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EMERGENCY ACTION PLAN
1.0
PURPOSE
The purpose of this Emergency Action Plan is to establish general and specific procedures and responsibilities that in the event of emergency will protect employees and minimize property damage.

2.0
SCOPE
This program applies to all ---company name--- employees, non-employee visitors, and contractors.  Emergencies covered under this plan include:


General Evacuation


Medical Emergency


Fire/Explosion


Earthquake


Bomb Threat



Power Outage


Chemical Spill


Severe Weather


Workplace Violence


Flood
Evacuation route placards and emergency shelter areas are posted throughout the facility.  A copy of this plan is available for employee review from the Facility Manager or electronically on the facility shared drive.
3.0 RESPONSIBILITIES
3.1 The Facility Manager is designated as the Emergency Coordinator responsible for implementing this plan.  The Emergency Coordinator will be responsible for:

3.1.1 Developing the plan to include emergency procedures, evacuation routes and emergency personnel roster.

3.1.2 Remaining current with changes in facilities, operations and personnel.

3.1.3 Ensuring management and supervision are provided with copies of the plan.

3.1.4 Appointing emergency personnel and commanders.

3.1.5 Arranging for training of emergency personnel and coordinating emergency drills.

3.1.6 Answering any questions regarding this plan or providing further information or explanation of duties to emergency personnel.

3.1.7 Conducting an annual review of this plan and updating procedures when deficiencies are noted. 

3.2 The Supervisor on duty is designated as the Incident Commander responsible for coordination of emergency response as outlined in this plan.  The Incident Commander will be responsible for:

3.2.1 Coordinating emergency activities from a command post.

3.2.2 Establishing incident chain of command for tactical response, communications and technical services by enlisting the help of needed resources.

3.2.3 Calling for assistance from outside resources and emergency personnel.

3.2.4 Issuing the All Clear after an evacuation.

3.3 The senior Maintenance Mechanic on duty is designated as the Tactical Commander for emergency response.  The Tactical Commander will be responsible for:

3.3.1 Communication of all relevant emergency information to the Incident Commander.

3.3.2 Assessment of emergency situations and only allowing for ERT response to appropriate situations.

3.3.3 Deploying Emergency Response Team to scene of incident and delegation of emergency response assignment for responders.

3.4 The Incident Commander will appoint or serve as the Communications Officer for emergency response.  The Communications Officer is responsible for:

3.4.1 Conducting communications between emergency response elements as directed by the Incident Commander.

3.4.2 Maintaining current list of emergency call numbers for outside resources.

3.5 The Incident Commander can appoint specialists and technical advisors during an emergency.  The specialists and technical advisors and their responsibilities include:

3.5.1 Evacuation Coordinators

3.5.1.1 Account for personnel during an evacuation and communicate to Incident Commander

3.5.2 Safety Officer

3.5.2.1 Advise Incident Commander of potential safety issues

3.5.3 Environmental Officer

3.5.3.1 Advise Incident Commander of potential environmental issues

3.5.4 Chemical Officer

3.5.4.1 Advise Incident Commander of potential chemical issues

3.5.5 Electro-Mechanical Advisors

3.5.5.1 Advise Incident Commander of issues with electrical distribution, HVAC, Fire Pump, Boiler, Water, or machine issues

3.5.6 Medical Officer

3.5.6.1 Advise Incident Commander of potential medical or treatment issues

3.5.7 Sprinkler Valve Control

3.5.7.1 Assigned to monitor sprinkler control valve and ensure it remains open

3.5.8 Public Relations Officer

3.5.8.1 Coordinate information released to the public and media

3.5.8.2 Coordinates communication to corporate officers as required

3.5.9 Traffic Control Officers

3.5.9.1 Provide vehicular or pedestrian traffic control

3.5.10 Weather Monitors

3.5.10.1 Monitor for potential severe weather

3.6 Threat Assessment Team

3.6.1 The Threat Assessment Team members shall include ---Job Titles---.

3.6.2 The Threat Assessment Team is responsible of assessing the risk from threats, enlisting the help of internal and external resources as needed and determining the appropriate action. 

3.7 All employees are charged with carrying-out their specified duties/assignments in an orderly and responsible manner, including:

3.7.1 Following emergency shutdown and evacuation procedures

3.7.2 Reporting any potential emergency situations

3.7.3 Assisting any disabled or impaired individuals during evacuation

3.7.4 Adhering to the Incident Command structure.

4.0 INCIDENT COMMAND STRUCTURE
4.1 Upon notification an emergency situation (alarm or report), Incident Command will be established by the Supervisor on duty.  The Incident Commander (Supervisor) will establish a command post, preferably away from the scene of the emergency, and appoint the senior Maintenance Mechanic as Tactical Commander.  The Incident Commander will also appoint other officers or advisors as dictated by the situation.  The Incident Commander will be in charge and responsible for all ---Company Name--- employees during an emergency situation until the All Clear is issued. 

5.0 EMERGENCY ACTION PLANS
5.1 General

5.1.1 Notification of an emergency can occur by an employee report or call for help or by activation of the facility emergency alarm system.

5.1.2 When an emergency evacuation has been signaled, all non-emergency response personnel shall conduct emergency equipment shutdown and report to designated evacuation areas.

5.1.2.1 All non-emergency personnel shall remain in evacuation areas until All Clear has been issued.

5.1.3 Primary communication system during an emergency will be two-way radios.  Secondary communication system will be cellular phones.

5.1.3.1 During an emergency, communication systems should be used for emergency related communications only.

5.2 Fire/Explosion

5.2.1 Upon notification of a fire or explosion emergency, Incident Command shall be established.  Incident Commander shall appoint electro-mechanical advisors as necessary.

5.2.2 Tactical Commander will dispatch Emergency Response Team (ERT) to emergency location and assess situation.

5.2.2.1 If the emergency is determined to be an incipient stage fire, the Tactical Commander will dispatch ERT to extinguish the fire.

5.2.2.2 If the emergency is determined to be beyond incipient stage, the Tactical Commander will inform Incident Commander that the local Fire Department needs to be dispatched.  Tactical Commander will then lead ERT in building sweep and complete evacuation of all ---company name--- employees.

5.3 Chemical Spill

5.3.1 Upon notification of a chemical spill emergency, Incident Command shall be established.  Incident Commander shall appoint Chemical and Environmental Officers as necessary.

5.3.2 Tactical Commander will dispatch Emergency Response Team (ERT) to emergency location and assess situation.

5.3.2.1 If the emergency is determined to be an incidental spill, the Tactical Commander will dispatch ERT to contain and clean-up spill as appropriate.  Incidental spills are generally less then one container in size or limited to one fork lift battery.

5.3.2.2 If the emergency is determined to be beyond incidental, the Tactical Commander will inform Incident Commander that an emergency spill contractor needs to be dispatched.  Tactical Commander will then lead ERT in protecting sewer and storm water access.

5.4 Medical Emergency/Injury

5.4.1 Upon notification of a medical emergency or Injury, Incident Command shall be established.  Incident Commander shall appoint a Medical Officer as necessary.

5.4.2 Tactical Commander will dispatch First Aid Responders to emergency location and assess situation.

5.4.2.1 If the medical emergency or injury is determined to be a First Aid situation, Tactical Commander shall coordinate treatment.

5.4.2.2 If the medical emergency or injury is determined to require treatment beyond first aid, the Tactical Commander will inform Incident Commander that local emergency medical personnel need to be dispatched.  Tactical Commander will then lead First Aid Responders in stabilizing the situation until help arrives.

5.5 Severe Weather

5.5.1 Upon notification of potential severe weather, Incident Command shall be established and weather monitors appointed.

5.5.2 Weather monitors shall monitor weather conditions, reports and warnings and communicate status with Incident Commander.

5.5.3 When weather conditions, reports or warnings dictate evacuation is prudent, Incident Commander shall initiate alarm system calling for evacuation.

5.5.4 Tactical Commander will dispatch Emergency Response Team (ERT) to conduct sweep of building.

5.5.5 Incident Commander shall monitor weather from evacuation area and issue All Clear once the threat has passed.

5.6 Power Outage

5.6.1 When a power outage occurs, Incident Command shall be established.  Incident Commander shall call for building evacuation to appropriate assembly area if power outage lasts more then a few minutes.

5.6.1.1 If under threat of severe weather during a power outage, evacuation must be to an indoor assembly area.

5.6.2 Tactical Commanders shall lead ERT with hand held lights to perform building sweep.

5.7 Earthquake

5.7.1 When an earthquake occurs, Incident Command shall be established and attempt made, as appropriate, to move employees to severe weather shelter areas for safety.

5.7.2 Following an earthquake, Tactical Commander shall direct ERT in building sweep to locate trapped or injured employees.

5.8 Flood

5.8.1 When the risk of flood is present, the Facility Manager shall coordinate response through the Threat Assessment Team.  The Threat Assessment Team will develop a response plan to address the risks of:
5.8.1.1 Flood water entering the facility

5.8.1.2 Flood water restricting or cutting off access to facility or emergency services

5.8.1.3 Safe evacuation of employees from premises

5.8.1.4 Continuation of business and maintaining of employee communications

5.8.1.5 Clean-up after flood waters recede

5.8.2 Response plan will depend on available community resources during flood emergency, extent of flood area and protecting the safety and health of ---company name--- employees.

5.9 Bomb Threat

5.9.1 Upon receipt of a bomb threat, Incident Command shall be established and threat communicated to the Threat Assessment Team.

5.9.2 Person receiving the threat shall complete Bomb Threat Report Form to capture all relevant information.

5.9.3 Threat Assessment Team will assess the threat and decide on appropriate action.

5.10 Workplace Violence, Internal Threat (inside of building)

5.10.1 Upon notification of internal workplace violence (i.e. person with weapon, fist fight, aggravated harassment etc.), Incident Command shall be established.

5.10.2 Incident Commander shall have local law enforcement called to address situation.

5.10.3 Incident Commander shall notify Threat Assessment Team for guidance regarding evacuation, isolation and follow-up.

5.11 Workplace Violence, External Threat (outside of building)

5.11.1 Upon notification of external workplace violence (i.e. person in parking lot with weapon, explicit threat issued etc.), Incident Command shall be established.

5.11.2 Incident Commander shall notify Threat Assessment Team for guidance and contact local law enforcement if appropriate.

5.11.3 Tactical Commander shall lead building sweep to distance employees from the threat as prudent.

6.0 REPORTING

6.1 The Facility Manager and --- Job Title--- shall be notified immediately of all serious injuries, fatalities or significant chemical releases.  The --- Job Title--- will coordinate required reporting to federal, state and local authorities.  The --- Job Title--- and Facility Manager will also coordinate any internal company reporting of emergency incidents.

6.2 Formal Incident Reports and Investigations shall be completed as deemed appropriate by --- Job Title---.

7.0 TRAINING AND CERTIFICATION

7.1 Incident and Tactical Commanders

7.1.1 Incident and Tactical Commanders shall be trained on Incident Command structure and the contents of this plan at least annually.  Training can be scenario-based.

7.2 Officers and Advisors

7.2.1 Emergency Officers and Advisors shall be trained on their specific roles of this plan.

7.3 Emergency Response Team (ERT)

7.3.1 ERT shall be trained on incipient stage fire fighting, incidental chemical spill response and other relevant topics annually.

7.4 First Aid Responders

7.4.1 First Aid Responders shall be trained on First Aid, CPR, AED operation and bloodborne pathogens annually.

7.5 Employees

7.5.1 All Employees shall be trained on the contents of this plan annually.  

Appendix 1.0

Government Agency Inspection Procedures

Purpose

To ensure company interests are maintained during government agency inspections.

Scope

Inspections by federal, state and local or municipal agencies including, EPA, OSHA and state labor and environmental agencies.

Responsibilities

Site Manager

The Site Manager is responsible ensuring this procedure is followed during government agency inspections, except in imminent danger situations where procedure may need to be altered until imminent danger is abated.

The Site Manager is responsible for ensuring a qualified person is designated and able to enact this procedure, if a government agency arrives on site, at all times when plant is operating.

Site Manager is responsible for ensuring Receptionists, Security or company personal most likely to be first in contact with government agency representatives are aware of this procedure and who must be contacted if such personal arrive.

Procedure

When a government agency representative(s) arrive, the following procedure will be followed:

Notifications and Opening Conference 

1) Verify identification credentials and record names.

2) Obtain reason and scope of visit.

3) Inform agency representatives that company procedures must be enacted and it will take a few minutes to complete the required notifications and set up the required informal opening conference.  (In cases where agency officials view there is imminent danger to human health or environment, they will require the opening conference be waived). 

4) Take agency representatives to clean conference room (no documents on tables or writing on boards) to await opening conference.  Conference room needs to have speaker phone available.  Company personal should not enter conference room until notifications are complete and opening conference is ready to begin.

5) Notify the following and provide who is at site, reason and scope of visit:

a. Site Manager (if not on site)

b. Senior Operations Management (in order, must contact one of the following)

i. ---Names and Phone Numbers---
c. EHS Management

i. ---Names and Phone Numbers---

d. EHS Management will contact legal and other resources as needed based on reason for inspection.

e. EHS Management will indicate when opening conference can begin and should be called on speaker phone in conference room.

6) Complete Opening Conference.

a. Scope and limitations of inspection will be established.

b. Documentation, measurement and photograph guidelines will be established.

Inspection Procedures

1) Inspection to begin within limits established in Opening Conference

a. Agency representatives must always be accompanied by a company representative unless private employee interviews are requested.

i. For private employee interviews, use a cleaned office (no documents etc.).

ii. Company representative accompanying agency representatives must document areas and process viewed and note any comments made by inspectors.

b. Any documents, measurements or photographs requested by inspectors need to be cleared by EHS Management (usually done in Opening Conference) and copies or side-by-side measurement or photographs kept in an additional file.

2) Any requests not covered in opening conference should be directed to EHS Management.

Closing Conference

1) At conclusion of inspection (or work day if inspection will last more then one day), a closing conference will be held.

a. Findings discussed and information or documentation gaps filled if possible.

b. EHS and Senior Operations Management conferenced via speaker phone if unable to be present.

Appendix 2.0

BOMB THREAT REPORT FORM 
Instructions: be calm, be courteous. Listen; do not interrupt the caller.  If possible, notify another employee without alerting the caller while the caller is still on line. DO NOT hang up while the caller is still on the line.

Date:





Time:






Exact words of person placing call:








Questions to ask:

1.  When is the bomb going to explode?






2.  Where is the bomb right now?







3.  What kind of bomb is it?








4.  What does it look like?









5.  Why did you place the bomb?







Try to determine the following (circle as appropriate)

Caller's identity: Male/Female   Adult/Juvenile   Age/Years


Voice:
Loud/Soft
High-pitch/Deep
Raspy/Pleasant
Intoxicated/Other

Accent:
Local/Not local
Foreign
Regional
Other



Language:
Excellent
Good
Fair
Poor
Foul
Other




Manner:
Calm/Angry
Rational
Irrational
Coherent
Incoherent



Deliberate
Emotional
Righteous
Laughing
Intoxicated

Background noises:
Office machines / Factory machines / Trains / Animals/ Music / Quiet voices / Airplanes / Street traffic/ Party

Additional information:










Action to take immediately after call:  give this completed form to the Incident Commander, or member of Threat Assessment Team.  Talk to no one unless instructed by your supervisor.

Receiving telephone number:



Person receiving call
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