
 

Incident Management Reference Card 
 
 
 Dear Operator  
 
This is to introduce an important new document that will help us deal with any incidents in the most appropriate way. 
Unfortunately incidents and accidents happen on all our trips, but it’s the way we respond that shows us as a caring and 
professional tour operator. So we are introducing a simple Incident Management Reference Card that should be used by 
our key operations staff and leaders. 
 

Why have a Reference Card? 

 

 To make it as easy as possible for operators and leaders to handle incidents, to report them quickly and to the right 

people and to get further assistance as needed.  

 To improve our incident reporting. So Exodus Head Office can show appropriate care and concern for affected customers 

and keep a full log of worldwide incidents.  

 

 

 How to use the Reference Card?  

 

 The purple side (Leader and Local Operator Actions) should be used as the first point of reference after any incident.  

 The blue side (Local emergency contacts and phone list) should be completed by the local operator before it is issued to 

staff members or leaders.  

 The document is an amendable pdf, so you can add the appropriate contact details to the blue side before printing. Or 

you can print out the document and enter the details by hand.  

 Once complete, please issue to key operational staff in your office. It should be accessible to these staff both inside and 

outside office hours.  

 Please also issue to all Exodus leaders and ensure they carry it with them on trip.  

 

 

 Incident reporting reminder  

 

 As shown on the Reference Card, serious incidents should be reported to Exodus immediately by phone. There are two 

dedicated numbers (inside and outside office hours) to use in all situations. Please use these numbers rather than calling 

your normal contact.  

 For less serious incidents and follow-up communications we have created a single email address which should be used 

for email communication regarding incidents and accidents. Email accidents@exodus.co.uk – messages are received by 

our Duty Manager and our Customer Services team.  

 You will notice a colour-coded system for categorising incidents. If ever you are in doubt about the severity of an 

incident we suggest you assume it is more serious than it is and report it accordingly.  

 We no longer require you to complete an Accident Report Form as standard. We will request one from you in certain 

situations. All accident reporting should be done according to the Reference Card.  

 

 

For other information about dealing with incidents you can also refer to the Operator Manual (section 6, pages 24 and 25) 
and the Leader Handbook (section 5, page 23), but the reporting process and contact details on the Reference Card 
supersedes any details shown in these manuals.  
 
Please drop me a line to confirm your understanding.  
 
Many thanks  
 
Mike James  
Operations Director 
 

 

 

 

 

 


