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Our Lady of Good Counsel (OLGC) School 

Policy and Procedure: Emergencies While on OFF Site Event 

 
1. Purpose 
The purpose of this policy is to ensure the safety and well-being of all students, staff, and 

volunteers during school off site events. It outlines the procedures to follow in the event of an 

emergency while off school grounds, including medical incidents, lost students, transportation 

issues, natural disasters, or human-caused emergencies. Off-site includes but is not limited to: 

fieldtrips, sports activities, fine arts activities, choir performances etc… 
 

While it is not possible to anticipate every type of school disturbance or emergency that could 

threaten the safety of staff or students, the purpose of this protocol is to assist the staff in their 

response to emergencies or critical incidents and to help ensure the safety for students, staff and 

volunteers. It enhances existing policies/procedures on emergency preparedness already in place.  
 

It is important that staff members consider their personal safety, first and foremost, and 

not approach any situation that would endanger their own safety, or the safety of a 

student or another staff member.  
 

If an accident occurs, timely action should be taken to prevent and/or minimize the 

consequences of any further incidents or events and any resulting confusion. 

Communication with parents, students and staff is critical so that everyone is aware of 

what to do when an accident occurs.  Communication is also an essential component of 

the debriefing process after an incident, so that everyone learns what went right and 

what changes need to be made.  
 

2. Scope 
This policy applies to all school-organized field trips, including local excursions, overnight trips, 

athletic events, and extracurricular outings, involving students and staff of OLGC School. 
 

3. Policy Statement 
OLGC School is committed to ensuring that all field trips are safe, properly supervised, and 

conducted in accordance with school board policy and provincial safety standards. All staff are 

required to be prepared for emergencies and to follow the procedures outlined below. 
 

4. Responsibilities 
Principal/Administration: 

 Approve all field trips in advance and ensure proper risk assessment and parental consent 

are completed. 

 Ensure supervising staff have student medical information, emergency contacts, and 

access to first aid kits. 

 Maintain a copy of the trip itinerary, transportation details, and staff contact information 

at the school office. 

Supervising Teachers and Staff: 

 Carry a list of all students, including medical conditions, allergies, and emergency 

contact numbers. 

 Ensure a charged cell phone is available at all times during the trip. 

 Follow this emergency procedure immediately in case of any incident. 

 File an incident report with the Principal upon return. 



Volunteers: 
 Follow directions from the supervising teacher. 

 Support emergency procedures calmly and effectively. 

5. Emergency Procedures: 
     Ensure that all staff taking students on field trips or off-site activities must have a 

 working cell phone, a first aid bag and carry the class emergency book which contains: 

 Student’s address 

 Student’s PHN number 

 Parents’ phone numbers 

 Emergency contact numbers 

    Staff have the cell numbers of their principals and vice-principal in their cell. We also  

             have a school back up cell in the event staff do not have a cell phone. 
 

 If a student is injured the staff member must: 
 First determine the extent of the injury. If it’s serious, professional medical attention 

should be summoned immediately. (Call 911 - see Appendix 1) 

 The other students are away from the injury site and a trusted adult is with them and 

tending to their needs 

 For minor injuries, teachers and chaperones should provide first aid and ensure that an 

adult stays with the injured student and the other students are away from the injury site 

and a trusted adult is with them 

 Staff member calls administration as soon as possible (safety is always first) 

 Upon returning to the school the staff member should meet with administration 

and document the incident. 
 

Possible Types of Emergencies: 
 

A. Medical Emergency 

1. Assess the situation — ensure the scene is safe. 

2. Provide first aid using trained personnel and the school’s first aid kit. 

3. Call 911 if needed. 

4. Contact the Principal as soon as possible. 

5. Notify parents/guardians once the student’s safety is secured. 

6. Document the incident upon return, including actions taken and outcomes. 
 

B. Missing Student 

1. Stop all activities immediately and gather all remaining students in one secure 

area. 

2. Conduct a headcount and confirm who is missing. 

3. Search the immediate area calmly and quickly with staff/volunteers. 

4. If not located within 10 minutes, call 911 and inform local authorities. 

5. Notify the Principal and parents/guardians. 

6. Do not resume trip activities until the student is found and all are accounted for. 

C. Vehicle Breakdown or Accident 

1. Ensure all students remain calm and safely away from traffic or hazards. 

2. Call 911 if there are any injuries. 

3. Contact the school office and Principal immediately. 

4. Remain with students until help arrives. 

5. Do not allow students to leave the scene unless directed by authorities. 

6. Complete an incident report upon return. 

 



D. Natural Disaster (Earthquake, Flood, Fire, etc) 

1. Follow local emergency protocols and the directions of emergency personnel. 

2. Move students to a safe area or evacuation point. 

3. Conduct a headcount and maintain group supervision. 

4. Contact the school office to report safety status and location. 

5. Await further instructions from school administration or authorities. 

E. Human-Caused Emergency (Threat, Violence, or Lockdown Situation) 

1. Move students to safety — shelter in place or evacuate as appropriate. 

2. Contact 911 and school administration immediately. 

3. Maintain calm and provide reassurance to students. 

4. Follow directions from emergency responders. 

5. Do not discuss or share unconfirmed information on social media. 

6. Communication Protocol 
 One designated staff member will act as the lead communicator with the school. 

 The school will coordinate with parents/guardians for updates. 

 Media inquiries will be handled by the Principal or CISVA Media Office only. 
 

Note: Depending on the severity of the accident: 
 Administration will:  

▪ Gather preliminary information about the accident (location, description 

of accident, emergency personnel involved, number of students 

involved, seriousness of injuries, names of students, staff or parents/guardians 

taken to hospital, their condition, if known, and the name of the hospital 

receiving the injured).  

▪ Ensure that the parents of injured students and emergency contacts 

for injured staff members are immediately notified and advised 

regarding specified hospital if known.  

▪ Establish a contact person and a number at the site of the accident where 

that person can be reached at all times. Establish a backup plan if 

phone  contact cannot be made (e.g., alternate contact number).  

▪ Notify the Superintendent of the accident.  

▪ Direct all media inquiries to the Superintendent's Office.  

▪ Notify staff.  

▪ Provide staff handling the telephone with a script to share with parents.  

▪ Notify/email parents/guardians of the students on the trip, if appropriate, informing 

them of facts about the accident, support provided by school and ways they can 

support their children.  

▪ Contact PEC chairperson to inform him/her of the accident.  

▪ Establish a room for students who turn up at the school. Ensure that there is a staff 

person who can provide information and monitor their needs.  

▪ Arrange for a staff meeting to pass on information and outline the plan for handling the 

situation.  

▪ Develop a plan for immediate and follow-up support for students and staff.  
 

7. Documentation and Follow-Up 
 All incidents must be recorded/documented within 24 hours of returning. 

 The Principal will review the report and determine if further action or support is required. 

 A debrief with staff and students may occur for reflection and support. 
 

8. Training 
 All supervising staff must be familiar with this policy and attend annual emergency 

preparedness training. 

 At least one staff member per trip must hold a valid First Aid and CPR certification. 



9. Review 
This policy shall be reviewed annually or following any major incident to ensure best practices 

and compliance with school safety standards. 

911 TELEPHONE GUIDE –for review  

Be prepared to tell the dispatcher:  

“Do you want police, fire or ambulance?”  

Where? Specify the exact address and specific location of the emergency (e.g. hallway, on the 

field, a room number etc.) and your name. 

What? Nature of the accident. The extent of injuries? How many people are involved?  

When? Is the incident in progress or did it happen in the past, and at what time?  

Who? Give names and full description of the injured student(s).  

 

IN THE CASE OF AN AMBULANCE  
▪ What type of emergency is this? (car accident, illness, fall)  

▪ Approximate age of the student 

▪ Is the patient conscious?  

▪ Is the patient breathing?   

▪ If it is an injury: What is the site of the injury?  

▪ Is there bleeding? Is it under control?  

▪ Are there any medical conditions that you are aware of? (This will be in the student’s 

profile) 

 

 

 

 

 

 

 

 

 

 

 

Policy in place October 2025 


