
 

EMERGENCY PROCEDURES FOR VOLUNTEERS 
What is an emergency? 
A serious, unexpected, and often dangerous situation requiring immediate action. 
 
What to do 
Stay calm, call for help. In an emergency involving a staff member, volunteer, or service user 
alert a staff member where possible, if they are not in the immediate area: 

• Dial 999. 
• State which service you require – police, ambulance, fire service and where you are 

calling from. 
• State the incident, be clear and concise if there is an immediate risk to life state 

immediately, e.g., ‘adult male is unresponsive following fall and is not breathing.’ 
• Be clear on your exact location: e.g., Kennedy Hall – access via Murray Street.  
• If possible and safe to do so, ask someone to flag down the emergency services 

outside the entrance. 
• A 999 Call operator may ask you to stay on the phone until help arrives otherwise ask 

for an ETA (estimated time of arrival). 
 
What is a non-urgent incident? 
A non-urgent incident may require immediate action or attention, but will always need to be 
reported to staff, e.g., a service user becomes upset and/or angry, a safeguarding disclosure 
(see below) or a minor accident. Non-emergency first aid may be required because of a 
minor slip, trip, fall or accident. Immediate intervention is not always needed but these 
concerns should always be reported to staff as soon as possible for follow-up. 
 
What to do  
Stay calm, call for help. Alert the staff member present as soon as possible. Be clear and 
concise, state what has happened and where. ‘Person X is at the library entrance and has 
had a fall.’ ‘Person X is by the Murray Mews exit and has become very upset/angry.’ 
 
The LIC staff member may ask you to call for support and will let you know who to call. Be 
clear and concise on the phone. i.e., ‘can Person X please make their way immediately to 
Kennedy Hall to assist with a service user incident.’ 
 
ESCALATING SAFEGUARDING CONCERNS 
 
What is Safeguarding? 
Safeguarding is a term used in the United Kingdom and Ireland to denote measures to 
protect the health, well-being, and human rights of individuals, which allow people, 
especially children, young people, and vulnerable adults to live free from abuse, harm, and 
neglect. 
 
Abuse, harm, or neglect may look like but not limited to the following: physical, 
psychological, financial/material, neglect, or acts of omission, discriminatory, 
organizational/institutional, sexual, self-neglect, domestic, modern slavery. 

What to do 
If you suspect a service user is the victim of any form of abuse or neglect or a disclosure of 
abuse is made to you, you must inform a member of staff immediately. Ensure you never 



 

promise to ‘keep secrets’ for a service user and that for their own welfare you must inform 
staff of this disclosure. 
 

• In the event of an out of hours disclosure contact: Brian Hanley - Director of 
Community Services: brianhanley@londonirishcentre.org. MB: 07747089538 

• If you believe the service user or individual is at immediate risk of harm you must treat 
as an emergency and call emergency services. i.e., police/ambulance response.  

 
For all incidents or concerns, trust your instinct. Keep yourself and those around you safe. 
Report the concern or incident as soon as possible to a member of staff. Staff will debrief 
volunteers following an incident and see if you need any further support.  
 


