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1.0  INTRODUCTION
     This procedure identifies the process of responding to an Emergency situation in the work-place. 

2.0  SCOPE
This procedure identifies the response to an Emergency arising at any location where WAH SOLUTIONS personnel are operating.
3.0  RESPONSIBILITIES

It is the responsibility of the Operations Director to ensure that this procedure is fully implemented, regularly reviewed, maintained and updated.
4.0 EMERGENCY RESPONSE PLANNING
Emergency response planning shall be completed for all key activities which have the potential to cause harm to personnel, the environment and assets.  Planning shall form part of the risk assessment process using Risk Assessment form (Ref WAH/RA/001). Filled in using guidance notes (W@H-RA-PRO-007 As a minimum, emergency planning shall include consideration of:

· Categories at risk (i.e. People, Environment or Assets or any combination of these)

· Potential risk and impact

· Control measures(to reduce or eliminate risk)

· Emergency response action:

· Site-based Emergency Response procedures and capabilities

· Raising the alarm (Site authorities, Emergency Response Team, WAH Solutions
· Emergency shut down of plant, equipment, facilities, power sources etc

· Immediate incident management ( e.g. fire-fighting appliances, spill containment kits, first aid kit, rescue equipment)

· Rescue and Recovery of Personnel
· Site/location evacuation procedure

· Medical and Trauma management 

· Personnel emergency response training and competence

Consideration shall be given to the dissemination of information to ensure all relevant parties are aware of emergency response arrangements.
5.0  RECEIVING AN EMERGENCY RESPONSE CALL FROM SITE
5.1 Receiving the call from site
Personnel receiving a call from any site regarding an emergency situation shall:

· Remain calm

· Confirm the caller’s name, company, telephone number

· The site name and location

· Confirm a brief summary of the nature of the emergency

· Inform the Operations Director immediately

5.2 Outside Office hours
Outside normal office hours an answer phone message provides an emergency contact number for the nominated Duty Manager. The Duty Manager shall immediately contact the Operations Director or Managing Director.

6.0 WAH SOLUTIONS ONSHORE FACILITIES EMERGENCY RESPONSE
6.1 Raising The Alarm 

· Remain calm and focussed

· Immediately inform a senior manager or director of the nature and scale of the emergency

· Take action to control the situation or assist others only if safe to do so.

6.2 Responding to an Emergency 

The Operations Director or Managing Director (or their Deputy) will take responsibility for emergency response action.

7.0  EMERGENCY CLASSIFICATION
Emergencies have been classified into three categories according to the level of harm to people, the environment and Assets. A table of categories is included of Appendix one of this document for reference.

8.0 EMERGENCY ROLES AND RESPONSIBILITIES

 Emergency roles and responsibilities are allocated according to the level of emergency defined in Appendix one: Emergency Classification Chart. Specific roles and responsibilities are identified below:
	                          CATEGORY: LEVEL ONE EMERGENCY


Level one is the lowest category of emergency; a level one emergency often requires minimal action by the company, particularly in circumstances where the response will be co-ordinated on site by the client in conjunction with the team leader. The operations Director shall be made fully aware of the incident

Responsibilities:

. 
The Team Leader

The Team Leader should complete a full Incident and Accident Report forms (Ref. W@H-IA-RF-001) and forward it to the Operations Director as soon as possible.

The Operations Director

The Operations Director has overall responsibility for co-ordinating any work-site base response.
	                          CATEGORY: LEVEL TWO OR THREE  EMERGENCY


Level Two or Three Emergencies are those resulting in serious consequences.

Responsibilities:

The Team Leader.

1) Secure the worksite to ensure the safety of others personnel

2) Inform the office of the situation

3) Provide liaison and support to the client and the company

4) Complete an Incident and accident Report form

5) Take detailed notes of all aspects of the emergency and the response.

Do not release any information regarding the emergency without the express permission of the Incident Team

The Team Leader should nominate a Deputy in case of an emergency involving the Team Leader.

The Incident Team

6) Man the company’s office to provide effective communications
7) Take and maintain detailed notes relating to the emergency and the response. Note time of calls, names of callers etc.

8) Pass information to the Managing Director efficiently and effectively

9) Provide assistance in booking accommodation and transport as required Do not release any information regarding the emergency without the express permission of the Incident Team

10) Do not release any information regarding the emergency without the express permission of the Managing Director.

Operations Director

11) Deputy to the Managing Director
12) Manage the incident and liaise with the Team Leader as required
13) Allocate a member of the incident team to the client’s incident room as required
Managing Director

1) Full responsibility for the incident

2) Ensure the company’s resources are mobilised and adequate

3) Liaise with police, the hospital and the client as necessary
4) Ensure the incident are provided with the necessary support

Following the Emergency

1) Ensure that all company personnel receive the necessary counselling and support.
2) Carry out full investigation into the emergency in line with client and company investigation procedures.
3) Disseminate findings to all relevant parties. 
9.0 Forms
	Description
	Number
	Media ( Electronic or Hard Copy)
	Location
	Retention Time

	Risk Assessment
	W@H-RA-001
	(E)
	Company\Quality
	5 Years

	Accident Incident Report
	W@H-IA-RF-001
	(E)
	Company\Quality
	5 Years

	Accident Incident Register
	W@H-IA-R-001
	(H)
	Quality files
	5 Years

	Emergency Contact list
	W@H-EC-001
	(E)
	Company\Quality
	5 Years

	Non Conformity Site Forms
	W@H-NCR-S-001
	(E)
	Company\Quality
	5 Years

	Non Conformity Blank Reports
	W@H-NCR-B-001
	(H)
	Company\Quality
	5 Years

	Non Conformity Register
	WAH-NCR-001
	(E)
	Quality files
	5 Years


APPENDIX 1.0 Emergency Classification Chart
	Harm To People

	Level
	Classification
	Definition
	Responsibility
	Support

	0
	No Injury or damage to health
	
	
	

	1
	Slight Injury or health effects (Including first aid case, medical treatment case and occupational illness)
	Not affecting work performance or causing disability
	Operations Director
	Team Leader

	2
	Minor Injury or health effects (lost time injury)
	Affecting work performance such as restricted to activities (Restricted Work Case or Occupational Illness) or need to take a few days to fully recover 9Lost Workday Case). Minor health effects, which are reversible, e.g. skin irritation, food poisoning
	Managing Director
	Operations Director

Incident Team Leader

	
	Major Injury or health effects (Including Permanent Partial Disability and Occupational illness)
	Affecting work performance in the longer term, such as a prolonged absence from work. Irreversible health damage without loss of life. E.g. noise induced hearing loss, chronic back injuries, sensitisation, HAVS, repetitive strain injury.
	
	

	3
	Permanent Total Disability or one to three fatalities
	From an accident or occupational illness, irreversible health damage with serious disability or death, e.g. corrosive burns, heat stroke, cancer (small exposed population). 
	Managing Director
	Operations Director

Incident Team Leader

	
	Multiple Fatalities
	From an accident or occupational illness e.g. chemical asphyxiation or cancer (Large exposed population). 
	
	


	Environmental Effects

	Level
	Classification
	Definition
	Responsibility
	Support

	0
	Zero effect
	No environmental damage. No financial consequences.
	
	

	1
	Slight effect
	Slight environmental damage, with the fence and within systems. Negligible financial consequences.
	Operations Director
	Team Leader

	2
	Minor effect
	Sufficiently large contamination or discharge to damage environment, but no lasting effect. Single breach of statutory or prescribed limit, or single complaint 
	Managing Director
	Operations Director

Incident Team Leader

	
	Localised effect
	Limited discharges affecting thee neighbourhood and damaging the environment. Repeated breaches of statutory or prescribed limit, or many complaints
	
	

	3
	Major effect
	Severe environmental damage. The company is required to take extensive measures to restore the damaged environment. Extended breaches of statutory or prescribed limits. 
	Managing Director
	Operations Director

Incident Team Leader

	
	Massive effect
	Persistent severe environmental  damage or severe nuisance extending over a large area (Loss of commercial, recreational use of  nature conservancy resulting in major financial  consequences for the company, Ongoing breaches well above the statutory or prescribed limits.
	
	


	Asset Damage and other Consequential Business Losses

	Level
	Classification
	Definition
	Responsibility
	Support

	0
	Zero Damage
	-
	-
	-

	1
	Slight Damage
	No disruption to operations (Costs less than £10,000).
	Operations Director
	Team Leader

	2
	Minor Damage
	Brief disruption costs less than £100,000
	Managing Director
	Operations Director

Incident Team Leader

	
	Local Damage
	Partial shutdown (Can be restarted but costs up to £1000, 000).
	
	

	3
	Major Damage
	Partial operation loss (2 weeks shutdown costs up to £10,000,000).
	Managing Director
	Operations Director

Incident Team Leader

	
	Extensive Damage
	Substantial or total loss of operation (costs in excess of £10,000,000
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