
Churches Together in England (CTE)

Emergency Information Policy v1.1


Re conferences and events	

1. Ensure that all booking forms ask for an emergency contact name and telephone number. 
2. 
This is crucial for residential conferences. If non-residential meetings have a booking form, this information should be requested but not if there is no booking form unless the staff member responsible wishes to collect the information.

3. The staff member responsible for a meeting should have a list of these numbers with him/her at all times during the meeting in case of emergency.

4. All conferences should include on the programme/agenda the location of the appointed persons for first aid.


Re CTE staff information

5. A list of emergency names and contact numbers for all staff will be uploaded onto SharePoint. All staff should ensure this is available offline on their laptops or mobile phones in case of need.

6. Individual staff members are recommended to ensure that ICE information is on the lock screens of their phones or in their wallet/purse.
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