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Purpose:  

 

The purpose of this Emergency Action Plan (EAP) is to ensure that all team members; including volunteers 

and staff members, are aware of procedures that will take place in the event of an incident or serious 

accident or other related emergencies involving Adaptive Adventures staff, volunteers, visitors, participants, 

partners, or equipment.  

 

The single most important aspect of this plan is prompt action once the incident is realized coupled with 

compassion in managing the situation involving people that may be experiencing extreme stress. This plan is 

a guide and is to be used in coordination with common sense, wisdom, and compassion while allowing as 

much flexibility as possible in dealing with the situations that may arise.  
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Emergencies Adaptive Adventures leadership may reasonably expect in the 

execution of programming 

 

There are typically two types of emergencies that leadership believes may occur during programming, 

program related and environmental. The first type are program related incidents or accidents that occur 

related specifically to the program being offered such as a fall from a rock wall, a drowning victim during 

kayaking, an injured skier, etc. and although these are sometimes out of our control we have policies in place 

to mitigate these incidents from happening. The second type are environmental including fire, adverse 

weather, loss of electricity, etc. which can occur indoors or outdoors but are generally out of our control.   

Methods of reporting an emergency 

 

Reporting emergencies, accidents, or incidents must be made by the program director associated with the 

activity as soon as the event is reasonably controlled. All incidents will be initially reported to the Executive 

Director verbally via telephonic or face-to-face communication within two (2) hours of the incident.  

 

Initial reports must include:  

 

• What happened 

• When it happened 

• Where it happened 

• Who was involved? 

• Who was impacted? 

• What immediate actions were taken to address the incident 

 

Once all information about the incident is reasonably known a subsequent written communication via email 

or incident report must be sent to the Executive Director within twenty-four (24) hours of the incident.  

 

Subsequent reports must include:  

 

• Updates to initial report 

o What, when, where, who 

• Specific steps taken to mitigate risk prior to the occurrence of the incident 

o Including team member to participant ratio 

• Specific conditions that led to the occurrence of the incident  

• Contributing factors 

• Follow up actions and results 

• Lessons learned 
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Follow up reports must be made if there are any discoveries, additional details of actions or effects within 

twenty-four (24) hours of the updated information.  

Emergency Escape Procedures 

 

In the case of an incident or serious accident or a condition creating an environmental risk the following is a 

list of priorities to be observed as appropriate. No risk to equipment should ever outweigh risk to injury to a 

participant, team member, or any other person.  

 

1. Ensure all participants are out of danger or risk of injury immediately 

2. Ensure team members are out of danger or risk of injury 

3. Once risks to participants and team members have been mitigated, ensure equipment is secured 

appropriately to minimize risk of damage or loss. 

 

Whenever engaged with programming indoors ensure that there are clearly marked accessible exits and 

participants are familiar with the closest exit to the program area.  

 

• Ensure that there is a diagram of the program area with identified accessible emergency exits 

 

Whenever engaged in programming outdoors ensure that there is a sufficient sheltering plan or emergency 

evacuation plan to reduce the risk of an environmental incident.  

  

• Ensure that all participants are briefed upon arrival where to go and what to do in case of an 

environmental incident and are aware of any potential incidents associated with the days activities  

 

Procedures for assisting team members and participants with disabilities  

 

Ensure that team members or participants that feel they may need special assistance self-identify so 

arrangements can be made in advance to meet their needs. 

 

Note: Individuals with unobservable disabilities may or may not self-identify before an emergency. These 

individuals may need additional help during emergency situations. 

 

Prepare a personal evacuation plan for individuals requiring special assistance during an evacuation. Include 

intended route and means of evacuation, who will assist them, and areas of refuge where they can wait for 

assistance.  
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Establish a buddy system. Assign 2 or more staff members or volunteers who are willing and able to assist 

during an evacuation. Identify and train assistants so at least one (1) trained assistant is always present. 

 

 

Consider recommendations for specific disabilities when developing an evacuation plan. See considerations 

for: 

 

• Low vision or blindness 

o Tell the person the nature of the emergency and offer your arm for guidance. This is the 

preferred method when acting as a “sighted guide”.  

o Give detailed verbal instructions to advise about the safest route and direction, using 

estimated distances and directional terms. 

o When you reach safety, orient the person to their surroundings and ask if they need further 

assistance. 

 

• Deaf or hard of hearing 

o Write a note to tell the person the situation, the nearest evacuation route, and where to meet 

outside.  

o Turn the light switch off and on to gain their attention, then indicate through gestures or in 

writing what is happening and what to do. 

 

• Crutches, canes, or walkers 

o Ask the person how you can best assist them in evacuating the area. 

o Consider the evacuation options and the suitability of carrying the person. 

o Assist mobility-restricted people to an area of refuge or out of the building. 

 

• Wheelchairs 

o Do not lift an individual in a wheelchair. 

o Always ask the person what their needs and preferences are regarding ways of being moved, 

whether to extend or move extremities when lifting because of pain or other complication 

o If an individual is lifted from a wheelchair during evacuation ask others to bring the 

wheelchair, when the wheelchair is left behind remove it from the stairwell and ensure it does 

not obstruct exit routes. 

o Reunite the person with the wheelchair as soon as possible. 

 

Make sure everyone knows the evacuation router an outdoor assembly area and areas of refuge for the 

building.  

 

During an evacuation check the intended route for obstacles, if possible. Remember: smoke, debris, flooding, 

loss of electricity, or other impediments may be present. 
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Procedures to account for all team members and participants after an 

evacuation  

 

Ensure that the program lead knows at the very least the number of team members and the number of 

participants present for programming. Ideally, the program lead or team member should have a sign in sheet 

that includes both team members and participants so that accountability should an incident occur is possible. 

 

When leaving the program area sign-in sheet must be taken to the assembly area or refuge area, as soon as a 

team member arrives with the sign-in sheet that team members should start checking in with people in the 

refuge area and report to the program director.  

Names and contact information of key personnel  

 
Board President  Leo Tschida  303.681.8261  leo.tschida@adaptiveadventures.org 

 

Executive Director  Chelsea Elder  303.875.9697  chelsea@adaptiveadventures.org 

 

Adaptive Sports Lead Chris Werhane  505.690.9103  chris@adaptiveadventures.org 

Rescue and medical procedures  

 

If there is a risk to life or limb take immediate action to reasonably resolve the risk and take every precaution 

to minimize further risk of life or limb.  

 

Note: Do not put yourself or anyone else in a situation that can make the situation more volatile or increase 

the level of risk.  

 

Note: Either call 9-1-1 immediately or instruct a team member, participant, or any other person available to 

contact emergency medical services to respond appropriately to the risk.  

 

Note: Only provide those services that you are trained and qualified to provide. 
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Incident Response Matrix 

 
Level Description Managed By Notification & Incident Report 

 
 
 
 

Green 

An incident or illness that does not require notification of 911.  For example, but 
not limited to: 

 Injury/Illness: That requires basic first aid. 

 Lost/Stolen Property 
 Behavioral/Motivational: That is resolved after talking to the participant. 

 Vehicles: Minor vehicle damage (e.g. backing into stump) or a citation for a 
moving violation or parking ticket. 

 Near Miss: Close call that could have resulted in serious injury. 
 

 
 

Program Staff 
 

Follow 
Emergency 
Action Plan 

 

 
NO CALL NECESSARY 
 

 Notification: Program Director 

 Initial Incident Report within 2 
hours 

 Vehicles: Complete Automobile 
Accident Form 

 Green Incident Analysis 
 

 
 
 
 
 
 
 

Yellow 

Serious, but non-life or limb threatening injury, illness, behavioral incident, or 
vehicle collision that requires an immediate and timely response.  Additional 
Resources (i.e. EMS) have been utilized to transport to medical care; for example, 
but not limited to: 
 Injury/Illness: that requires a call to 911 

 Lost/Alone: A participant is missing for up to 10 minutes but then found. 

 Behavioral: Sexual behavior or harassment; racial, gender or verbal 
harassment or discrimination; credible threatening behavior. Suspicion of 
intoxication. 

 Vehicles: Incident with significant damage to a NEP vehicle but no personal 
injury, a vehicle incident resulting in an insurance claim, or involving 
multiple vehicles. 

 Other: Any credible expressed threat of legal action. 
 

 
 
 

Program 
Director 

 
 

Follow 
Emergency 
Action Plan 

 

 
 
CALL ADAPTIVE SPORTS LEAD ASAP 
(after situation stabilized) 
 

 Notify Executive Director 

 Emergency Action Plan 
 

 Vehicles: Complete Automobile 
Accident Form 

 Initial Incident Report: ASAP 
within 2 hours. 

 Yellow Incident Analysis 

 
 
 
 
 
 
 
 
 
 

Red 

Critical, time-sensitive situations that require immediate response, activation of 
the Emergency Action Plan by AA Executive Director, and engagement of Board 
or Directors.  An incident which involves: 

 Fatality 

 Injury/Illness: A serious bodily injury, thermal injuries (extensive 2nd and 
any 3rd degree burns), cardiac event, spinal cord injury, amputation, brain 
injury, loss of eyesight or hearing, or potential for loss of limb or other 
permanent injury or illness. 

 Lost/Alone:  
o A participant is missing for more than 30 minutes on land and 10 

minutes on water. 
o Anytime EMS is notified for a Lost/Alone incident. 
o When severe or hazardous conditions exist in a Lost/Alone 

situation. 

 Behavioral: Any incidents involving law enforcement, including but not 
limited to: sexual misconduct, harassment, assault of any kind, serious self-
harm, threatening behavior towards staff or fellow participants, or serious 
incidents involving members of the public. 

 Vehicles: Vehicle collisions/accidents that result in serious personal injury. 
 Air Evacuation: Any evacuation involving air transport. 

 Extensive Property Damage 

 
 
 
 

Executive 
Director 

 
Follow 

Emergency 
Action Plan 

 

 
 
 
 
CALL EXECUTIVE DIRECTOR 
(after situation stabilized) 
 

 Emergency Response Plan 
 

 Vehicles: Complete Automobile 
Accident Form 
 

 Initial Incident Report: ASAP 
within 2 hours. 

 

 Red Incident Analysis 
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