stroke.

1. What is the risk or crisis?

2. How would you handle this situation?

3. Who needs to be contacted in this situation? Why?

4. Do you need to complete an incident report form for this event?

5. What could have been done to avoid this situation from happening?

B) Villagers return from an offsite excursion to find one of the doors to their site broken. Upon entering the site, the staff notice that some of the equipment in the staff office has been stolen. Some money of delegates that was left in their rooms is also missing.

1. What is the risk or crisis?

2. How would you handle this situation?

3. Who needs to be contacted in this situation? Why?

4. Do you need to complete an incident report form for this event?

5. What could have been done to avoid this situation from happening?

C) During free time at a Summer Camp, a group of three youth wander off site. When the afternoon activity starts, the three youth are missing. Two staff members leave the site to search for the youth. The staff members return to the site 1½ hours later with the three missing youth. The youth were found at a local shop buying some candy and snack food.

1. What is the risk or crisis?

2. How would you handle this situation?

3. Who needs to be contacted in this situation? Why?

4. Do you need to complete an incident report form for this event?

5. What could have been done to avoid this situation from happening?

D) Late in the evening at a JB mini camp after all delegates are in bed a fire breaks out. The fire started in the kitchen and quickly spread to the main activity room. Youth are evacuated from the building and meet on the field. The fire department is called and after 1 hour the fire is put out. There is severe damage to the kitchen and activity area and smoke and water damage to some of the sleeping quarters.

1. What is the risk or crisis?

2. How would you handle this situation?

3. Who needs to be contacted in this situation? Why?

4. Do you need to complete an incident report form for this event?

5. What could have been done to avoid this situation from happening?

E) During a Seminar Camp, a participant approaches the staff and expresses concern about another participant whom she thinks is very depressed. The participant in question has been withdrawn and not participating in activities or regular camp life. A home staff member talked with the participant and is worried that she might be suicidal.

1. What is the risk or crisis?

2. How would you handle this situation?

3. Who needs to be contacted in this situation? Why?

4. Do you need to complete an incident report form for this event?

5. What could have been done to avoid this situation from happening?

F) A Local Work activity has been planned to clean a local riverbank. During the activity, one participant falls and cuts his hand and leg of a piece of broken glass. The glass was very dirty and there is a lot of blood. At the sight of the injury, another participant faints.

1. What is the risk or crisis?

2. How would you handle this situation?

3. Who needs to be contacted in this situation? Why?

4. Do you need to complete an incident report form for this event?

5. What could have been done to avoid this situation from happening?

G) On the way home from the Interchange Mini-Camp, the bus transporting the CISV delegates gets into an accident involving several other cars and trucks. There were not any serious injuries to the CISVers on the bus. A few participants have minor cuts on their heads from hitting them on the glass windows of the bus. Two participants complain of sore necks. The injuries appear to be non-life threatening, although all participants are traumatized from the incident. The bus has sustained damage and must be towed and the highway is closed to all traffic. The participants are still approximately 30 minutes from the location from where parents are picking them up.

1. What is the risk or crisis?

2. How would you handle this situation?

3. Who needs to be contacted in this situation? Why?

4. Do you need to complete an incident report form for this event?

5. What could have been done to avoid this situation from happening?

H) During a night watch at a Village, a staff member comes across a leader and a JC making out in the arts and crafts room. The leader has his hand up the female JC’s shirt and they are lying down on the table. 

1. What is the risk or crisis?

2. How would you handle this situation?

3. Who needs to be contacted in this situation? Why?

4. Do you need to complete an incident report form for this event?

5. What could have been done to avoid this situation from happening?

I) During the first homestay weekend of a Summer Camp, the parent of one of the homestay families gets called into work on an emergency. The parent asks their neighbour to watch the youth and his son, a former Summer Camp participant, until he returns home from work. 

1. What is the risk or crisis?

2. How would you handle this situation?

3. Who needs to be contacted in this situation? Why?

4. Do you need to complete an incident report form for this event?

5. What could have been done to avoid this situation from happening?

J) During travel to an IYM, a delegation becomes stranded when all flights out of their connecting airport are cancelled due to an air traffic controller strike in the country. There is no CISV chapter in the city where the delegation is stranded. 

1. What is the risk or crisis?

2. How would you handle this situation?

3. Who needs to be contacted in this situation? Why?

4. Do you need to complete an incident report form for this event?

5. What could have been done to avoid this situation from happening?

Conclusion
Risk management is a very important aspect of leadership. By knowing what to do in a crisis situation, you will be better prepared to handle incidents should they occur.

Suggested Answers

A) 
1. What is the risk or crisis?

· Illness (heat stroke) of participant due to long exposure to the sun and heat

2. How would you handle this situation?

· Follow doctor’s instructions

· Provide lots of water to drink (re-hydrate)

· Give delegate opportunity to rest and recover from heat stroke

3. Who needs to be contacted in this situation? Why?

· Host family to watch delegate and make sure that she is fine over the next two days

· Parents of the sick child, to advise and reassure them and because the child may need their support

4. Do you need to complete an incident report form for this event?

· Yes. Make sure that the name of the attending physician and location (name of hospital) is included on the Incident Report Form.

· Ensure that any names and dosages of medicine prescribed is listed on the Incident Report Form

5. What could have been done to avoid this situation from happening?

· Have shaded areas for delegates to get out of the sun

· Ensure that all delegates have hats and lots of water to drink

· For excursions a distance from the programme site, all health and legal insurance forms should be carried safely so that there need not be a delay in seeking treatment

B) 
1. What is the risk or crisis?
· Burglary to Village site (intruders)

2. How would you handle this situation?

· Call police to investigate

· As much as possible, try to isolate the incident from the child delegates so that they are not worried or frightened

· Work with other leaders and staff members to help all delegates feel safe

· Implement extra security precautions even while the group is on site (e.g. arrange with volunteers to do a security detail)

3. Who needs to be contacted in this situation? Why?

· Police

· Chapter President/Chair and Chapter/NA Risk Manager

4. Do you need to complete an incident report form for this event?

· Yes. Attach any police report to the document.

5. What could have been done to avoid this situation from happening?

· Inform caretakers of site when delegates are going to be off site for a period of time. If no caretakers are on site, arrange with host chapter to have someone stay on site while delegates are on excursion.

· Take extra care to lock up all valuables (money, equipment) in a safe place in the staff office.

C) 
1. What is the risk or crisis?

· Missing delegates. Delegates may not know how to communicate in local language and therefore unable to find their way back to the site if lost.

2. How would you handle this situation?

· Try to continue with programming as scheduled to avoid worry of other delegates

· After finding delegates, debrief with missing youth why their behaviour was inappropriate (have their leader(s) present)

3. Who needs to be contacted in this situation? Why?

· Leader of the youth

· If youth are missing for a long period of time, local authorities (police) may need to be contacted to help find the youths and later, to inform them that the youths have been found.

4. Do you need to complete an incident report form for this event?

· Yes.

5. What could have been done to avoid this situation from happening?

· Review rules with all delegates at the beginning of the camp. 

· Have a sign-out procedure for anyone going off site. Ensure that a leader accompanies delegates if they are leaving the site.

D) 
1. What is the risk or crisis?

· Fire on site. Potential site damage and injury.

2. How would you handle this situation?

· Evacuate all participants and ensure that there are no injuries.

· Arrange for alternative sleeping arrangements if site is deemed unsafe by fire officials.

· Ensure that parents of all participants are informed that no one was injured.

3. Who needs to be contacted in this situation? Why?

· Fire department

· Chapter President/Chair and Local/National Risk Manager (who will contact parents of delegates at the camp)

· Chapter may need to contact insurance company for site damage

4. Do you need to complete an incident report form for this event?

· Yes

5. What could have been done to avoid this situation from happening?

· Ensure that a fire drill is done with all participants at the beginning of the programme.

· Check to ensure that all equipment (e.g. ovens) is turned off prior to participants going to bed.

· Ensure that fire alarms and smoke detectors are present in all rooms to alert in case of a fire.

E) 
1. What is the risk or crisis?

· Depressed participant. Potentially suicidal (emotional instability). 

2. How would you handle this situation?

· Talk with participant to try to uncover reason for depression.

· Inform local chapter to ask for assistance in contacting a counsellor to talk with participant.

· Try to make participant feel valued and an important part of the camp

· Call on external help if needed.

3. Who needs to be contacted in this situation? Why?

· Local chapter president and/or local/national risk manager

· Parent/guardian of participant to see if this behaviour is new or has happened before

· Counsellor or doctor

4. Do you need to complete an incident report form for this event?

· Yes. In case there is a recurring problem at the camp, you can track what was done at each stage.

5. What could have been done to avoid this situation from happening?

· Assuming that the driver and vehicle were properly licensed/insured and from a reputable company, very little could be done to avoid this situation. 

F) 
1. What is the risk or crisis?

· Injury to participant (cut hand and leg). Potential for infection of cut due to dirty glass.

· Potential injury to participant who fainted.

2. How would you handle this situation?

· Move injured participants away from further danger

· Apply first aid to cuts

· Arrange transport to a doctor to treat injury and check for infection and to examine the delegate who fainted.

3. Who needs to be contacted in this situation? Why?

· Parent/guardian of injured participants

· Local Chapter President/Chair and Local/National Risk Manager

4. Do you need to complete an incident report form for this event?

· Yes

5. What could have been done to avoid this situation from happening?

· Ensure that all participants are wearing appropriate attire for the activity.

· Ensure that all participants receive training and instructions beforehand and that they are using caution during the activity to avoid injury.

G) 
1. What is the risk or crisis?

· Traffic accident. Minor injuries to participants. Participants traumatized from the incident.

2. How would you handle this situation?

· Ensure that all participants are safe. If possible try to take participants away from the accident site so that they don’t have to look at the other injuries.

· Contact the local chapter to arrange for alternate transportation

· Keep participants occupied with an activity until help arrives. 

· Get medical attention for injured participants.

3. Who needs to be contacted in this situation? Why?

· Local Chapter President/Chair and Local/National Risk Manager

· Host Families

· Medical personnel (ambulance) for injured participants

· Sending Chapter and parents of injured participants

4. Do you need to complete an incident report form for this event?

· Yes

5. What could have been done to avoid this situation from happening?

· Assuming that the driver and vehicle were properly licensed/insured and from a reputable company, very little could have been done to avoid the situation.

H) 
1. What is the risk or crisis?

· CISV Behaviour and Cultural Sensitivity Guidelines have been broken (no sexual intimacy between leaders and youth)

2. How would you handle this situation?

· Break up the couple. With another staff member present, meet with the leader and the JC separately.

· Reinforce the behaviour and cultural sensitivity guidelines

· Inform the leader and the JC that this behaviour could result in their being sent home from the programme.

· In consultation with the Local/National Risk Manager and Chapter President, determine if participants need to be sent home.

3. Who needs to be contacted in this situation? Why?

· Chapter President and Local/National Risk Manager

· If participants are to be sent home, the NA where each are from needs to be contacted (refer to the Procedures for Sending Someone Home INFO File R-15 (0133))

4. Do you need to complete an incident report form for this event?

· Yes.

5. What could have been done to avoid this situation from happening?

· Review the Behaviour and Cultural Sensitivity Guidelines at the beginning of the programme. Ensure that all leaders, JCs and participants are aware of the seriousness of this document and the consequences for breaking the rules.

I) 
1. What is the risk or crisis?

· Delegates being left alone with a third party person who is not a member of CISV

2. How would you handle this situation?

· Inform the host family that the delegates must be with a CISV family. Reinforce their responsibility as a host family.

3. Who needs to be contacted in this situation? Why?

· Chapter President and/or Programme Chair

4. Do you need to complete an incident report form for this event?

· Yes

5. What could have been done to avoid this situation from happening?

· Review expectations of host families with all host families in advance of the homestay weekend.

· Give all host families contact numbers of committee person responsible for homestays to contact in case of emergency.

J) 
1. What is the risk or crisis?

· Stranded delegates enroute to a CISV programme

2. How would you handle this situation?

· Work with the airline, which will generally take some role in providing for passengers

· Try to arrange for alternative transportation to the final destination

· Arrange for accommodation of delegation until alternative travel arrangements can be made

· Inform host NA and home NA of the situation and ask for their assistance.

3. Who needs to be contacted in this situation? Why?

· Host NA and home NA to inform of the situation.

· Contact local embassy or consulate for assistance if necessary.

4. Do you need to complete an incident report form for this event?

· No

5. What could have been done to avoid this situation from happening?

· Ensure that all travelling delegations have emergency contact numbers of people in the host NA as well as in their home NA.

· Ensure leaders have emergency money or credit card that can be used to pay for a hotel until alternative travel arrangements can be made.

Suggested Communication Steps in Emergency Situations

For CISV International Programmes

In difficult situations, there are people/services who must be contacted and there are CISVers at the local, national and international levels who can be contacted for advice.
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**  While generally contact with parents is done through the sending chapter, in emergency situations, where time is important, programme staff/host chapter should contact parents as quickly and efficiently as possible.

Emergency Situations in
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* The term “Child” is used to included all youth participants
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