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Name of Event:  ____________________________________________________________________  


Assigned Council Staff Person:  __________________________  Phone: (______) ______________  


 


** If the assigned council staff person cannot be reached, contact the council staff by calling one of 
these emergency phone numbers. These connect to an answering service which will locate a staff 
member to assist you. 


 


(916) 453-5279 
(209) 575-5535 


 
Risk Management Director/ 
Crisis Coordinator  _________________________________  (______) _______________  
  Name Phone 
  
 
Program Coordinator  _________________________________  (______) _______________  
  Name Phone 
 
 
Security Coordinator  _________________________________  (______) _______________  
  Name Phone 
 
 
Site Logistics Coordinator  _________________________________  (______) _______________  
  Name Phone 
 
 
Telephone Monitor  _________________________________  (______) _______________  
  Name Phone 
 
 
Documenter  _________________________________  (______) _______________  
  Name Phone 
 
 
First Aider  _________________________________  (______) _______________  
  Name Phone 
 
 
Floaters  _________________________________  (______) _______________  
  Name Phone 
 





		Text1: 

		Text2: 

		Text3: 

		Text4: 

		Text5: 

		Text6: 

		Text7: 

		Text8: 

		Text9: 

		Text10: 

		Text11: 

		Text12: 

		Text13: 

		Text14: 

		Text15: 

		Text16: 

		Text17: 

		Text18: 

		Text19: 

		Text20: 

		Text21: 

		Text22: 

		Text23: 

		Text24: 

		Text25: 

		Text26: 

		Text27: 

		Text28: 








Event Site Information 
6601 Elvas Avenue Sacramento, CA 95819   •   t  916.452.9181   •   f  916.452.9182 


 girlscoutshcc.org 
 


#3502 – rev – 4/17 - LW:js 
   


 
1. Knowing the exact location of the event site will help you to provide directions to participants, event 


staff, parents/guardians, and/or emergency services personnel. 
 


Name of site:  ___________________________________________________________________  
 
Street address:  _________________________________________________________________  
                                                                                                                                                      CITY ZIP 


 
Location of nearest phone (that is not a cellular phone) to which you will have access to during the 


event: Phone #:  _______________________________  


 
2. Attach a street map that shows access to the site. 
 
3. Attach a site map that indicates where participants will be on the site during the event. 


 
 


Participant Check-In and Check-Out 
 


As part of the event plan it is important to develop a system that will allow you to know who, and how 
many people are on the site. 
 
1. What are the check-in procedures for all people on the site — children, adults, members, and non-


members?  


______________________________________________________________________________ 


  


  


2. What are the check-out procedures?   ____________________________________________________  


  


  


3. What are the procedures if someone wishes to check-out a child early?   _______________________  


  


4. Parents will be notified when, and by whom if an unauthorized individual requests to take a child 


from your custody?   __________________________________________________________________  


  


5. Law enforcement will be notified when, and by whom if an unauthorized individual requests to take a child 


from your custody ____________________________________________________________________________  
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1. Warning systems create an efficient method to quickly communicate to the entire site population. Everyone 
on the site should know what the warning system means and the action they are to take. An emergency 
warning system could be anything from a blowing car horn, an air horn, ringing bells, or setting off an 
automatic alarm. 


 
2. Repeated emergency drills familiarize participants and staff with emergency procedures and helps to prevent 


panic. Drills for emergencies common to the area should be conducted within 24 hours of arrival on site. 
 
3. Emergency procedures should be posted in strategic places and go to: 


– event staff 
– assigned council staff person 
– event headquarters area 
– event first aid area 
 


4. Emergency warning system plans - - 
 


A) The emergency warning system will be used for: 


  


  


B) What is the warning system?  
 


 
 
C) How is the warning system tested and maintained to ensure operation when needed? 


 


 
D) Can the warning system be heard throughout the event site?  Yes or No _______ 


If not, how is the warning relayed?  
 


 
E) How are staff and participants informed of these emergency procedures? 


 


 
F) When will your scheduled emergency drill be conducted with participants and staff? 


 


 


G) Who will initiate the emergency drill?  


 


 


H) Who is responsible for the list of all participants and staff?  
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1. During an emergency situation, it is often necessary to occupy and/or distract participants. A variety 


of songs, games and other activities should be planned for use during possible emergencies. The list 
should consider size of group, size of space and probable length of time. 


 
2. It is helpful to pre-assign several staff to be in charge of diversion activities. Consideration should be 


given to dividing staff between diversion activities and response to the emergency. 
 
3. Diversion plans — 
 


A) Who will lead diversion activities? 


  ___________________________________   


  ___________________________________   


  ___________________________________   


 
B) Planned activities include: 


Songs Games Other 


   


   


   


   


   


   


   


   


   
 


Notes:  ____________________________________________________________________________  


 __________________________________________________________________________________  


 __________________________________________________________________________________  


 __________________________________________________________________________________  


 __________________________________________________________________________________  
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1. An evacuation plan enables the event director to quickly organize and remove part or all of the event 
participants to a predetermined safer location. 


 
2. Reasons that an event site might have to be evacuated include: 


– fire – earthquake – threatening intruder (animal or human) 
– flood – contamination of drinking water – severe weather conditions 


 
3. Take the following: 
   ________  all event staff and participant’s registration and health forms  
  ________  event first aid kit 
   ________  all event staff and participant medication 
  ________  consider the emergency, capacity for transporting, possible return, and time of day — then 


decide which of the following to take: 


– all belongings – snacks – shoes – hat 
– water – jacket – rain coats – sunscreen 


 
4. Site evacuation plan: 


A) Who will determine the need for evacuation?  ________________________________________  


B) Who will be in charge of the evacuation?  ____________________________________________  


C) Method of transportation for leaving site:  ___________________________________________  


Alternate method:  _______________________________________________________________  


D) Pre-determined safer location:  ____________________________________________________  


Address  ____________________________  City  __________________  Zip  ____________  


E) Route to safer location (attach a map) 
Alternate route to safer location (attach a map) 


F) Method to account for all participants on site and at the safer location:  __________________   


G) In some situations an event staff person may need to stay behind to provide site security — who will 
stay behind if necessary?  ________________________________________________________  


 
 
H) In the event of a natural disaster and/or need for site evacuation, what is the plan for contacting the 


families or participants? Who will place the calls?  
  ______________________________________________________________________________  
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SITE EVACUATION (continued) 
 


I) What is the plan to continue communications: 


With the site  ______________________________________________________________________  


With the council  ___________________________________________________________________  


With the authorities  ________________________________________________________________  


 


J) Who will determine if it is safe to return to the site?  ___________________________________  


 


K) Who will complete an incident fact sheet?  ___________________________________________  


5. When working with collaborating or outside agencies; at their site, often time’s agencies already have risk 
management plans in place. Be sure to complete these questions with agencies when beginning to plan 
the event. 
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1. Information about fire protection, law enforcement, and animal control services will simplify securing these 
services if needed. 


 
2. For any serious emergency such as fire or aggressive intruders (animal or human) always call 911. 
 
3. If you will be using a cellular phone for 911 calls remember that there may be a delay in accessing needed services. 


All 911 cellular calls in California are routed through the California Highway Patrol (CHP) dispatch centers. This 
means that there is a large volume of calls coming into the dispatch center which often causes delays in the 
answering of the calls. Be sure you allow the phone to ring continually until you get an answer. 


 
 When using a cellular phone for 911 calls you will need to tell the CHP operator exactly where you are located (see 


your site plan and map) so that the call can be re-routed to the nearest emergency services dispatch center.  Never 
rely on a cell phone as your only means of communication. 


 
4. It is important to be aware of which agencies provide safety services in the area in which your event will be held. 


You will need to complete the following information for each event: 
 
 A. TELEPHONE 


  Location of nearest phone (that is not a cellular phone) to which you will have access during the event: 


                    ______________________________________________    Phone #: ___________________________               


 
 B. FIRE PROTECTION  


  Name of agency:  _________________________________________________________________________  


  Address of agency office nearest to event site:  


  Street Address: __________________________________________________________________________ 
   CITY ZIP 


  Non-emergency phone #  ______________________________  


 
 C. LAW ENFORCEMENT 


  Name of agency: ________________________________________________________________________    


  Address of agency office nearest to event site:  


  Street Address:  _________________________________________________________________________    
   CITY ZIP 


  Non-emergency phone #  _____________________________  


 
 D. ANIMAL CONTROL 


  Name of agency: ________________________________________________________________________  


                   Address of agency office nearest to event site:  


  Street Address:  _________________________________________________________________________  
   CITY ZIP 


  Non-emergency phone # _________________________ 
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1. Information about available medical services will simplify securing needed treatment in the event of an injury 
or illness requiring medical attention. 


 
2. For any life threatening medical emergency always call 911. Talk with your event first aider to determine under 


what circumstances you will be calling 911. 
 
3. If you will be using a cellular phone for 911 calls remember that there may be a delay in accessing needed 


services. All 911 cellular calls in California are routed through the California Highway Patrol (CHP) dispatch 
centers. This means that there is a large volume of calls coming into this dispatch center which often causes 
delays in the answering of the calls. Be sure you allow the phone to ring continually until you get an answer. 


 
When using a cellular phone for 911 calls you will need to tell the CHP operator exactly where you are located 
(see your site plan and map) so that the call can be re-routed to the nearest emergency services dispatch 
center.  Never rely on a cell phone as your only means of communication. 


 
4. In the case of an injury to illness requiring a call to 911 you will need to tell the parent/guardian or emergency 


contact to which medical facility the participant is being transported and which event staff person is 
accompanying the participant. If at all possible, the event staff person needs to be with participant during 
examinations and treatment. 


 
5. In the case of an injury or illness that requires medical attention but is not life threatening, you will need to 


contact the parent/guardian of any minor to ask how they prefer the situation be handled. 
 
6. If the parent/guardian cannot be located and you have determined that the child needs medical attention you 


will need to identify the event staff person responsible for transporting participants in the event of a non-life 
threatening injury/illness. Decide what vehicle will be used and where it will be parked for easy access. 


 
7. You will need to complete the following information for each event: 
 
 A) TELEPHONE 


  Location of the nearest phone (that is not a cellular phone) to which you will have access during the 


event:  ___________________________________________  Phone #  ________________________  


 B) CALLS TO 911 WILL BE MADE UNDER THE FOLLOWING CIRCUMSTANCES: 


  _______________________________________________________________________________  


  _______________________________________________________________________________  


  _______________________________________________________________________________  


  _______________________________________________________________________________ 
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ACCESSING MEDICAL SERVICES (continued) 


 


 C) HOSPITAL WITH 24 HOUR EMERGENCY ROOM SERVICES: 


  Name of Hospital    __________________________________________________________________  


  Street Address  _____________________________________________________________________  
                                                                                                                 CITY                                                        ZIP 


  Emergency room phone #  ______________________________  


  General information phone # _____________________ 


  Driving the speed limit, how long does it take to get to the hospital from the event site? 


   ___________________________________________________________________________________  


  Directions from the event site to the hospital: 


 Attach a map to the hospital. 


 Write the directions here:  _________________________________________________________  


  _______________________________________________________________________________  


  _______________________________________________________________________________  


 


 D) URGENT CARE FACILITIES FOR NON-LIFE THREATENING INJURIES OR ILLNESSES 
 
  Name of facility  _____________________________________________________________________  


  Street Address ______________________________________________________________________  
                                                                                                                            CITY                                     ZIP 


  Phone # _______________          Days/Hours facility is open  ________________________________  


 Attach a map to the urgent care center. 


 Write the directions to the facility here:  ______________________________________________  


 


 E) TRANSPORTING FOR MEDICAL TREATMENT 


 Which event staff person will accompany participants for medical treatment? 


 _______________________________________________________________________________  


 Which event staff person will transport for the treatment of non-life threatening 


injuries/illnesses?  _________________________________________________________  


 What vehicle will be used to transport participants for medical treatment?  __________ 
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ACCESSING MEDICAL SERVICES (continued) 


 


 Where will the vehicle be parked during the event so that it is easily available? ______________  


  


 For any injury or illness requiring medical treatment always take the following with you: 


  ________  participant registration form 
  ________  participant health history — if the medical facility wishes to retain the health history 


ask that a copy be made and the original returned to the event staff 
  ________  insurance forms — completed forms are to be returned to the Sacramento 


Regional Program Center 
  ________  incident fact sheet 
 
 
 F) CONTACTING FAMILIES – It is our responsibility to keep families informed of the well-being of anyone 


who participates in a Girl Scout event. Event registration materials and health forms should always 
include: 


 
– A home telephone number. 
– A telephone number where an adult family member can be reached in case of an emergency. 
– A telephone number where a family friend or relative can be reached in the case of an emergency. 


 
  When you cannot reach any of the contacts listed for a participant, and it is a serious emergency, contact 


the local law enforcement authorities for assistance. 
 


 In the case of a serious accident or death, who notifies the emergency contact? 


Back up person   _________________________________ 


 


 In an emergency that does not involve serious accident or death, who notifies the emergency 


contact? _______________________________  


When should notification take place?  ___________________________________________________  


 


 What is the plan if families cannot be reached or do not have a phone?    


 


  


 


In the event of a participant(s) exposure to a communicable disease, what is the plan to notify 


the participant(s) and/or their families? ________________________________________  
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1. The event director assumes the responsibility for the safety of event participants. This includes developing a 


system for knowing who is on site at all times and why they are there. 
 
2. All event participants and visitors need to register at the designated event headquarters when they arrive and 


leave. A clearly visible name badge or button is to be worn by all participants and visitors so that they are easy 
to identify. 


 
3. If there is an uninvited intruder, and it appears safe to approach, two event staff members should inquire who 


the person is and why they are on the site. If the intruder should not be on the site, they should be asked to 
leave and escorted off the site. 


 
4. If the intruder is an animal that has the potential for harming participants, its presence at the event site needs 


to be carefully monitored. If the animal does not leave within a short period of time, go to step #5. 
 
5. If it appears to be unsafe to approach the intruder, event staff should - 


– Remove themselves and event participants from danger. 
– From a safe distance, watch where the intruder goes. 
– Notify the event director and provide the director with pertinent information. 
– The event director will activate the crisis plan and notify authorities. 


 
6. Plan for intruders - 
 
 A) What are the procedures for participants and visitors to check in and out of the event? 


   ___________________________________________________________________________________  


   ___________________________________________________________________________________  


   ___________________________________________________________________________________  


 B) How will participants and visitors be identified?  __________________________________________  


   ___________________________________________________________________________________  


   ___________________________________________________________________________________  


 C) What precautions will be taken to reduce the risk of intruders (both animal and human)? 


   ___________________________________________________________________________________  


   ___________________________________________________________________________________  


   ___________________________________________________________________________________  


D) Who will complete an incident fact sheet? Who receives the completed copy?  


 ___________________________________________________________________________________  


        __________________________________________________________________________________  
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Location of Intruder:  
    
Approximate Time Last Seen:  
   
Gender: M     or     F Race (circle): Black  White  Hispanic  Asian   Other:  
    
Build (circle): Thin      Medium       Large Height: Short      Average     Tall
    
Hair Color (circle): Brown       Blond       Red       White/Gray       Bald      Other:    
    
Clothing Description (circle items that apply and list color of the corresponding item): 
    
Hat  Skirt/Dress
 
Jacket  Socks
 
Shirt  Shoes
 
Shorts  Carrying Anything
 
Pants  Facial Hair
    
Any weapons seen/mentioned? If yes, what kind?
    
How did subject arrive (circle)? On foot        Bicycle        Vehicle          Other:  
    
If in a vehicle, description (circle) Car    Truck   SUV   Motorcycle          Color:  
    
Make:  Model: License Plate:  
    
Direction they went when they left?  
    
What occurred while they were on scene?
    
 
    
 
    
 
    
 
 


Case number provided by law enforcement: ___________________________________________ 


Cc: Service Unit Coordinator or Member Support Specialist 
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1. There should be a system for tracking the presence of all event participants. The use of a central  
sign-in / sign-out area, the buddy system and periodic head counts are three suggested methods. 


 
2. If a person is thought to be missing — 
 


A) Question those who last saw the person. Ask for time and location last seen. Record information. 
 
B) Check event headquarters area to see if the person left the site and with whom. 
 
C) An adult who is an event staff member should check the area where the person was last seen. A 


systematic search of all activity areas will be organized by a designated staff member. A search team 
comprised of adults will use the buddy system and search assigned areas. They will report back to the 
search coordinator. 


 
D) If the person is not found, notify the event director who will activate the crisis plan and contact 


authorities. Gather additional information about the missing person. Was the person angry, depressed, or 
particularly excited about something? Did they reveal any plans to go somewhere? Did they have a 
favorite place at the event site where they might go? Did they have a favorite person at the event with 
whom they liked to spend time? 


 
3. Plan for missing persons — 
 


A) How often will participants be counted to ensure that all are present?  _______________________  
 


B) What are the procedures for contacting persons who have registered for the event and do not show up at 


the designated time?  ________________________________________________________________  


  
 


C) What are the procedures for notifying event staff of “no show” or “early departure” participants? 


  ___________________________________________________________________________________  


  ___________________________________________________________________________________  


 
D) List areas you will search — be specific to your site:  _______________________________________  


 ___________________________________________________________________________________  


  
E) Who will coordinate the search?  _______________________________________________________  
 


F) Names of designated persons for site search:  ____________________________________________   
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MISSING PERSONS (continued) 
 


G) Who will contact the parent/guardian?  __________________________________________________  


When will the contact be made?  __________________________________________________________  


Parent/Guardian or emergency contact  ____________________________________________________  


Assigned council staff person  ____________________________________________________________  


Law enforcement officials ________________________________________________________________  


 
H) Who has written copies of the missing persons plan?  _________________________________________  


 
I) How will event staff know about their role as part of this plan? Will this plan be practiced by event staff?  


  


 
J) Who will complete an incident report?  __________________________________________________  


 
Notes:  
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Missing Person Description 


Last Seen Location:  
     


Approximate Time Last Seen:  
     


Missing Person’s Name:   
     


Age, or Date of Birth, if known:  
     


Any known Medical Problems? Take any Medications?
     


Does the Missing Party have a cell phone:   Y  or   N   Phone Number:
     


Gender:  M    or    F Race (circle): Black      White     Hispanic      Asian      Other:  
     


Approximate Height:  Feet  Inches Approximate Weight: Pounds 
     


Hair color (circle): Brown       Blond       Red       White/Gray       Bald   Other:    
     


Clothing last seen wearing (circle items that apply and list color of the corresponding item): 
 


Hat  Skirt/Dress
 


Jacket  Socks
 


Shirt  Shoes
 


Shorts  Carrying Anything
 


Pants   
     


Any Scars/Marks?  
     


Any incidents prior to disappearance (i.e. arguments? Homesick? Etc)?
     


 
     


 
   
If missing person has a vehicle, vehicle description (circle)   Car      Truck    SUV      Color:      
     


Make:  Model: License Plate:  
 


Case number provided by law enforcement:_______________________________________________ 


 


 


Cc: Service Unit Coordinator or Member Support Specialist 
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Your Name Who called/you called Phone # Time Date 
 
 
Conversation: 
 
 
 
 
 
Your Name Who called/you called Phone # Time Date 
 
 
Conversation: 
 
 
 
 
 
Your Name Who called/you called Phone # Time Date 
 
 
Conversation: 
 
 
 
 
 
Your Name Who called/you called Phone # Time Date 
 
 
Conversation: 
 
 
 
 
 
Your Name Who called/you called Phone # Time Date 
 
 
Conversation: 
 
 
 
 
 
 
 


 





		Your Name: 

		Who calledyou called: 

		Phone: 

		Time: 

		Date: 

		Your Name_2: 

		Who calledyou called_2: 

		Phone_2: 

		Time_2: 

		Date_2: 

		Your Name_3: 

		Who calledyou called_3: 

		Phone_3: 

		Time_3: 

		Date_3: 

		Conversation: 

		Your Name_4: 

		Who calledyou called_4: 

		Phone_4: 

		Time_4: 

		Date_4: 

		Who calledyou called_5: 

		Your Name_5: 

		Phone_5: 

		Time_5: 

		Date_5: 





