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Hertfordshire





	
	FORM OV 9    (CSF4263)

EMERGENCY CONTACT INFORMATION

	
	
	Establishment:

Visit:






To be completed before the visit.  Copies to be held by the group leader and establishment contact.

(May not be needed if the information is already included on EVOLVE, in which case the Visit Leader may carry a print-out of the relevant visit summary form, or use the EVOLVEgo app – see EVOLVE Help Centre)

	1.
	Name of Visit Leader:


Home Phone No:




Mobile No:   


	2.
	Departure and Return:
	Date
	Time
	Location

	
	Departure:
	
	
	

	
	Return:
	
	
	


	3.
	Group:


	Adults:   
	Young People:  
	Total:
	


	4.
	Do you have an emergency contact list (OV 8) for everyone in the group? 

(If no, obtain one.  If yes, attach it to this sheet).


	YES/NO


	5.


	Emergency contact information:

	Establishment:
	Work Tel:
	Home Tel:
	Mobile:

	Manager


	
	
	

	Deputy/other


	
	
	

	Visits Co-ordinator


	
	
	

	Travel Company:

	Name:
	
	Tel:
	

	Address:
	
	Fax:
	

	
	
	
	

	
	
	
	

	
	
	
	

	Website:
	

	Company Travel Rep name:
	
	Tel:
	

	
	
	Mobile:
	


	Hotel/Accommodation:
	
	

	
	
	

	Name:
	
	Tel:
	

	Address:
	
	
	

	
	
	
	

	
	
	
	

	Hotel contact (e.g. Manager):      

	
	

	Insurance / Emergency Assistance:
	
	

	
	
	Tel:
	

	
	
	Fax:

	

	Local Emergency Telephone Numbers:
	
	

	
	
	

	National Emergency Number: (e.g. Europe 112)
	
	

	
	
	
	

	Police:
	
	
	

	
	
	
	

	
	
	
	

	Doctor:
	
	
	

	
	
	
	

	
	
	
	

	Hospital:
	
	
	

	
	
	
	

	
	
	
	

	Embassy / consulate:
	
	
	

	
	
	
	

	
	
	
	

	Others:
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Other emergency numbers (e.g. telephone tree, Children’s Services emergency contact):



REMEMBER: IN AN EMERGENCY

Record all actions taken, with times.

Direct all press enquiries through CS Communications Team

Tel: 01992 555537 (office hours) / 07850 007382 (all other times)
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