HONG KONG AIR CADET CORPS

Headquarters

Procedures for the Mandatory Reporting of

(1) Hospitalization of Members whilst undertaking HKACC activities
(2) Traffic Accidents involving vehicles owned by the HKACC
1.
Terms of Reference

These procedures are applicable upon the following occurrences: 

(a) Hospitalization of HKACC members whilst undertaking Corps activities; and

(b) Traffic Accidents involving vehicles owned by the HKACC.

2.
Procedures to be followed upon hospitalization of an HKACC member whilst undertaking Corps activities
(a)
The Unit Commander or Officer-in-charge involved should furnish an initial report within one hour of the accident/incident which caused the hospitalization to

(i) During Office Hours
 (Monday to Saturday 1000 hrs to 1800 hrs, except public holidays)

Headquarters Office
(telephone: 27128900, email: hq@aircadets.org.hk)

(ii) Outside Office Hours 

Wing Commander Wilson CHAN, Chief Staff Officer

(telephone/SMS/WhatsApp: 90832137, email: cso@aircadets.org.hk )
giving the following details:

-
Number of member(s) hospitalized

-
Name, rank, unit and approximate age of the hospitalized member(s)
-
Nature of injury/sickness

-
The hospital(s) to which the member(s) has/have been delivered

-
The means of transport by which the member(s) has/have been delivered to hospital (e.g. ambulance, helicopter, police launch, private vehicle, public transport, taxi) 

-
Name, rank, unit, post and contact number of the Unit Commander/OIC making the report

(b)
Upon receiving the initial report, the Chief Staff Officer, or in his absence from the HKSAR, the designated Corps Duty Officer, shall decide the follow up actions to be taken, including, but not limited to, visiting the scene of accident/incident, visiting the hospitalized member(s), reporting to higher authorities, issuing public statements/press releases, requesting follow up/full reports from involved members, and taking other crisis management actions where appropriate.   
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3.
Procedures to be followed upon the occurrence of a traffic accident involving a vehicle owned by the HKACC
(a)
The Driver involved should furnish an initial report within one hour of the accident to

(i) During Office Hours

 (Monday to Saturday 1000 hrs to 1800 hrs, except public holidays)

Headquarters Office

(telephone: 27128900, email: hq@aircadets.org.hk)

(ii) Outside Office Hours 

Wing Commander Wilson CHAN, Chief Staff Officer

(telephone/SMS/WhatsApp: 90832137, email: cso@aircadets.org.hk )

giving the following:
-
Name, rank, unit of the driver
-
Which Corps vehicle is involved in the accident
-
Whether the Corps vehicle is damaged, and if yes, the extent of the damage
-
A brief description of the accident and the number of vehicles involved

-
The unit/event to which the Corps vehicle is assigned to support 

-
Digital pictures, if taken, of the accident. 

(b)
Upon receiving the initial report, the Administrative Manager/Duty Officer-in-charge HQ Office, or in her/his absence, the Chief Staff Officer, shall decide the follow up actions to be taken.   

4.
Penalty for non-compliance

Members proven responsible for cases of non-compliance will be subject to disciplinary action.
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