LUUSAG INTOUCH POLICY
To be read in conjunction with the SSAGO Policy Document: InTouch System. This document also provides the background to the LUUSAG Policy.
1. Personal Details
For a standard, society level event all personal details will be held by a nominated committee member who is in possession of a SSAGO approved CRB. This file will accompany the event and will be accessible if required.  These details will be held on file and will be the forms submitted by members on joining the society. (See appendix 1)  This file may also contain any sealed details an individual member only wishes to disclose to a first aider or medical professional in the event of an emergency. All committee members involved in the handling of the personal details forms are expected to do so maturely and discretely and with respect to the confidentiality in which they are provided.
All personal details will be held securely by the committee and by the designated home contact.
All record will be held for one year or until the written request of the individual (to luusag@yahoo.com), whichever is sooner, at which point they will be destroyed.
Relevant information will be taken from the form and given to Leeds University Union as required by our membership of the Union. This will be the Name and Student Identification Number of Leeds University Members.

2. Contact
Should an incident occur which requires that a parent/ next of kin / emergency contact of an individual to be contacted then this will be done by telephone by the nominated committee member.
Should an incident occur that requires that the parent/ next of kin / emergency contact of all participants be contacted then this will be done by telephone and will the responsibility of the home contact (See Home Contact).
Should members wish to provide their parent/ next of kin / emergency contact with contacts details for the event then they may do so.  These details will be provided and will be either the committee member responsible for the event, for standard events, or the details provided by the organisers of national events. 
As all members of our society are anticipated to be over 18 communications between parent/ next of kin / emergency contact is entirely at each participant’s discretion. 

3. Home Contact
For the ease of us LUUSAG aim to have a standard Home Contact to whom details will be passed as soon as reasonably practical. This Home Contact will be in use for all weekly and overnight events. Should this home contact be known to be unavailable then the committee is responsible for ensuring an appropriate alternative is found, provided with the records and suitably informed of their duties.
The Home Contact will be provided with Appendix 2 of the SSAGO Policy Document: Intouch System which details the processes to be followed. When produced the home contact will also be provided the fact sheet detailing what is required by them to ensure they are comfortable with the role.
When confirmed the details of the Home Contact will added to this policy.

Leeds University Union Scout and Guide Society (LUUSAG) Membership and Emergency Contact Form.
	Name:


	Institution:

	Date of Birth:


	Student ID:

	Term Time Address:





	Telephone Number:


	Email Address:



Emergency Contact:
	Name:



	Address:





	Contact Numbers:





Please Give Details of:
	Any Medical Conditions or Allergies etc:





	Any Dietary Requirements :






If there is anything else you think we should know, please continue on the reverse of this form.
If there is any other information you do not want to disclose on this form but would be important in a medical emergency please make two copies of the information, sealed in two named envelopes, signed on the seal. These will only be open by a first aider or medical professional in the event of an emergency. 
This form will be kept securely in line with the LUUSAG Intouch Policy. It will be destroyed after one year or on your written request to luusag@yahoo.com. 
	Signed:

	Date:



Do you have a Scout CRB?:					       Paid: 
