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1.0 Statement of Intent 

UCD Volunteers Overseas acknowledges its duties under the Safety, Health and Welfare at Work Act 
2005 as amended and associated legislation.  

It is the intention of UCD Volunteers Overseas to promote and maintain the highest possible standards 
of health, safety and welfare and to ensure that the best practicable methods of compliance with 
Safety, Health and Welfare at Work legislation and regulations both at home and in the local 
communities where we work. 

UCD Volunteers Overseas intends to provide training and information to Volunteers in order to enable 
them carry out their duties in a safe and effective manner. 

Values 

UCDVO is committed to developing a holistic student experience for UCD students and, among all 
Volunteers, a strong sense of global citizenship that continues beyond the time they spend with 
UCDVO. 
 
In selecting overseas projects, UCDVO believes in the need to listen to the wisdom of local knowledge, 
learn from the expertise of our host communities and direct the funds raised by volunteers to projects 
identified as being of most benefit to the communities with whom UCDVO works. 
 
By working in a spirit of mutual respect and understanding of each other’s cultural identities, our 
volunteers and the host communities with whom they work can together alleviate some of the causes 
of disadvantage in the world. 

 
1.1 Background of UCDVO 

 
UCD Volunteers Overseas (UCDVO), a registered Charity, was established in 2003 by Fr Tony Coote in 
response to a desire among UCD students to engage in voluntary work overseas. It now operates in 
five countries - India, Haiti, Nicaragua, Tanzania and Uganda. UCDVO is run by a full-time Manager and 
a Programme Assistant; both are UCD staff members and located within UCD International.  

 
UCDVO’s Vision is for UCD students to graduate with an understanding of the challenges facing 
humanity worldwide and the determination and self-belief to tackle the issues underlying poverty and 
inequality in the world. 

 
UCDVO’s Mission is to provide UCD students, staff and alumni with opportunities to volunteer for the 
benefit of disadvantaged communities overseas, in response to needs explicitly identified by those 
communities. 

 
Volunteers engage in environmental, educational, healthcare, construction and computer training 
projects in disadvantaged communities overseas (Figure 1). The work is undertaken in close 
cooperation with, and at the request of, local communities. The majority of volunteers are 
undergraduate UCD students, but UCD staff and alumni also volunteer. The overseas project 
placement of volunteers, which is typically for one month in June/July, is at the core of a twelve 
month programme which runs from October each year to the following September.  The programme 
includes pre-placement induction and training, fundraising, and volunteer de-briefing post placement.  

http://www.ucd.ie/international/going-abroad-with-ucd/ucdvo/
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The training programme covers, among other topics, the sustainable development goals, intercultural 
learning, ethical volunteering, health and safety, practical skills training and awareness-raising. 

 

 

 
Figure 1. Number of volunteers per overseas project 2003 – 2015  

 

All Volunteers participating in the UCDVO Programme are required to sign a UCDVO Volunteer 
Agreement which outlines the terms and conditions of the Programme and the Comhlámh Volunteer 
Charter which outlines principles of good practice for volunteering overseas. UCDVO is a signatory to a 
number of Codes of Practice (listed below) and all volunteers are made aware, during the training 
programme, of their responsibilities in upholding these principles of these Codes.  

 Comhlámh Code of Practice for Volunteer Sending Agencies 

 Dóchas Code on Images and Messages 

 Statement of Guiding Principles on Fundraising 

                                          

          21st May 2016 

_ 
____________________ 
David FitzPatrick 
Chairperson         
UCD Volunteers Overseas 
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2.0 Organisational Structure 

 

 

 
 

 
3.0 Duties and responsibilities of Persons connected with the Charity  

 
3.1 Board of Trustees 

 
It shall be the duty of the Board to: 

 Identify projects consistent with the objectives of the Charity that also give due 
consideration for the safety and health of Volunteers.  

 Ensure that Volunteers are provided with sufficient information in relation to the health 
risks associated with the country they are visiting and the work that they are doing. 

 Ensure that Volunteers are provided with information and training, to highlight the 
foreseeable risks to their safety associated with the country they are visiting and the work 
being undertaken. 

 Put in place effective emergency procedures specific to each group and specific to the 
Country they are visiting. 

 Ensure that effective policies and procedures are in place and that these are reviewed and 
maintained up to date on a regular basis. 

 Ensure that sufficient insurance is in place, to cover all risks to health and safety of the 
Volunteers, and that no member is allowed to travel without insurance. 

• Ensure that the contents of this Safety Statement are brought to the attention of all 
volunteers and parties working with the Charity, and that this safety statement is updated 
on an annual basis. 

• Review incident reports and ensure corrective actions are in place where necessary 
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• Ensure that disciplinary procedures are in place for volunteers who do not cooperate with 
the safety requirements of the Charity. 

• Deal with grievances as reported by anybody connected with the Charity in a timely and 
confidential manner. 

• Uphold the values, objectives and policies of the charity. 
• Contribute to the decision making process during and out of Board meetings. 
• Contribute to and share responsibility for decisions made. 
• Prepare for meetings by reading papers circulated beforehand. 
• Respect the confidentiality of information at all times. 
• Uphold the charity’s ‘Code of Governance’. 
• Declare any relevant potential conflict of interest. 
• Represent the charity occasionally at public events. 
• Attend Board meeting and seminar days. 
• Give due notice of decision to resign from the Board. 

 
3.2 UCDVO Staff 

 
Staff, appointed to roles within UCDVO, are UCD Staff members and so must abide by the overall UCD 
Safety Statement and also to the policies and procedures set out in this Safety Statement when 
conducting work or travelling on behalf of UCD Volunteers Overseas. The UCD Parent Safety 
Statement is available here. 

 
3.3 Team Leaders 

 
It will be the duty of all Team Leaders to:  

• Attend all mandatory training days and additional Leadership training organised by the 
Charity. 

• Ensure that all Volunteers under their control adhere to the policies as set out in this 
safety statement. 

• Ensure that they maintain good lines of communication at all times with team members,  
UCDVO management and assigned UCDVO Contact Points during the overseas trip. 

• Ensure that they are familiar with the Emergency procedures for their project. 
• Ensure that they have a copy of the UCDVO Insurance policy and contact numbers for 

insurance company. 
• Ensure that they keep a copy of emergency contact details with them at all times. 
• Ensure that they have a method of communication (e.g. mobile telephone) on them at all 

times. 
• Act in a responsible manner and not to put themselves or any other volunteer at risk of 

their own safety and health. 
• Record all health and safety incidents using the forms provided and report all incidents to 

the UCDVO Manager. 
• Maintain the group first aid kit while overseas and ensure Volunteers are aware of 

emergency contact points and health and safety procedures at each work location. 
• Return all documentation and UCDVO equipment to the UCDVO office on return from the 

overseas placement. 

http://www.ucd.ie/t4cms/UCD%20University%20Parent%20Safety%20Statement.pdf
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3.4 Volunteers 
 
It will be the duty of all Volunteers to: 

• Adhere to the policies and procedures as set out UCDVO. 
• Respect the customs and traditions of the local people they may come into contact with while 

working in the community. 
• Act in a responsible manner, adherent to the policy and procedures of University College 

Dublin, and not to put themselves or any other volunteer at risk of their own safety and 
health. 

• Attend all training and information briefings organised by the Charity – recognising that these 
are for the benefit of Volunteers and put in place to protect their health and safety while 
working with the charity. All training is mandatory. 

• Obey the instructions of Leaders and cooperate with superiors in matters relating to the 
health and safety of individuals or the group as a whole. 

• Complete all documentation as required by the Charity including details of Next-of-Kin, fitness 
to travel forms, adequate and appropriate vaccinations etc. prior to partaking in any overseas 
trip. 

• Ensure that any fundraising event they are organising is registered with the Manager of the 
Charity via the Event Tracker system, details of which are provided at Induction. 

• Obey all laws and customs relative to the country they are working in on behalf of the Charity 
remembering that they represent University College Dublin and UCD Volunteers Overseas. 

• Acknowledge that in the event that a Volunteer should deviate from UCDVO policies or ignore 
Team Leader instructions, they automatically assume full and personal responsibility for any 
consequences that may arise from their behaviour and will be subject to UCDVO disciplinary 
procedure. 

• All volunteers have the right and a responsibility to speak up to Leaders and UCDVO 
management if they feel concerned about any aspect of the safety of the group, themselves or 
others.  
 

 
Note that all travel and activities outside the specified dates of the trips are at the discretion and 
responsibility of each individual concerned. Insurance cover organised by UCDVO is only for the 
period of the UCDVO project in each country. 

 

4.0 Particular Hazards 

 
4.1 Health Hazards - Illness and disease  

 
Risk Level: Low 
Control measures to be put in place 

 
• Vaccinations mandatory prior to travel. 
• Information on prevention of ill health provided by qualified practitioners. 
• Awareness of HIV/AIDS is provided in pre-departure training. 
• Volunteers must get a fit to travel confirmation letter from a doctor. 
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• Volunteers are instructed to bring their own mosquito nets. 
• Contacts are made with local doctors and hospitals for provision of medical treatment. 
• Volunteers are instructed on hydration, and bottled water is made available to each group. 
• There is an organisational policy on alcohol and drugs. 
• Insurance provides for emergency repatriation – no volunteer is allowed to travel without 

this being in place. 
• Insurance cover provides 24 hour medical assistance and if a Volunteer is admitted to 

hospital the insurance company will liaise with the hospitals and individuals to monitor 
health care being provided. 

• Incident reports are reviewed on an annual basis and training updated. 

 
4.2 Health Hazards - Infectious Disease  

 
Risk Level: Low-Medium 
Control measures to be put in place 

 

• Volunteers working in hospitals or medical centres participate in a UCDVO briefing session 
on Infectious Disease Control. 

• Volunteers working in a hospital or healthcare centre work under supervision of a 
qualified practitioner at all times. 

• Volunteers are informed that the UCD Infectious Diseases Consultants host annual briefing 
meetings on prevention of travel-related infections for those students undertaking 
electives / working overseas to areas of high prevalence of blood-borne virus (BBV) and 
other travel-related infections. 

• Volunteers are advised that if they become unwell, even after one year after returning 
from travel (particularly with fever), present for early assessment (to the UCD Student 
Health Service, their general practitioner, a Travel / Infectious Diseases clinic or even to 
the hospital Emergency Department if appropriate). 

• Volunteers should take the necessary precautions to avoid mosquito bites. Effective 
chemoprophylaxis against malaria is an essential component when travelling to malaria-
endemic areas. Guidance on the most appropriate malaria chemoprophylaxis is available 
from the Tropical Medical Bureau and from the UCD Student Health Service. 

• UCDVO has 24/7 contact details for the Tropical Medical Bureau for advice on any issues 
relating to health of Volunteers while overseas. 

 
4.3 Construction related injuries 

 
Risk Level: Low-Medium 
Control measures to be put in place 

 
• Basic manual handling and Health and Safety awareness is given to all volunteers as part 

of pre-departure training. 
• Volunteers are required to wear hard hat, safety footwear and safety glasses where 

appropriate. 
• A First Aid kit is to be available on all construction projects. 
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• UCDVO volunteers never work on construction projects without supervision. 
• A pre-departure training workshop is provided by a trained construction worker on 

construction tools, basic tasks, roles and responsibilities on site. This is reinforced when 
Volunteers arrive on site. 

 
4.4 Transport related injuries 

 
Risk Level: Low-Medium 
Control measures in place 

 
• Only experienced local drivers are used. 
• Transport is arranged through partner organisations. 
• Volunteers do not drive. 
• Volunteers do not travel alone at any stage during their overseas placement. 
• Volunteers are instructed to sit in the appropriate seat/area of any vehicle that they are 

travelling in and to wear seat belts where provided. 
• Any driver found to be under the influence of alcohol or drugs or driving in an unsafe 

manner will be referred to his employer and the partner organisation, and will not be used 
for future travel arrangements. 

• Bicycle Helmets are mandatory when travelling by bicycle. 
• No additional passengers (outside of the UCDVO group and partner organisation) is 

permitted to travel in the vehicles hired by UCDVO. 
 

4.5 Weather related injuries 

 
Risk Level: Low 
Control measures in place: 

 
• Leaders receive and follow advice from partner organisations and members of the 

host community in each country. 
• Work will not be undertaken in weather conditions that could pose a threat to the 

health and safety of Volunteers. 
• UCDVO Contact Points monitor the weather conditions and alerts for natural disasters 

while Volunteers are overseas. 

 

4.6 Threats to personal security (violence and kidnapping) 
 

Risk Level: Low 
Control measures in place: 

 
• The Board of Trustees consult information provided by the Department of Foreign Affairs 

Department of Foreign Affairs, the Foreign and Commonwealth Office, the Tropical Medical 
Bureau and partner organisations to ensure that trips will not be made to areas of countries 
highlighted by the Department as being of unsuitable risk to visitors/volunteers. 
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• Volunteers will be picked up at the airport upon arrival into country and transport arranged to 
the project accommodation.  

• Volunteers are required to always stay in a group of 3 or more people at all times – during and 
after working hours and particularly at night time. 

• Representatives from local partner organisations regularly visit volunteers during the working 
week and are consulted on all travel arrangements. 

• Awareness and training is provided to Volunteers in matters of personal security and potential 
hostile environments as part of pre-departure training.  

• All Volunteers are required to complete a Citizen’s Registration Form with the Department of 
Foreign Affairs before departure for overseas. 

 
4.7 Reputational damage to UCDVO or its Volunteers  

 
Risk Level: Low 
Control measures in place 

• Volunteers are recruited through targeted recruitment and have a tangible connection 
to UCD either as staff, student, alumnus or through a reputable development 
organisation. 

• Volunteers do not work alone with children and a local staff member or volunteer is 
always present. 

• UCDVO has a separate Child Protection Policy which is explained to Volunteers during 
training. 

• Leaders are provided with leadership training. 
• Referees are sought and may be contacted if required before a volunteer is offered a 

place with UCDVO. 
• Volunteers sign a commitment through the UCDVO Volunteer Agreement which 

acknowledges, warrants and represents that they have never been accused of or 
convicted of any crime in any country or jurisdiction, including but not limited to crimes 
involving children and agree to complete a Garda Vetting form for a background check 
to be undertaken. 

 

 
4.8 Injury to members of the public during fundraising activities 

 
Risk Level: Medium 
Control measures in place 

 
• Volunteers receive a UCDVO Volunteer Guide at the beginning of the programme 

detailing basic requirements for event planning and management. This is discussed at the 
UCDVO Induction Day. 

• All fundraising events are registered on the UCDVO Event Tracker. 
• Any event deemed to be of medium or high risk is subject to a separate risk assessment 

and must be approved under UCDVO’s Public Liability insurance policy. 
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5.0 Policies and Procedures 

 
5.1 UCD Volunteers Overseas Policy on Child Protection 

 
It is the policy of UCDVO to abide by guidelines set out in ‘Children First: National Guidance for the 
Protection and Welfare of Children’.    

 
UCDVO’s volunteer programmes involve working with children and as a result UCDVO has a duty of 
care to protect the well-being of all children connected to the programme. All staff and volunteers 
must be alert to the possibility of child abuse and alert to their obligation to report reasonable 
concerns or suspicions to the appropriate authorities. All staff and volunteers are encouraged to 
demonstrate exemplary behaviour in order to protect themselves from false allegations and at all 
times to adhere to the good practice guidelines outlined in this policy. It is the policy of UCDVO to 
carry out Garda Vetting and random reference checks on all volunteers who are selected for the 
annual Volunteer Programme.  

 
The UCDVO Child Protection Policy provides further information on this area and is available on the 
UCDVO website. 

5.2 UCD Volunteers Overseas Policy on Alcohol & Drugs 

 
Volunteers are expected to take a responsible attitude when it comes to the consumption of alcohol 
throughout their time on the UCDVO Programme (pre-departure, overseas and on return).  

 
The use, presence, sale, distribution, manufacture or possession of illegal drugs or controlled 
substances while on the UCDVO Programme is prohibited and will result in a Volunteer’s place on the 
Programme being discontinued with immediate effect and the necessary legal measures will be taken. 

 
In Ireland 

 
Volunteers are not permitted to organise events, fundraising or otherwise, in the name of UCDVO 
which have a primary focus on the consumption of alcohol. If alcohol is being served at an event, it is 
the organisers’ responsibility to ensure that food is also being served and that there are at least two 
organisers who refrain from consuming alcohol.  

 
Consumption of alcohol should not be the primary focus of any team-building or social events 
organised by general volunteers, Student Leaders or Team Leaders. 

 
On overseas projects 
Consumption of alcohol is not permitted in any of the following circumstances: 

• On the plane journey to / from volunteer placement 
• At the accommodation during volunteer placement 
• During the working week while overseas 

• If a volunteer has been unwell or dehydrated while overseas 

• Where the local partner, community members or project Leaders advise against it 

 

http://www.hse.ie/eng/services/Publications/services/Children/cf2011.pdf
http://www.hse.ie/eng/services/Publications/services/Children/cf2011.pdf
http://www.ucdvo.org/t4cms/UCDVO%20Child%20Protection%20Policy_September2013_Final%20Version.pdf
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Alcohol is permitted in moderation at an approved social event and only with a meal (volunteers 
should be aware of their own personal limits; maximum 3 drinks per person permitted) and it should 
never inhibit the ability to uphold UCDVO policies on Health and Safety and the reputation of UCDVO. 
Weekends are still part of the UCDVO project period and all policies and procedures still apply. 
Volunteers should not purchase alcohol in Ireland or in the airport to bring with them on the project. 

 
Over consumption of alcohol or drunken behaviour will not be tolerated and will result in disciplinary 
procedures being enacted. Local laws, cultures and customs must be respected at all times, and 
volunteers must be aware of that their actions at all times may be perceived as representative of 
UCDVO.  Living and working in a different climate can cause alcohol to have a bigger impact on the 
body than usual, and volunteers need to bear this in mind.  

 
In many countries, the possession or use of illegal substances, even in minute amounts, can result in 
immediate incarceration. The judicial system in many countries does not give the accused the right to 
post bail or communicate with anyone, and pre-trial detention may last for months. All prescription 
pharmaceuticals should be kept in their original containers with the patient and doctor’s names clearly 
identified.  It is also recommended that Volunteers carry their prescriptions. 
 
5.3 Procedure for Selection of Projects  

 
When required, a reconnaissance team of at least two Volunteers one of whom will have been part of 
the project in that country in the previous year (usually UCD staff) go to an area before the main 
group, to assess suitability and to establish contacts, arrange accommodation, transport, medical 
support etc.   

 
Items to be considered in deciding viability of a project are: 

• Availability of safe transportation to and from the work areas 

• Availability of suitable accommodation 

• Availability of adequate medical facilities 

• Likely weather conditions 

• Political stability of the Country 

• Availability and reliability of telecommunication systems 

• Availability of suitable work equipment 
• Suitable scale of the Project in relation to ability of Volunteers 

• Availability of consular support 

 

A risk assessment is completed for each project location detailing the specific hazards and control 
measures that are required for the individual elements of the project. Only when this has been 
completed and the level of risk reduced to the satisfaction of the Board will the project be allowed to 
proceed. 
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6.0 Emergency Procedures 

 
In all countries where UCDVO works, links have been made with local doctors for primary care and 
with local hospitals for emergency care.  
 
The primary care will be for any Volunteer in difficulty and the effort will revolve around the best care 
possible, and when appropriate ensuring that UCDVO acts to return the volunteer to Ireland. 

 
In the case of emergency affecting the whole group of volunteers, the UCDVO insurance company and 
designated contact in Ireland will be contacted as soon as possible. 

 
The designated contact will then inform the UCD Safety Office. 

 
UCDVO will consult consular advice in cases where the group must leave a particular country. 

 

 
 
6.1 Critical Incident Management 
 
Critical Incidents/Emergencies include, but are not limited to: 

• Death  
• Serious illness/hospitalisation (including physical, mental or emotional issues) 
• Robbery/Assault (including physical and/or sexual assault) 
• Disappearance  
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• Legal issues (criminal or civil proceedings)  
• Local political crisis (including terrorist threat)  
• Natural or man-made disasters 

 
UCDVO Critical Incident Management Team  
 
The UCDVO Critical Incident Management Team is made up of the UCDVO Manager, the UCD Safety 
Officer, the UCDVO Chairperson, a member of the UCD International Crisis Management Team, UCD 
Chaplain, appointed personnel from the UCD Office of the Registrar. 

 
The Critical Incident Management team will carry out the following tasks where appropriate: 

 

• Confirm the event 

• Activate the Crisis Management team 

• Clarify facts surrounding event 

• Inform the family (in conjunction with UCD International) 

• Make contact and liaise with relevant agencies 

• Decide how news will be communicated to different groups  

• Ensure provision of ongoing support 

• Prepare a public statement 

• Address media promptly 

• Ensure telephone lines are free for outgoing and important incoming calls 
 
 
6.2 Incident Management Guidelines: Serious Illness/Medical Emergency 

If a Volunteer is involved in a medical emergency, Team Leaders should: 

• Contact emergency services. 

• Arrange to transport the person to the designated medical facility. 

• Contact the local partners and request them to attend the medical facility. 

• Contact the Emergency Assistance Advice line of the Insurance Company to advise them of the 
situation. 

• Contact the designated contact person in Ireland as soon as practicable once the person is in 
medical care. 

• The UCDVO Contact Point will get in touch with the Volunteer’s next-of-kin. 

• Based on the medical outcome of the emergency event, a decision will be made by UCDVO 
management in consultation with the Insurance company and the Volunteer’s family on 
whether the Volunteer should continue or discontinue with the placement. 

• If the Volunteer's placement has to be discontinued and he/she must be transported home, the 
Manager will consult with the Insurance company to discuss how he/she will be brought home 
based on medical advice. 
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Incident Management Guidelines: Fatal Illness/Accident or any Critical Incident 

 
If a fatal illness or accident occurs, Team Leaders should contact the UCDVO Contact Point in Ireland 
as soon as is practicable.  

 
UCDVO will make available to the Crisis Management Team, representatives that will travel to the 
host country if required - one to the scene of the incident, the other to the centres to ensure provision 
of ongoing support for the remaining volunteers. 

 
Steps will be put in place to bring the injured or deceased and colleagues home with reference to the 
Critical Incident Management Plan. 

 
Appropriate steps will be taken to support the decisions of all other Volunteers. 

 
A UCDVO representative will travel home with the injured or deceased and, where necessary the 
second UCDVO representative will stay in country until the end of the programme. 
 
 
7.0 Grievances 

 
UCD Volunteers Overseas recognises that volunteers have the right to raise grievances about any 
matter related to their volunteering (this could be in relation to another volunteer, a member of staff, 
or the manner in which they are being treated by UCDVO). 
 
The welfare of its volunteers is of paramount importance to UCDVO. The grievance procedure is in 
place to ensure that all volunteers are dealt with in a fair manner. 
 
GRIEVANCES: 
Grievances could relate to the issues below (but are not limited to those listed): 

 Bullying and harassment 

 Health and safety incidents 

 Health and safety concerns 

 Malpractice in relation to fundraising 

 Breach of UCDVO Volunteer Agreement 

 Concerns about behaviour of volunteers, staff or Board members 
 
PROCEDURE: 
If there is a complaint against a member of staff, another volunteer or the organisation in general, it 
should first be discussed with the UCDVO Manager. The complainant may be accompanied by a third 
party at this meeting. 
 
If the Manager is the person whom the complaint is against then the matter should be referred to the 
Chairperson of the UCDVO Board. 
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A formal complaint must be made in writing. Formal complaints should contain details of the person 
or persons against whom the complaint is being made and where possible, details of the alleged act or 
acts which have caused grievance.  
 
Formal complaints are referred to the UCDVO Grievance Panel and meetings organised with the 
relevant people involved. 
 
Formal records are kept of all complaints and meetings. 
 
Following a meeting with Grievance Panel, you will be contacted with regards the outcome of the 
formal complaint and any action which will be taken. 
 
UCDVO refers to the UCD Policy on Dignity and Respect in this regard. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.ucd.ie/t4cms/UCD%20Dignity%20&%20Respect%20Policy.pdf
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UCDVO Incident Report Form – Strictly Confidential 
*Required  
 
Your Name *  
Name of the person completing the form 
 
_____________________________________________ 
  
 
Name (s) of affected/injured party *  
Please note if more than one person was directly affected it may be required to complete separate incident 
reports 
 
_____________________________________________ 
  
Date of Incident *  
If this is an ongoing issue or one that unfolded over a period of time, then please write "ongoing" or "developing" 
below. Otherwise please give the exact date of the incident. Format (dd:mm:yy).  
 
______________________________________ 
 
 
Time of Incident  
If this is an ongoing issue or one that unfolded over a period of time, then please write "ongoing" or "developing" 
below. Otherwise please give the exact time of the incident. (24 hour format) 
 
_________________________________________________ 
 
Initial Categorisation of Incident *  

• Minor - Some professional support needed, relatively small concerns.  

• Medium - Professional support needed, reoccurring smaller incidents, substantial concerns.  

• Major – Serious incident, long term injury to volunteer(s) or local project participants; large disruption 
to volunteer(s) service to Partner.  

 
Type of Incident *  

• Partner Related - impacts on volunteers work with the Partner organisation.  

• Child Protection - incident related to concerns regarding Volunteer/Coordinator/Partners in relation to 
child protection.  

• Security - Incidents related to volunteers security on placement. (Could be placement specific or 
city/country wide)  

• Medical Health - Health related issues.  

• Medical psychological - Concerns re volunteer ability to cope  

• Disciplinary - Volunteer conduct related.  
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Incident Report Form – Strictly Confidential (contd.) 
Exact Location of Incident* 

____________________________________________________________________________________________

____________________________________________________________________________________________

______________________________________________________________ 

Description of Incident *  
Factual, please include any factors that led to the incident, what the affected party was doing when the incident 
occurred, any unsafe behaviour or conditions, any substances involved.  
____________________________________________________________________________________________

____________________________________________________________________________________________

______________________________________________________________ 

 
Witnesses to the Incident / Other People Involved  
Please list any other people that witnessed the incident or involved in the incident  
____________________________________________________________________________________________

____________________________________________________________________________________________

______________________________________________________________ 

 
Impact on Individual *  
Please give details of injuries, emotional or any other affect this incident has had on the affected party  
____________________________________________________________________________________________

____________________________________________________________________________________________

______________________________________________________________ 

 
Impact on Team and Wider Programme  
Please give details of the wider affect on the team, Partner, and programme overall of this incident 
____________________________________________________________________________________________

____________________________________________________________________________________________

______________________________________________________________ 

 
Describe Medical Care / Emergency Care Provided (if Applicable)  
Name of person(s), doctor(s), hospital(s) providing care, days spent in hospital, treatment given 

____________________________________________________________________________________________

____________________________________________________________________________________________

_____________________________________________________________ 



19 

 

Incident Report Form – Strictly Confidential (contd.) 
 
Level of Satisfaction with Health Care *  

• Excellent  

• Good  

• Adequate  

• Poor  

• Very Poor  

• Not Applicable  
 
Action taken in Response to the Incident* 

____________________________________________________________________________________________

____________________________________________________________________________________________

____________________________________________________________ 

 
Days missed from Placement as a Result of the Incident (if applicable) 

____________________________________________________________________________________________

____________________________________________________________________________________________

____________________________________________________________ 

Recommendations for the rest of the Programme / Future Programmes*  

Please include specific behavioural changes if appropriate 

____________________________________________________________________________________________

____________________________________________________________________________________________

_____________________________________________________________ 

Signed:     __________________________________ 

BLOCK CAPITALS: ____________________________ 

Role: ______________________________________ 

Date: _____________________________________ 
 


