BUSINESS LETTERHEAD

Purpose
The purpose of this Emergency Action Plan is to ensure [Business Name is properly prepared and equipped to respond to any emergency (such as but not limited to fire, bomb threats, civil strifes, medical situations, severe weather, chemical spill, and [HAZARDOUS CHEMICAL] releases) to protect its employees’ health, the public’s health and the environment. 

Scope

This plan was designed to conform to the following regulations:

Michigan Occupational Safety and Health Administration (MIOSHA) Process Safety Management (PSM) of Highly Hazardous Chemicals Requirements 

(29 CFR 1910.119) and Environmental Protection Agency’s Risk Management Program (RMP) for controlling releases of highly hazardous chemicals.


Review/Revisions to the Emergency Action Plan(EAP)
The EAP must be reviewed annually.  The EAP will revised by the Safety Manager when it is necessary to do so.
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Emergency Telephone Numbers-[BUSINESS NAME]
Local Emergency Number (s):  9-1-1

Corporate Phone Numbers






(See Appendix 8)

Outside Governmental Agencies
Environmental Protection Agency (EPA)




(800)424-8802

Michigan Department of Environmental Quality(DEQ)


(517)373-7660

Michigan Occupational Safety and Health Agency (MIOSHA) Fatality HOT LINE













(517)322-0333

(Must call within eight (8) hours of fatality and/or the 24 hour hospitalization of three

or more employees.) 

ONLY MANAGEMENT CALLS THIS NUMBER!!

MIOSHA Information







(517)322-1851

Coordination with Local Authorities

For an Emergency Action Plan to be a viable one, everyone involved with the plan must be familiar with it.  This includes the local civil authorities.  Because of this, the entire Emergency Action Plan will be reviewed with the appropriate authorities. At a minimum the following Agencies will be contacted and asked to review our plans:



a.   Emergency Services-St. Joseph County  (The Local Emergency Planning Committee)




Phone: [number]
b. [Local Township] Fire Department

     
Fire Chief:  [Name]
                 
C: [number]


     
H: [number]



Or 9-1-1



c.  [Local] Fire Chief: [NAME]
Pre-Emergency Coordination with Outside Resources
[BUSINESS NAME] has coordinated an agreement with [LOCAL NAME] Ambulance Service in the event that an emergency occurs.  This agreement states that [LOCAL NAME] Ambulance Service will respond to any emergency that occurs at this facility and will treat all patients.  The agreement states that [LOCAL NAME] is not responsible and will not enter any contaminated areas or treat any contaminated patients until they have been removed from the source and decontaminated (See Appendix 10).  



Contacts at [LOCAL NAME] Ambulance Service:





[NAME AND TITLE]




[PHONE NUMBER]
COMMUNICATION PROTOCOL

All interaction and communication with outside news media and employee families will be coordinated through the Communication Coordinator.  NO COMPANY EMPLOYEES ARE ALLOWED TO DISCUSS, OR RELEASE, INFORMATION ABOUT AN ONGOING EMERGENCY RESPONSE WITH THE NEWS MEDIA.  All information requests are to be directed towards the Human Resources Manager.

Communication during an emergency response, between the Emergency Response Team and outside public agencies (such as the local fire department, the police department, the EPA, Michigan DEQ) will be coordinated through the Emergency Command Team or as described in the individual sections.

EMERGENCY ACTION TEAM

The following is a description of each position as shown in the "Chain - of - Command for the Emergency Action Team".  These descriptions will also address the responsibilities and duties of each job.  The command structure may be modified in an emergency due to the absence of one or more team members.

1.  Emergency Command Team


Plant Manager



[NAME]

Warehouse Manager



[NAME]

Maintenance Manager


[NAME]

Safety Manager



[NAME]
This is a command group made up of the Incident Commander, the Assistant Incident Commander and the Safety Manager.  This team is responsible for implementing the Emergency Action Plan (EAP) and controlling all aspects of the plan and its personnel.  The team is designed to function with the input from all members. However, if one of the team members is not available, and his/her designee is also unavailable, then it will function with two and/or one team member present.

2.  Incident Commander


Warehouse Manager



[NAME]

Maintenance Manager


[NAME]

Plant Manager



[NAME]

Maintenance Supervisor (1st shift)

[NAME]

Maintenance Supervisor (2nd shift)

[NAME]
Maintenance Supervisor (3rd shift)

[NAME]
Facility Supervisor



[NAME]


Safety Manager



[NAME]
This position controls, and/or coordinates, all actions of the Emergency Action Team  (EAT) in implementing the Emergency Action Plan (EAP).  The responsibilities of this position include implementing the EAP with the other members of the Emergency Command Team.  The most senior, trained individual at the facility will assume this position.

3.  Assistant Incident Commander


Maintenance Manager


[NAME]





Warehouse Manager



[NAME]
This position assists in controlling and/or coordinating all actions of the Emergency Action Team (EAT) in implementing the Emergency Action Plan (EAP).  The responsibilities of this position includes implementing the EAP, with the other members of the Emergency Command Team.  This person will also be responsible for logging or recording the events and times of the emergency situation.
4.  Safety Manager




[NAME]
The responsibilities of this position include implementing the EAP, with the other members of the Emergency Command Team. If the designated Safety Manager is not present, then the most senior individual in management at the facility will assume this position.  The Incident Commander has ultimate control over the HazMat team.  However, if the Safety Manager deems the situation unsafe, his commands will override the commands of the Incident Commander.  The Safety Manager will be the person responsible for calling governmental agencies, such as MDEQ, EPA, and MIOSHA, when the emergency situation deems it necessary.  This individual will coordinate all planning activities with the local fire department and police for emergency response activities, and be required to go through HazMat Incident Commander level training.

The Safety Manager will determine the level of personal protective equipment and clothing needed before each emergency response.  In the absence of the Safety Manager and his designees, the Incident Commander will assume this role.

5.   HazMat Specialist



(assigned by the Incident Commander)

This individual will be the site’s [HAZARDOUS MATERIALS] system specialist.  This person will report directly to the Incident Commander in an emergency response.  This individual will work with the Department Supervisors (Evacuation Wardens) to ensure that all contractor employees are accounted for during an evacuation.

6.  Communications Coordinator


Human Resources Manager 


[NAME]
This position will provide all communications between the EAT and the general public, news media and employees NOT involved with the emergency response.  If no one has already done so, this person will call the fire department, ambulance, police department when the situation deems it necessary.This individual is responsible for coordinating all communication with the receptionist and security personnel.  This person is responsible for ensuring  that all unnecessary individuals stay outside of the Hot and Warm Zones.  This person is also responsible for ensuring cooperation with outside emergency response personnel and any governmental representatives that arrive at our site.  If present, this person will contact the appropriate Corporate personnel.
7.  Evacuation  Wardens



Shift/Departmental Supervisor

This position will provide direction and control during evacuation for their specific department.  These individuals are responsible for evacuating employees and contractor employees from their department.  They must account for them at the designated headcount location and inform the Emergency Command Team whether or not everyone is present.

8.  Medical Captain
(Available Medically Trained Individual/assigned by the Incident Commander)

This position is responsible for all emergency medical operations and communicating with area hospital/doctors during an emergency.  The  EMT, or most highly medically trained individual will assume this position.  For [HAZARDOUS MATERIAL] Release Response, the medical captain will ensure that the entrants meet the physical requirements for entry.  This will be accomplished in the COLD ZONE.  All HazMat Team Members are trained to take vital signs, but before they can be assigned as the medical captain they must be bloodborne pathogen trained.

9.   Entry Captain




Assigned

This position is responsible for the Entry Team and also is a member of that team.  His/Her responsibility includes safety of the Team within the Hot Zone for dangers unknown to the command team and reporting all information to the Incident Commander.

10.  Entrant





Assigned

This position requires a person to be trained to the HAZMAT Technician level.  An entrant must not respond to an [HAZARDOUS SUBSTANCE] leak or release alone.  He must respond with at least one other HAZMAT team member.  An entrant is responsible for taking action that will contain or stop the release.  An entrant is the only trained individual that is allowed to enter the HOT ZONE.  

11.  Decon/Equipment Captain


Assigned

This person is in command of the Decon Team and reports directly to the Incident Commander.  The Decon Captain will be responsible for setting up the decontamination station in the WARM ZONE.  This person will also be responsible for the equipment involved in an [HAZARDOUS MATERIAL] Emergency response.  For example, he or she will perform a radio check, delegate decon members to assist the entrants with donning and doffing all personal protective equipment and performing a motion alarm check.  The Decon Captain will brief the Decon Team before decontamination starts, reminding them of good decon techniques.  This person will also be a member of the Decon Team.

12.  Decon Member




Assigned

This position is responsible for setting up and tearing down the decontamination station.  This person will assist entrants in the donning and doffing of respirators and chemical suits.  This person will be wearing Level C protection in the Warm Zone.  The Decon Members will set up the decon station upwind of the leak. If necessary, decon members may have to relocate their decon station because a change in wind direction.

13.  Security 





Security Guard

This position is responsible for ensuring that all unauthorized people stay off of our property and that all personnel who have been evacuated, remain at their designated headcount locations.

13.  Salvage Coordinator



(NAME  or assigned)

This position will provide specialized knowledge regarding the containment and recovery of both the property and product.

14.  Logger





(Assistant Incident Commander or assigned)
This position is reponsible for recording all events and times associated with an [HAZARDOUS CHEMICAL] release or leak in the refrigeration system.

15.  Emergency Action Plan Coordinator


[NAME]
This is the person who can be contacted by employees for further information or explanation of their duties.

EMERGENCY NOTIFICATION

When any employee notices a fire, chemical spill, or medical emergency, they are to immediately contact their Supervisor/Evacuation Warden.  When the Evacuation Warden has surveyed the situation he/she must determine if immediate evacuation of the area is needed.  If an evacuation is necessary, the Department Supervisor must call the Maintenance Supervisor so he can announce over the P.A. system the department (s) that are to be evacuated.  Since the P.A. system is used to announce some emergencies, the Department Supervisor must conduct a sweep of the department to verify that all of their employees heard the evacuation message.  Maintenance employees will assist in the sweep of the departments to ensure that every employee, contractor, visitor, vendor is routed to the designated area.

Critical Plant Equipment

In the event of a total Plant evacuation, it may be necessary for certain employees to remain behind to shut down critical plant equipment.  Those employees authroized to perform such tasks include members of the Plant’s Emergency Response Team.  The Emergency Coordinator will be responsible for ordering critical equipment shut downs.  Examples include (1) shutting down the plant [HAZARDOUS MATERIAL] system by actuating the emergency shut down valve located [LOCATION]; (2) shutting off the plant’s natural gas supply on [LOCATION]; and (3) closing off the plant’s sewage system in the [LOCATION] to prevent the release of hazardous substance.


A.
If the emergency is Severe Weather, the following will take place: 



(Tornadoes and Severe Thunderstorms:)

1.  With the threat of severe weather, tornado watch, and tornado warning, the security guard will listen to the weather scanner and report the pertinent information to the maintenance supervisor.    We will not take cover for Tornado Watches; only Tornado Warnings.

a.  The Maintenance Supervisor will inform the members of the Emergency COMMAND Team of the severe weather condition if they are present.

2.  To initiate a Tornado Warning take cover response, an Emergency Command Team member, or the Maintenance Supervisor will announce over the P.A. system, "There is a Tornado Warning. This is not a drill. Take cover immediately in your designated shelter." (Repeat this message 3 times.)  

B.
If the emergency is a Medical Emergency, the supervisor will do the following: 

1.  Page  the Safety Manager, if on-site.  Page the  Emergency Medical Technician, if on site. 


2.  Call an ambulance, if necessary.

3.  For Severe or Critical or Lost Time Injuries, contact the Safety Manager, the Human Resources Manager, and all other appropriate plant personnel immediately , 24 hours per day, seven days a week,  



4.  Notify Security if an ambulance is called and tell them where to send the ambulance.


C.
If  the emergency is an [HAZARDOUS MATERIAL],  the following procedure will be 

used:

If an employee smells [HAZARDOUS MATERIAL], he or she is to immediately inform his or her supervisor.  The supervisor will immediately contact the maintenance supervisor, who will dispatch two hazmat team members to investigate the [HAZARDOUS MATERIAL] smell.  They must take a hazmat bag with them.  They will sample the air for [HAZARDOUS MATERIAL] and document the initial reading on the [HAZARDOUS MATERIAL] Monitoring form.  If the initial reading is above [CONCENTRATION], they will inform the line supervisor to evacuate his or her personnel from the area.  Then one hazmat team member will radio the maintenance supervisor to communicate the [HAZARDOUS MATERIAL] level found.  The other hazmat team member will barricade off the area or department to prevent entry.  The maintenance supervisor will inform the Incident Commander of the [HAZARDOUS MATERIAL] levels to determine if the hazardous materials emergency response team needs to be assembled.

D.
If the emergency is a Fire, the following will take place:

1.  Employees that are properly trained to use the portable fire extinguishers will fight incipient stage fires only. 



2.  Tell the employees to start evacuating their department.

3.  Senior Management should call the local fire department (if fire is not extinguished after using one extinguisher).



4.  Contact the Emergency Action Team (if necessary).

E.
 If the emergency is a Bomb Threat, the action will depend on the time of the day; day of  the week; and who takes the call.  The following will take place:

1.
A.  
During the Weekday:

i.  The individual (in most cases this will be the security guard) receiving a phone call from someone indicating a bomb has been set at the facility should stay calm and complete the "Bomb Threat Telephone  Report" (See Appendix 4).  He or she should try to keep the caller on the line as long as possible.

ii.  After the end of the telephone call, the individual will contact a member of the Emergency Command Team. See the back side of  the Bomb Threat Telephone Report for phone numbers.

iii.  From this point forward, management will take over the action assignments.  The  security guard should be available to answer any questions or telephone calls.




B.
After day time working hours:
iii.  At the completion of the telephone call, notify the senior member of management present at the facility.  If a manager is not present, contact the Maintenance Supervisor on duty to orchestrate an evacuation of all employees and visitors.  One should contact any other supervisors at this time to inform them about the situation. DO NOT USE A TWO-WAY RADIOS!  Use the P.A. System to announce the evacuation of personnel.  "Attention all employees and visitors, please evacuate the building immediately.  Do not use your radios!!!"


The Maintenance Supervisor will now be in charge of contacting senior management personnel.  This should be done after the facility has been evacuated.  Maintenance may designate Security personnel to call senior management while the evacuation is taking place.




C.  
On The Weekend

i.  If the Security Guard answers the telephone, he or she will use the bomb threat telephone report.

ii. The individual receiving the phone call from someone indicating a bomb has been set at the facility should stay calm and complete the "Bomb Threat Telephone Report" (See Appendix 4). He or she should try to keep the caller on the line as long as possible

iii.  If there are employees working at the time of the call, notify the Maintenance Supervisor of the situation, so an evacuation of the facility can be conducted.  If no employees are in the building, call senior management listed on the back of the "Bomb Threat Telephone Report".

iv.  If a supervisor picks up the telephone, he or she must locate a "Bomb Threat Telephone Report", and complete it while trying to keep the caller on the line as long as possible.  After completion of the call, the supervisor should evacuate the facility and notify all other supervisors of the bomb threat.  They should then notify Senior Management in the order listed on the back of the "Bomb Threat Telephone Report".   DO NOT USE A TWO-WAY RADIO TO COMMUNICATE!  TWO WAY RADIOS OR CB’S CAN SET OFF AN ELECTRICALLY DETONATED BOMB.


F.
If the emergency is a Civil Strife, the following should take place:

1.  In the event of mobs or civil disturbances, the employee or security guard will notify a 
supervisor and the Emergency Command Team.

PERSONNEL ACCOUNTING PROCEDURES

A.  Once an emergency has occurred and an evacuation has been initiated, all Evacuation Wardens will direct their group to a safe zone in the building (as instructed by the evacuation message) or  to the exterior gathering point as shown on the evacuation map.

Exterior Evacuation Gathering Points:

South Plant 

Location
Department

2

Contractors, Vendors, Visitors, Planning Dept., Quality Lab, Safety
2
Accounting Dept., Materials Dept., Customer Service, Human Resources, IT Dept, Plant Manager 
3
Plant  Office Employees

5

Packaging, Processing, 
D

Maintenance

Warehouse

Location
Department

2 Office Employees

2 Shipping Department, Spotters, Truck Drivers
5 Maintenance, Water Treatment, Engine Room, Boiler Room, MRO Supervisor, Clerks
Interior Evacuation Gathering Points for Tornado Warning:

South Plant  
Male employees – all departments

Men’s Restroom/Locker Room

Female employees – all departments

Women’s Restroom/Locker Room
Warehouse 

Male Shipping employees


Men’s Restroom/Locker Area

Office employees



Accounting Department
B.
Once the group has gathered at their assigned place, the Evacuation Warden is to immediately confirm all employees , visitors, and contractors are accounted for from his/her group.  (This check is not to be just a head count.  Each Evacuation Warden is to verify by name that all employees are accounted for.)  Visitors and contractors must check in with the Evacuation Warden or [BUSINESS NAME]  Supervisor.  They are wearing blue hard hats.  Follow the Radio Traffic discussed below.
C.
Once this confirmation has been completed,  the Evacuation Warden will radio the information to the Incident Commander or select a "runner" to bring the information to the Incident Commander.  The primary location for the Incident Commander will be at the Emergency Command Center.  The secondary post is the Security Guard building.


D.
The information given should include the following :

1.  The name of the department and shift.

2.  The name of the Evacuation Warden (Supervisor).

3.  Whether or not all employees have been accounted for and the exact number of employees that have NOT been accounted for.


E.
If any employees are not accounted for, the following information must be given:



1.  The name(s) of any missing employees.



2.  The last known location(s) of missing employee(s)



3.  The last known job that the missing employee(s) was performing.


F.
The number of injured employees and their general condition.

G.
The name(s) of any employee(s) not assigned to the Supervisors/Evacuation Warden's department.  Also include the department that they should be located in.

H.
Once the Evacuation Warden (or runner) has given the information to the Emergency Command Team, the Team will compare all reports to determine if any employee(s) listed as missing has been accounted for in another department.

I.
All runners are to stay at the Emergency Action Command Center until released by the Emergency Command Team.

RADIO TRAFFIC

Maintenance will use [RADIO CHANNEL NUMBER].  Radio traffic during this time is limited to the evacuation situation.  All other must cease.

· Maintenance Supervisor will announce over [RADIO CHANNEL NUMBER] and identify himself as the person in charge.

Plant
1. All head count talk stays on [RADIO CHANNEL NUMBER]
The following will monitor [RADIO CHANNEL NUMBER] during head count for status of evacuation:

· Operations Manager 1st shift 

· Processing Supervisor 2nd shift

· Will call guard shack for list of visitors, contractors, vendors.

All Supervisors/Evacuation Wardens will report to the above with head count checks.

2. When the Maintenance Supervisor or designee asks for head count in the Plant only the Operations Manager or Processing Supervisor will respond.

3. During clean-up hours, sanitation supervisors will be contacted for head count.

Warehouse

1. Supervisor/Evacuation Warden changes to [RADIO CHANNEL NUMBER].

2. All employees gather at Headcount Area #2.  Supervisor adds any visitors, truck drivers, office employees to list and reports when called upon by the Maintenance Supervisor or designee.

EMERGENCY COMMAND TEAM PROCEDURES

A.  The Emergency Command Team will determine whether or not individuals are still in the plant, as indicated by the reports from the Evacuation Wardens.  This information will be provided to the Local Fire Department so that they can conduct search and rescue activities as needed.

B.  The Emergency Command Team will instigate any salvage or HazMat response activities, in conjunction with authorities.

C.  The Emergency Command Team is responsible for informing all required Corporate personnel of an emergency, as defined in this Plan.
D.  All emergency actions, as defined by this procedure, will be immediately communicated to the appropriate Corporate officials.

E.  If required, the Emergency Command Team will transfer all scene command to civil authorities as they arrive on the property. 

EMERGENCY EVACUATION /ACTION PROCEDURES


A.
If the emergency is Severe Weather, the following protocol will occur: 



(Tornadoes, Severe Thunderstorms, Floods:)

1.  ALL employees operating equipment, or who are responsible for operating equipment, are to shut off the equipment and evacuate with their group.  If power is lost, all electrical equipment is to be shut off by the operator.  In the event of a power outage, wait for the emergency generators to light the affected area before evacuating.  Contact the Emergency Action Team if damage to the building has occurred or if there has been an injury.  

2.  The employees will be instructed by a Member of the Emergency Action Team (EAT) to take cover in the men's and women's locker rooms." (see pages 10 & 11 for storm shelter areas) Personnel Accountability Procedures are to take place. 
3.  NO EMPLOYEES ARE TO LEAVE THE GROUP THEY EVACUATED WITH UNTIL TOLD TO BY THE EVACUATION WARDEN.  EMERGENCY TEAM PERSONNEL ARE TO BE ACCOUNTED FOR PRIOR TO RESPONDING TO THEIR PREDETERMINED EMERGENCY TEAM LOCATION.

4.  The Evacuation Warden/Sweep Personnel/Maintenance should be the last employee out of the evacuated area. As they leave they should confirm visually that all employees are out of the area, all equipment is off, and that all doors are closed in their area and along their egress route. If anyone is unaccounted for, equipment was noted still operating, or any doors could not be closed on the way out, this information should be reported to the Emergency Command Team via a two way radio, except for Bomb Threats.  Back up communication will be by means of a runner.  The runner will bring the information to the Emergency Command Team at a specified area designated at the time of the emergency.

5.  Only trained individuals may perform search and rescue operations.  For example, employees certified in Confined Space Entry and Rescue or HazMat Team members.

6.  The Supervisor/Evacuation Warden will stay with his/her group until the all clear signal is given and  employees are returned to their department, or until the group is released by a member of the Emergency Command Team and allowed to leave the property.


B.
If the emergency is a Medical Emergency, the following procedures will be followed: 



(Amputation/Fatalities/Severe Injury)


1.  Once the  Safety Manager or Maintenance Mechanic arrives at the scene, the Departmental Supervisor will be responsible for managing crowd control and the Safety Manager or Maintenance Mechanic  will assist the patient. If possible, the Supervisor will direct the patient to the First-Aid Room.  (see appendix 5& 6).

2.  If the incident involves the release of biohazardous material the first aid responders will be required to utilize the proper Bloodborne Pathogen procedures set forth in the program.

a.  If the injury involves the loss of a body part or life, the Safety Manager, Human Resources Manager, and Plant Manager must be notified immediately.

b.  Once notified, the Safety Manager must conduct an immediate Incident investigation with the assistance of appropriate personnel.

3.  Once the patient receives outside medical assistance, the Maintenance Department will be required to cleanup the release using the Biohazard Spill Kit (see Bloodborne Pathogen Program).  Cleanup must be supervised by a Quality Assurance Technician.   Once the material is collected, ALL contaminated non-sharp materials must be properly disposed of in the Biohazardous Container located in the First Aid Room.  All contaminated sharps must be placed in a puncture-resistant container.  All production equipment must be properly disinfected/decontaminated by the maintenance employee using bleach and water.

Biohazard Spill Kits 

LOCATIONS:
First Aid Rooms

C.
If  the emergency  is a Chemical Release, the following procedures will occur:



[HAZARDOUS MATERIAL]
1.  Once the supervisor receives a complaint of a [HAZARDOUS MATERIAL] , they will immediately notify Maintenance, who will take samples in accordance with the facility [HAZARDOUS MATERIAL] Leak Response Plan, to determine exposure levels.

2. Maintenance Mechanics should respond to the leak/potential leak in pairs with the Blue HazMat Response Bag  which contains:

	· Miner's mask(Full facepiece respirator)
	· Red Barricade Tape
	· [HAZARDOUS MATERIAL] Monitor Form

	· [HAZARDOUS MATERIAL] filtration Canister
	· Face shield
	· HazMat Procedure     Requirement Form

	· Draeger air sample pump
	· Eye Wash
	· StatMask(resuscitation mask)

	· Draeger tubes
	
	


***
A Maintenance Mechanic should have a respirator and additional personal protective equipment in the immediate work area prior to entering a [HAZARDOUS MATERIAL]  filled room to investigate a leak.***




HazMat Response Bags




LOCATIONS:

Building 1: First-Aid Room 







Building 2: Maintenance Shop - Gray Cabinet 








    (North Wall) 







Building 2: Plant Roof above the canister room
3.  If levels reach [HAZADOUS MATERIAL CONCENTRATION]parts per million (ppm) (NIOSH -PEL-TWA) at the employee's work site, the area must be barricaded and the area evacuated.   The Safety Manager must be notified to assist in establishing the severity of the release.  

a.  The Department Supervisors/Evacuation Wardens are to direct their employees out of the immediate area, as directed by Maintenance Supervisor.  The gathering point will be established at the time of the release.  Personnel Accountability Procedures are to take place.
b.  If the release is substantial enough to  require the evacuation of the building, Supervisors/Evacuation Wardens are to direct their group out along the primary egress route to the predetermined gathering point.  If the evacuation will be to another part of the building the Supervisor/Evacuation Warden will communicate this to their employees.  Otherwise, all employees are to evacuate to the predetermined exterior gathering point (see appendix 1 for evacuation routes). Personnel Accountability Procedures are to take place
**NOTE**  Since we will always want to be upwind of the leak,  employees may be told to gather at a different emergency gathering point.

c.  When an evacuation signal is given, all employees must evacuate with the department that they are in at the time of the notice.  Employees are to stay with this evacuation group and notify the Evacuation Warden of their original department and their name.  


NO EMPLOYEES ARE TO LEAVE THE GROUP THEY EVACUATED WITH UNTIL TOLD TO BY THE EVACUATION WARDEN.  EMERGENCY TEAM PERSONNEL ARE TO BE ACCOUNTED FOR PRIOR TO RESPONDING TO THEIR PREDETERMINED EMERGENCY TEAM LOCATION.

d.  The Evacuation Warden/Sweep Personnel/Maintenance should be the last employee out of the evacuated area. As they leave they should confirm visually that all employees are out of the area, all equipment is off, and that all doors are closed in their area and along their egress route. If anyone is unaccounted for, equipment was noted as still operating, or any doors could not be closed on the way out, this information should be reported to the Emergency Command Team via a two way radio.  Back up communication will be by means of a runner.  The runner will bring the information to the Emergency Command, which will be assembled in the Emergency Action Command Center.

e.  The Supervisor/Evacuation Warden will stay with his/her group until the all clear is given and  employees are returned to their department, or until the group is released by a member of the Emergency Command Team and allowed to leave the property.

4.  Miner's masks must be utilized by hazmat team members in areas which have [HAZARDOUS MATERIAL] levels between 25 and 299 ppm.  At 300  to 15,999 ppm class "A" suits/SCBA and the HazMat Response Team (see appendix 11) must be assembled. 



a.  This team will assemble in the Emergency Action Command Center located between the two facilities.
b. An attempt should be made to reach a minimum of three members once the decision has been made to contact the team.


If the Team is assembled,  the Incident Commander protocol must be followed.

5.  The Incident Commander, Incident Commander's Logger, and Safety/Medical Person must all utilize the Incident Commander's Check List throughout the HazMat Response (see appendix 7 for checklist)

6.  The Engineering Department will be responsible for calculating the amount of [HAZARDOUS MATERIAL] lost.  If there is a loss of one hundred (100) or more pounds of [HAZARDOUS MATERIAL] the EPA, the Michigan Department of Environmental Quality(DEQ), and Corporate Environmental and  Safety Departments must be notified immediately.  What does “immediately” mean?  This means that we will contact the EPA and MDEQ within 15 minutes of learning that the release will exceed 100 pounds or if the [HAZARDOUS MATERIAL] level is significantly high and the quantity of the release is unknown.  The Maintenance Manager/Safety Manager, if present at the facility, will be the designated person to call the MDEQ and the EPA.  Information that will be discussed will be our location, how many pounds do we normally have in the [HAZARDOUS MATERIAL] system, how many pounds do we believe has been released from the system, any injuries associated with the chemical release and mitigation activities have taken place since we were aware of the release.

7. After the release has been controlled and the response is finished, the HazMat team will meet to debrief on exactly what happened and how our response could be improved.

8.  For other releases such as, [HAZARDOUS MATERIAL], or [HAZARDOUS MATERIAL] that reach the Immediately Dangerous to Life and Health (IDLH) level, the same procedures will take place with the exception that the specific Draeger tube for that specific chemical will need to be utilized.  (see Industrial Hygiene Program).

*IDLH's can be established using the NIOSH pocket guide to chemical hazards found on the East wall shelf of the Safety Department Office. 
Health hazards and First Aid response associated with exposure to [HAZARDOUS MATERIAL]. The Health Hazards associated with [HAZARDOUS MATERIAL] include the possiblity of eye, nose, and throat irritation, bronchial spasms, chest pain, burns to the skin, frostbite.  If the exposure level of [HAZARDOUS MATERIAL] exceeds that of the IDLH level, 300 ppm, there is a possibility of death occurring if their is an inadequate oxygen supply.  First aid techniques for responding to people exposed to [HAZARDOUS MATERIAL] will vary based on the exposure level.  If [HAZARDOUS MATERIAL] gets on the skin or in the person’s eyes, he or she must immediately flush their skin or eyes with water.  If the person has respiratory difficulty, he or she must be brought to fresh air immediately, if the person is able to walk.  It may be necessary to evacuate the person from the area and perform rescue breathing or cardiopulmonary resuscitation.  Injured employees who are exposed to [HAZARDOUS MATERIAL] must be decontaminated before the ambulance services will take them to the hospital.

Handling Small Releases of [HAZARDOUS MATERIAL]
Employees will respond to small releases that do not necessitate an emergency evacuation or releases that can be handled without entering the danger area.  Small releases may be stopped by any direct action necessary on the leaking component.  Releases at valve packing would meet this criteria.  When it is impossible to sufficiently isolate and stop a small release, then it may be necessary to pump down a section of piping or equipment.

Releases of [HAZARDOUS MATERIAL] that cannot be stopped by direct action, or that create an area that cannot be immediately entered, may be stopped by operational methods such as closing valves and/or turning off equipment.

The area exposed to a [HAZARDOUS MATERIAL] release could be ventilated using the normal installed ventilation equipment.


D.
If the emergency is a Fire, the following procedure will be followed:



(Fire/Explosion)

1. If the fire alarm activates – evacuation WILL occur.

2. The Maintenance Supervisor will use the check off sheets for employee accountability located:

i. maintenance supervisor’s office

ii. at all guard shacks

iii. by the fire alarm panel

3.  Once the Maintenance Supervisor calls for the all employees/visitors/contractors/ accounted for and the situation is under control - will the “All Clear” be given to re-enter the facility.

4. QA is responsible for making the deposition on the product before restarting production.

If a fire is localized and the alarm does not activate

1.  If the fire cannot be extinguished with the use of one fire extinguisher the employee is to notify the Supervisor immediately.  The Supervisors/Evacuation Wardens are to direct their employees out of the building to their predetermined gathering point (see appendix 1&2 for evacuation routes).  If the evacuation will be to another part of the building, the Supervisor/Evacuation Warden will communicate that to the group at this time. Otherwise, all groups are to evacuate to the predetermined exterior gathering point (see appendix 1&2 for evacuation routes). Personnel Accountability Procedures are to take place (pg. 10).  Follow Radio Traffic protocol on page 11-12.
2.  Employees are to stay with this evacuation group and notify the Evacuation Warden of their original department and their name.  NO EMPLOYEES ARE TO LEAVE THE GROUP THEY EVACUATED WITH UNTIL TOLD TO BY THE EVACUATION WARDEN.  EMERGENCY TEAM PERSONNEL ARE TO BE ACCOUNTED FOR PRIOR TO RESPONDING TO THEIR PREDETERMINED EMERGENCY TEAM LOCATION.

3.  The Evacuation Warden/Sweep Personnel/Maintenance should be the last employee out of the evacuated area. As they leave they should confirm visually that all employees are out of the area, all equipment is off, and that all doors are closed in their area and along their egress route. If anyone is unaccounted for, equipment was noted still operating, or any doors could not be closed on the way out, this information should be reported to the Emergency Command Team via a two way radio.  Back up communication will be by means of a runner.  The runner will bring the information to the Emergency Command Team at a specified area designated at the time of the emergency.



4.  Only trained individuals may perform search and rescue operations.

5.  The Supervisor will stay with his/her group until the all clear is given and  employees are returned to their department, or until the group is released by a member of the Emergency Command Team and allowed to leave the property.


E.
If the emergency is a Bomb Threat, the following procedures will be acted upon:

The Emergency Command Team will notify the civil authorities  (The State Police [LOCAL NUMBER] or 81-911) and company officials.

a.  If the Emergency Action Team deem the threat serious, the Supervisors/Evacuation Wardens/Sweepers/Maintenance are to direct their group, or assist the employees out along the primary egress route to the predetermined gathering point.  If the evacuation will be to another part of the building the Supervisor/Evacuation Warden will communicate this to the group at this time. Otherwise, all groups are to evacuate to the predetermined exterior gathering point (see appendix 1&2 for evacuation routes).  Personnel Accountability Procedures are to take place. 

b.  Employees are to stay with this evacuation group and notify the Evacuation Warden of their original department and their name.

NO EMPLOYEES ARE TO LEAVE THE GROUP THEY EVACUATED WITH UNTIL TOLD TO BY THE EVACUATION WARDEN.  EMERGENCY TEAM PERSONNEL ARE TO BE ACCOUNTED FOR PRIOR TO RESPONDING TO THEIR PREDETERMINED EMERGENCY LOCATION.

c.  The Evacuation Warden/Sweep Personnel/Maintenance should be the last employee out of the evacuated area. As they leave they should confirm visually that all employees are out of the area, all equipment is off, and that all doors are closed in their area and along their egress route. If anyone is unaccounted for, equipment was noted still operating, or any doors could not be closed on the way out, this information should be reported to the Emergency Command Team by means of a runner.  The runner will bring the information to the Emergency Command Team at a specified area designated at the time of the emergency.  TWO-WAY RADIOS CANNOT BE USED.  THE RF SIGNAL THAT IS SENT WHEN THE RADIO IS KEYED, MAY SET OFF AN ELECTRICALLY-DETONATED BOMB.
d.  COMPANY EMPLOYEES ARE NOT TO PARTICIPATE IN SEARCH OF THE FACILITY FOR THE BOMB. ALL BOMB SEARCHES ARE TO BE  CONDUCTED BY CIVIL AUTHORITIES ONLY.

e.  The Supervisor/Evacuation Warden will stay with his/her group until the all clear is given and  employees are returned to their department, or until the group is released by a member of the Emergency Command Team and allowed to leave the property.


F.
If the emergency is a Civil Strife(Riots/Strike), the following should take place:

a.  In the event of mobs or civil disturbances, the employee or security guard will notify a supervisor and the Emergency Command Team. 

b.  If the civil disturbance is on company property, employees will be evacuated from the immediate area.

c.  If the disturbance is adjacent to company property,  employees will not be allowed to leave through the affected area until authorized by the Emergency Command Team or civil authorities.

d.  If the threat of sabotage is present, once the area is controlled, the Power and Steam Engineer will be responsible for operating critical plant operations, such as power transfers to the emergency generators, [HAZARDOUS MATERIAL] system shut down, etc.

G.
Specific procedure for employees to remain behind to operate critical equipment before evacuation.

INCIDENT COMMANDER PROTOCOL

A Hazardous Material (HazMat) Response is defined by Corporate Safety as a release of 50 parts per million (ppm).  The [BUSINESS NAME] recognizes any release which cannot be safely repaired or isolated with no more than two trained HazMat responders at the site of the release wearing no more than approved miner's masks would constitute a Hazardous Material Response. 


A.
Roles & Lines of Authority:

1.  As previously described, all authority for requiring a HazMat Team response is with the Emergency Command Team or local civil authorities, once they have arrived on Company property and have assumed scene command.

2.  Training shall be based on the duties and function to be performed by each employee of the HazMat Team.  The skill and knowledge levels required for all new responders will be conveyed to them through training before they are permitted to take part in actual HazMat response.  Only trained employees will be members of the HazMat Team.




a.
First Responder, Awareness Level 

First Responders at the awareness level are "trained observers." Their duties are to recognize that there is a problem and notify appropriately trained individuals.  They are to take no further action beyond notification.  They should also include in their notification any information that will aid in the response to an emergency, such as the presence of victims, fire, additional hazards such as running machinery, etc...

b.
First Responder, Operations Level

First Responders at the operations level are employees who respond to releases or potential releases of hazardous substances as part of the initial response to the site for the purpose of protecting nearby persons, property, or the environment from the effects of the release.  They are trained to respond in a defensive fashion without actually trying to stop the release.  Their function is to contain the release from a safe distance, keep it from spreading, and prevent exposure.



c.
Hazardous Materials Technician

Hazardous Materials Technicians are employees who respond to releases or potential releases for the purpose of stopping the release.  They assume a more aggressive role than a First Responder at the operations level in that they will approach the point of release in order to plug, patch, or otherwise stop the release of a hazardous substance.

d.
Hazardous Materials Specialist 

Hazardous Materials Specialist is an employee who will respond with and provide support to Hazardous Materials Technicians. Their duties parallel those of the Hazardous Materials Technician.  However, those duties require a more directed or specific knowledge of the various substances they may be called upon to contain.  The Hazardous Materials Specialist would also act as the site liaison with Federal, State, local, and other government authorities in regards to site activities.

B.
Emergency Recognition and Prevention:



In our plant, we have the following chemicals:



[HAZARDOUS CHEMICAL] AND CORROSIVES.

1.  These chemicals dictate what type of clothing and equipment will be needed to handle a HazMat Response.

2.  Prevention programs for these chemicals are also considered a preventative maintenance item.  All chemicals will only be stored with compatible material.  Acids are isolated from all bases and chlorinated products.  To reduce the potential problems from inadvertent spills in the chemical storage rooms, all chemical containers are stored on spill retention devices.

C.
Safe Distances and Places of Refuge:

Evacuation of the facility will follow the evacuation procedures previously discussed.  For a HazMat incident, evacuation of all employees will be necessary. Evacuation to an outdoor location that is up-wind from the facility will be required.  These locations are marked on the map as "Evacuation Locations".  The gathering points have been determined based upon the direction of prevailing winds for this location.


Notification of a chemical spill or release will follow the Notification Procedures previously discussed.  
Accounting of employees will follow the established Accounting Procedures also previously discussed.

D.
Site Security and Control:

1.  Once a HazMat response has been initiated, the first step to gaining control of the incident is to isolate people from the problem.  This will be done by securing the response site.  The area to be secured will include all parts of the facility and property that are included in the hot and warm zones.

2.  Employees from the HazMat Team that are trained and designated as First Responder Operational Level, will be responsible for securing the site as instructed by the Incident Commander.

3.  The control and isolation of areas will adhere to the following safety zones.



i.
Hot Zone

This area is immediately dangerous to life and health (IDLH).  Entry into this area will require the appropriate personal protective equipment, either Level A or B, depending upon the type of chemical(s) that has been released or spilled.  Only members of the HazMat Team, trained and designated as hazardous material Technicians are to be allowed into this area.



ii.
Warm Zone

This area is outside of the Hot Zone.  Level A or B personal protective equipment is not required in this area.  This area is restricted to operations and support personnel essential to hands-on work performed in the hot zone.  Decontamination procedures are carried out in this zone.  Only appropriately trained personnel may be in this area.



iii.
Cold Zone

This area is outside of the Hot and Warm zones.  This area is considered safe from the incident.  There are no personal protective equipment requirements or specialized training requirements to be in this area.  This area will have located in the Emergency Command and the First Aid Rooms.

E.
Medical/First Aid:

1.  There needs to be trained medical assistance available at the HazMat response operation capable of controlling medical emergencies that might arise.  All members of the HazMat response team should be aware of the location of the emergency medical personnel.

2.  Harmful events can occur during a HazMat response operation.  Emergency medical contingencies will be developed with local medical providers to decrease the severity of injury to a team member if they are exposed to a hazardous event.  In the event that a medical emergency requires first aid (any medical treatment) the Supervisor is in charge of the situation.  

3.  When handling bodily fluids (such as but not limited to blood) all MEDICAL first responders will follow "Universal Precautions" by wearing the proper personal protective equipment and washing their hands after treatment.  For more information see the Bloodborne Pathogens Program.

F.
Decontamination:

1.  Proper decontamination (Decon) is essential to ensure the safety of employees involved in the HazMat incident.  The primary Decon method we will be using a vinegar/water mixture to neutralize any [HAZARDOUS MATERIAL] found on the chemical clothing or equipment.

2.  The selection site for the Decon area will be determined by the Incident Commander at the beginning of the HazMat response.

3.  The criteria that the Incident Commander will use to determine the appropriate location for the Decon area include is:

a.  It must be located outside of the Hot Zone, but as close as possible to prevent further contamination.




b.  It must be located uphill, if possible, from the Hot Zone.




c.  It must be located upwind from the Hot Zone.




d.  The area must be remote from drains, manholes, and waterways.




e.  The area should be located on a hard surface and have adequate water supply.

f.  If possible, the area selected should be able to contain the decontamination  water.  By doing this, the possibility of contaminated water spreading outside of the Hot Zone is reduced.

g.  If the area is not capable of containing Decon water, small portable pools will be set up to collect the contaminated water.  As HazMat team members are decontaminated, they will stand in pools.  All contaminated Decon water will be neutralized if possible.  If not possible, the contaminated water will be disposed of in accordance with local, state, and federal regulations.

4.  Once the Decon area has been designated, it must be immediately isolated and marked  - "DANGER DO NOT ENTER".  This will be done with barrier tape and stakes.  A member of the HazMat team will secure the area and monitor it so that no unauthorized personnel is allowed into the Decon area.

G.
PPE and Emergency Equipment:

1.  Level A - protection will need to be worn when the highest level of respiratory, skin, eye, and mucous membrane protection is required and consists of the following:

a.  Positive pressure, full face-piece self-contained breathing apparatus  (SCBA), (NIOSH approved).




b.  Totally-encapsulating vapor-protective chemical suit.




c.  Coveralls.




d.  Gloves:  -outer, chemical-resistant

     -inner, chemical-resistant (insulated when used for an [HAZARDOUS CHEMICAL]  response)

e.  Boots, chemical-resistant, steel toe and shank.  (The chemical suit's boot will normally be worn on the inside of this boot.)

f.  Radio, two-way radio communication will need to be maintained with each individual that enters the Hot Zone of a contaminated area.

2.  Level A - protection will need to be used when responding to a HazMat incident involving the following chemicals at our plant:  [HAZARDOUS MATERIAL].

3.  Level B - (NOT UTILIZED BY [BUSINESS NAME] COMPANIES) Protection will need to be worn when the highest level of respiratory, eye, and mucous membrane protection is necessary but a lesser level of skin protection is needed and consists of the following:

a.  Positive pressure, full-facepiece self-contained breathing apparatus (SCBA)(NIOSH approved).

b.  Hooded chemical-resistant clothing (overalls and long-sleeved jacket; coveralls; one or two-piece chemical-splash suit; disposable chemical-resistant overalls).




c.  Coveralls, insulated type.




d.  Gloves
-outer, chemical resistant.






-inner, thermal insulating.

e.  Boots, outer, chemical-resistant steel toe and shank.

f.  Radio,  two-way communication will need to be maintained with each individual that enters the Hot Zone of a contaminated are  Visual signals will be used in case the radios malfunction.

4.  Level C - All HazMat team members involved in Decon procedures will wear appropriate PPE.  The required PPE in the Decon area will be based on the type of hazardous material involved in the incident.  In all cases, Decon personnel will be required to wear the following:

a.  Chemical-splash suit.  (This is the same type of suit that the sanitation employees wear.)




b.  Gloves, outer, chemical-resistant.




c.  Chemical goggles and face shield.




d.  Boots, chemical-resistant.

5.  Level D Equipment:  Normal clothing


Additional personal protective equipment can be required by the Incident Commander at the time of the incident.

H.
Debriefing:

1.  A debriefing of all employees and civil authorities were involved in the response will be conducted as soon as the scene commander has terminated all emergency activities.


2.  The debriefing should be concluded in less than 45 minutes.


3.  The following items will be discussed:



a.  Who, if anyone, was exposed to hazardous material during the response.

b.  What are the possible signs and symptoms of over exposure to the hazardous chemicals that were involved in the response.

c.  The disposition of any Company or civil employees who were taken to the hospital.

d. The disposition of the equipment.

e. What, if any, equipment malfunctions were noted during the response.

f.   Who the contact person will be with each civil agency that responded to the incident.

f. What we learned from the emergency response.

4.  The final action of the Emergency Command Team will be to thank all Company and civil employees for their help during the incident.

5.  All drills and tests will be thoroughly documented.  This documentation will include:




a.
The date the drill or test occurred.




b.
The time the drill or test was initiated.




c.
The time the drill or test was concluded.




d.
The participants and their functions during the drill or test.




e.
The purpose and type of drill or test that was conducted.




f.
The emergency scenario that was drilled or tested for.




g.
The observations and results of the drill or test.

TRAINING


A.
For Severe Weather, the following training is conducted: 



(Tornadoes, Severe Thunderstorms, and Floods:)

1.  Newly hired employees are required to participate in Safety Orientation training.  Comprehension of the material is verified through an exam.

2.  Annual Safety Line Meetings are conducted for all shifts in the proper procedures that must be followed during this type of an emergency.




a.
The line meeting will include the following information:





- Who is responsible for the Departmental Evacuation





- How the employees will be notified





- Where the designating meeting areas are located





- Who is responsible for controlling the emergency generators, 





   if necessary.




b.
Practical Internal Evacuations are not conducted

3.  All training is administered and filed by the Safety Department. Proof of orientation training goes in the personnel files.


B.
For Medical Emergency, the following training is conducted: 

1.  Newly hired employees are required to participate in Safety Orientation Training.  Comprehension of the material is verified through an exam.

2.  Annual Safety Line Meetings are conducted for all shifts in the proper procedures that must be followed during this type of an emergency.

3.  All Departmental Supervisors are required to attend Adult CPR training every year and First Aid training every three years. 








4.  All training documentation is filed in the Safety Department.

5.  All EMT's are required by the state to receive thirty (30) hours of refresher training every three (3) years after obtaining their state license.  Courses include CPR/First-Aid, Pediatrics, Splinting, Extrication, Back Boarding, Patient Assessment, Bloodborne Pathogens, etc.

a.
Training may be provided through [LOCAL AGENCY NAME AND PHONE NUMBER]

6.  All documentation must be submitted to the Human Resources Department for tuition reimbursement.


C.
For Chemical Release  the following training will be conducted:

1.  All new-hire employees are required to participate in Safety Orientation training.  Comprehension of the material is verified through an exam.

2.  Annual Safety Line Meetings are conducted for all shifts in the proper procedures that must be followed during this type of an emergency.




a.
The line meeting will include the following information:





- Who is responsible for the Departmental Evacuation





- How the employees will be notified





- Where the designating meeting areas are located





- Who is responsible for controlling the emergency generators, if necessary.

3.  The [BUSINESS NAME] is required to conduct HazMat Response drills.  At least twelve (12) to thirteen (13) members of the team must be utilized.  (see appendix 11 for a list of the current members)

a.  Table top discussions are no longer adequate.

b.  The session must follow proper Incident Command protocol, be videotaped, and documented using the Incident Command Checklist (see appendix 12).

i.
Training will be conducted by Certified HazMat Instructor.

c.  All documentation is collected and filed by the Safety Department.  Evaluations and the Incident Commander Checklist are issued to each participant after the drill.

4.  As required by the Federal Government, each member of the HazMat Team will be required to participate in an annual Eight (8) hour Refresher Training Course.

a.  The class will consist of four (4) hour lecture (see eight hour training folder in the Safety/Assistant Engineer's Office) and four (4) hour practical drill.

1.
Training will be conducted by Certified HazMat Instructor.

b.  The practical drill will include the proper Incident Command protocol, video taped, and documented using the Incident Command Check List (see appendix 13).

c.  All documentation is collected and filed by the Safety Department.  Evaluations and the Incident Commander Check List are issued to each participant and Plant Management within two weeks of the training.


D.
If the emergency is a Fire, the following will take place:

1.  All new-hire employees are required to participate in Safety Orientation training.  Comprehension of the material is verified through an exam.

2.  Annual Safety Line Meetings are conducted for all shifts in the proper procedures that must be followed during this type of an emergency.

3.  Annual hands-on fire extinguishment training is conducted for Departmental Supervisors, Maintenance Personnel and Warehouse Employees.  

4.  Emergency evacuation drills are conducted annually for the entire facility.

5.  Evacuation summaries are conducted on the following months safety line meeting.  The meeting will include evacuation times and deficiencies.



6.  All documentation is collected and filed by the Safety Department.  

E.
If the emergency is a Bomb Threat, the following will take place:

1.  Training is conducted for Security, Alternates, and Computer Room personnel every three (3) years on proper emergency notification procedures.

a.  The training will include how to notify employees, complete a  bomb threat report, and harassment calls.



2.  All documentation is collected and filed by the Safety Department. 

F.
If the emergency is a Civil Strife, the following should take place:



1.  NO training is conducted

INSPECTION OF EQUIPMENT

1. Inspection of Respirators for HazMat Response:   Maintenance personnel on the HazMat Team are responsible for inspection of respirators and HazMat Bags on a monthly basis.

a) Location sites of respirators

i) Emergency Command Center (4 SCBAs)

ii) Battery Charging room in Building 1(miner’s mask only)

iii) Engine Room shop in Building 1(miner’s mask)

iv) Electrical room in Building 2(1 miner’s mask)

v) Generator room in Building 2(1 miner’s mask)

vi) Maintenance cabinet in Building 2(miner’s mask)

vii) Canister room located on roof of Building 2

b) Inspection protocol for miner’s masks

i) check outside container for condition

a) hasps not broken

b) container has inspection tag

c) container clean, inside and out?

d) container must not be stored next to any flammable/combustible materials.

e) container must not be stored in any unusually cold/hot areas.

ii) The Carrying Case must contain:

a) The HazMat procedure and protocol sheet

b) Two PPE cleaning swabs(non alcohol) 

iii) Canister:  Has it been used?  Yellow cap over top and white sticker over the bottom of canister.

iv) Miner’s Mask in clear plastic bag

a) Straps extended out completely

b) Placed inside mask-not stretched over face piece

c) Straps and hose in good condition--not cracked!

c) Inspection protocol for SCBAs

i) check outside container for condition

a) hasps not broken

b) container has inspection tag

c) container clean, inside and out?

d) container must not be stored next to any flammable/combustible materials.

e) container must not be stored in any unusually cold/hot areas.

ii) The Carrying Case must contain:

a) The HazMat procedure and protocol sheet

b) Two PPE cleaning swabs(non alcohol)

iii) Check hydrostatic testing date stamp on the collar of the oxygen cylinder.

a) Composite tanks must be tested within every three years (green MSA tanks)

b) Steel tanks must be tested within every five years (yellow Scott tanks)

iv) Oxygen tanks must be filled between 4000 to 4500 psi of air.

v) Miner’s masks in clear plastic bag

a) Straps extended out completely

b) Placed inside mask-not stretched over face piece

c) Straps and hose in good condition--not cracked!

vi) Ensure hose from valve controls to tank are in good condition-no cracks.

2. Inspection of  Blue HazMat Bags

a) Check for Draeger air pump, draeger tubes, [HAZARDOUS CHEMICAL] gloves miner’s mask clipboard with forms attached for [HAZARDOUS CHEMICAL]response protocol, goggles, faceshield, barrier tape that states “Do Not Enter”, and eyewash solution.  Verify that all items are present and in good condition.

b) Inspect dates on the draeger tubes and [HAZARDOUS CHEMICAL] canisters in stock.  If the expiration date is before the next scheduled inspection, then the supervisor should be informed so new tubes or canisters can be ordered.

3. Inspection of EMT Medical Response Bags:   These bags are inspected thoroughly on a quarterly basis by maintenance; however, supplies can be ordered as needed.

a) All reusable equipment in the EMT bags must be inspected for cleanliness, and functionality.

b) All expired supplies must be disposed of properly and replenished.

4. Inspection of Motion Sensors/Alarms:  These are tested by the Safety Manager for functionality.  Batteries will be replaced on a scheduled basis or immediately if necessary.

5. Inspection of Level A suits: Level A suits must be pressure tested after each use or at least annually.  Kappler, a manufacturer of the suits, has stated that unopened suits do not need to be pressure tested.

6. Inspection of all other equipment/supplies:  The assigned Decontamination member(s) are responsible for inspecting the other equipment for cleanliness and functionality and take an inventory of supplies.  If we are low on supplies like spare batteries and gatorade, they will inform the Assistant Chief Engineer so it can be ordered.
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[BUSINESS NAME]
Emergency Action Plan
South Building Location(s)

 SE corner of Dry Storage Room (Chemical Storage Cage)
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 SW corner of Dry Storage Room (Chemical Storage Cage)
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Appendix 4
Bomb Threat Telephone Report
[BUSINESS NAME]
Emergency Action Plan
BOMB THREAT TELEPHONE REPORT
CONFIDENTIAL

INSTRUCTIONS:  BE CALM, BE COURTEOUS, LISTEN, DO NOT INTERRUPT THE CALLER

Time: 






Date: 





Exact words of person placing the call: 







Circle One:        Local

Long Distance

Internal

Unsure
KEEP CALLER TALKING - STAY CALM - ASK QUESTIONS IN ORDER

1.
Where is the bomb right now?  Exactly?  







2.
When is the bomb going to explode?  







3.
What does the bomb look like?  








4.
What will make it explode?   








5.
Did you place the bomb?  








6.
Why?












7.
Do you know that the bomb may kill or injure innocent people?



8.
Where are you now? 









***KEEP THE CALLER TALKING AS LONG AS POSSIBLE***

TRY TO DETERMINE THE FOLLOWING ABOUT THE CALLER  (CIRCLE AS APPROPRIATE)
IDENTITY
MALE/FEMALE

ADULT/JUVINILE

AGE 

YEARS
VOICE

LOUD/SOFT

HIGH PITCH/DEEP

RASPY/PLEASANT

ACCENT
LOCAL


NOT LOCAL

FOREIGN/REGIONAL

SPEECH

FAST/SLOW

DISTINCT/DISTORTED
STUTTER/NASAL/SLURRED/LISP

LANGUAGE
EXCELLENT/ GOOD/ FAIR/ POOR/ FOUL

MANNER
RATIONAL/IRRATIONAL
COHERENT/ INCOHERENT
DELIBERATE/CASUAL

INTOXICATED/SOBER
EMOTIONAL
RIGHTEOUS
CALM/ANGRY     LAUGHING

BACKGROUND
ANIMALS

OFFICE MACHINES/FACTORY MACHINES
QUIET
VOICES



BEDLAM

TRAINS/AIRPLANES/STREET TRAFFIC
MUSIC/PARTY ATMOSPHERE


DID THE CALLER SEEM FAMILIAR WITH THE COMPANY OR ITS EMPLOYEES?    YES / NO

ADDITIONAL INFORMATION OR COMMENTS:  








RECEIVING TELEPHONE NUMBER:  

   PERSON RECEIVING THE CALL: 




ACTION TO TAKE IMMEDIATELY AFTER CALL:

· CONTACT MEMBERS OF MANAGEMENT LISTED ON THE BACK OF THIS PAGE IN ORDER.  DO NOT USE A TWO-WAY RADIO OR A CB.

· DO NOT DISCUSS THIS INCIDENT WITH ANYONE EXCEPT SECURITY  AND AUTHORIZED MANAGERS.

Call In Order of Listing
Plant Manager*





Home: 
[NUMBER]
[NAME]




Cell:  

[NUMBER] 








 
Maintenance Manager*




Home: 
[NUMBER]



[NAME]




Cell: 

[NUMBER]





Operations Manager




Home: [NUMBER]

[NAME]




Cell: 

[NUMBER]
Safety Manager*





Home:  
[NUMBER]

[NAME]




Cell:  

[NUMBER]   

Human Resources Manager*



Home:
[NUMBER]

[NAME] 



             Cell:   

[NUMBER]
Q.A. Manager*





No home phone

[NAME]





Cell:    

[NUMBER]
Maintenance Supervisor




Home:
[NUMBER]
[NAME]





Cell: 

[NUMBER]
Manager Supply Chain* 




Home: 
[NUMBER]

[NAME]





Cell: 

[NUMBER]
Warehouse Manager*




Home

[NUMBER]

[NAME]
*ALWAYS CONTACT

Other Comments: _____[SAFETY MANAGER] will contact Corporation Safety 




Appendix 5
Emergency Medical Technician (EMT) Members
[BUSINESS NAME]
Emergency Action Plan
[NAME] – [TITLE AND SHIFT]
[NAME] – [TITLE AND SHIFT
[NAME] – [TITLE AND SHIFT]
[NAME] – [TITLE AND SHIFT]
Appendix 6
Hazardous Material Response Team Members
[BUSINESS NAME]
Emergency Action Plan

Located in [COMPANY INTRANET FOLDER LOCATION]

Appendix 7
Incident Commander Protocol Checklist
[BUSINESS NAME]
Emergency Action Plan

Incident Commander's Checklist



You assume charge and all responsibility of this operation
Assignments: Logger, Liaison, Communication, Safety Manager, Medical/First Aid, Security






Responder's (4), Decontamination Crew 1-2 and Equipment 1-2






PROCEDURE
COMMENTS
1.  Take note of when incident begun:

Who reported the release?  









What time the release was identified? 


am/pm

Wind Direction?




Temperature?




Time IC was notified?


am/pm

2.  Begin to gather information:


Where is the release?









(also use map from Command Center)







Why did the incident occur










What Department was evacuated








(Information from Departmental Supervisor {Evacuation Warden})

At what time
_____________am/pm

Get head count___________________

3.  Has the rest of management been notified?

Emergency numbers on back of clipboard.
Maintenance Mgr/ Warehouse Mgr/QA Mgr/ Plant Manager/Safety Supervisor/HR Mgr

Other



4.  Take count of the medical personnel available to you.
     Name





Name





5.  Notify Governmental Agencies in order of listings, and if needed,

EPA/Corporate/DEQ/[LOCAL] County Emergency Crews(81-911)
(see back of clipboard)
(only under IC's command)
6. Consider additional hazards in immediate area.
7. Location & Hazard
(For example, the fuel behind the garage.) 
8.  Establish ALL ZONES and barricades


Location of HOT 









Location of WARM 










Location of COLD  









Make sure all equipment is located in cold zone. For example, SCBA, ropes, ladders, flashlights, and etc

Location










9.  Have two responders and station them by the on the edge of the HOT ZONE.

(Incident Commander should be stationed at the Emergency Action Command Center and the Logger should never be in WARM or HOT ZONE.  The logger should stay with the Incident Commander.)
10.  Based on the reading, determine the level of personal protective equipment that needs to be required.


(Safety Coordinator makes ultimate decision).

Evacuate = 25PPM
Miner's Mask = 35-299PPM
SCBA/Class "A" clothing= 300-15,999 Corporate Mandate (SAFETY COORDINATOR  NIOSH STEL RECOMMENDS SCBA's AND CLASS "A" SUITS AT 300 PPM-NIOSH MANDATES AT 300PPM)

**ENTRANTS must evacuate at 15,999 PPM!!!
11.  If the [HAZARDOUS MATERIAL] reading is less than 16,000, entrants can enter the hot zone, but must take readings every 20 ft.  If at anytime, the readings pass 16,000, the entrants must exit.


10% of LEL(160,000) = 16,000 PPM
12.   Start Ventilation.


*Before final exit, have entrants rest and then reenter to verify safe breathing levels and that the leak is completely repaired.

13.   After the spill is secured, ensure that the responders go immediately to decontamination.



*Least contaminated person Decons first.



*Make absolutely sure that the DECON DECONS themselves!!!


Decon Team Captain Name:







Name










Name










Name









14.  
Record [HAZARDOUS MATERIAL] concentrations every 15 minutes starting from the time when entrants first enter.


1. 


ppm


time am/pm


2. 


ppm


time am/pm



3. 


ppm


time am/pm

4. 


ppm


time am/pm

5. 


ppm


time am/pm

6. 


ppm


time am/pm

7. 


ppm


time am/pm

8. 


ppm


time am/pm

9. 


ppm


time am/pm
                 10


ppm


time am/pm

Incident Commander's Logger
Must be Communication Liaison to Incident Commander!! 
1.
Take note of when incident begun:


Who reported the spill?











What time the spill was identified:


am/pm


Wind Direction




Temperature




Time IC was notified


am/pm

2.  
Begin to gather information:



Where-Give location in the plant (also use map from Command Center)


Why did the incident occur 











What Department was evacuated










(Information from Departmental Supervisor {Evacuation Warden})



At what time


am/pm



Get head count



3.  
Has the rest of management been notified? Emergency numbers on back of clipboard.

Maintenance Mgr/Warehouse Mgr/QA. Mgr/ Plant Manager/Safety Supervisor/HR Manager

Other 





4. Take count of the medical personnel available to you.

Name






Name





5.  
Notify Governmental Agencies in order of listing

EPA/Corporate

if needed:



DEQ/[LOCAL] County Emergency Crews (9-1-1)


(see back of clipboard)(only under IC's command)
6.  Consider additional hazards in immediate area

Location & Hazard  For example, the fuel behind the garage.




7.  
Establish ALL ZONES and barricades


Location of HOT












Location of WARM  










Location of COLD












Make sure all equipment is located in cold zone. For example, SCBA, ropes, ladders, flashlights, etc.



Location_____________________________________________________________________

8.
 Have two responders and station them by the on the edge of the HOT ZONE.


(Incident Commander should be stationed at the Emergency Action Center and Logger should never be in WARM or HOT ZONE.  The logger should stay next to the Incident Commander.)
9.  Based on the reading, determine the level of personal protective equipment that needs to be required.  
(Safety Coordinator makes ultimate decision).


Evacuate = 25PPM

Miner's Mask = 35-299P PM


SCBA/Class "A" clothing= 300-Corporate Mandate

 (SAFETY COORDINATOR NIOSH STEL RECOMMENDS SCBA's AND CLASS "A" SUITS 


AT 300 PPM-NIOSH MANDATES AT  300PPM)


**ENTRANTS must evacuate at 15, 999 PPM!!!
10.  
Describe who has been contacted, the response of governmental officials, names, and times.



Management:




(names)




(time)


am/pm




(names)




(time)


am/pm





(names)




(time)


am/pm




Government Officials:




(names)




(time)


am/pm


Response
(names)





time)


am/pm





Response



(names)





(time)


am/pm

Response  

Corporate:



(name)





(time)


am/pm




Response
11.  REMAIN CALM and DO NOT EXAGGERATE AROUND THE MEDIA!!!

 STATEMENT: We are assessing the situation at this time, and a formal briefing will be made once all of the facts have been gathered.  SAY NOTHING ELSE!!!!! 

12. 
Do not guess!
13. 
Do not leave the scene without notifying the Incident Commander.

14. 
Record [HAZARDOUS MATERIAL] concentrations every 15 minutes starting from the time when entrants first 
enter.


1.  


ppm


 time am/pm


2.  


ppm


 time am/pm



3.  


ppm


 time am/pm


4.  


ppm


 time am/pm

5.  


ppm


 time am/pm

6.  


ppm


 time am/pm

7.  


ppm


 time am/pm

8.  


ppm


 time am/pm

9.  


ppm


 time am/pm

10


ppm


 time am/pm
15. 
Obtain pH indicator sticks from Decon Captain and attach them to this checklist (samples from ALL three (3) zones).

Medical/First Aid Officer 
Determine severity of the situation and advise Incident Commander.

You must know first-aid and CPR.

1. Take note of the wind direction.

2.
Determine at what level there needs to be an evacuation and what type of personal protective equipment needs to be worn.

Evacuate area at 25 PPM 
SCBA/Class "A" clothing 300-PPM

Corporate Mandate (SAFETY COORDINATOR NIOSH STEL RECOMMENDS SCBA's AND CLASS "A" SUITS AT 300 PPM-NIOSH MANDATES AT 300PPM)

Miner's mask required 35-299PPM
No one enters past 16,000PPM

ENTRANTS must evacuate at 15,999 PPM!!!
3. Take vital signs (blood pressure, pulse, respiration) of all entrants before entering contaminated area.


Pre-Entry:

Team "A"


Name









Blood pressure/pulse



temp



Name










Blood pressure/pulse



temp



Team "B"


Name










Blood pressure/pulse



temp



Name










Blood pressure/pulse



temp




Duplicate:

DO NOT FILL-OUT IF UNNECESSARY!!!!

Team "A"


Name










Blood pressure/pulse



temp



Name










Blood pressure/pulse



temp



Team "B"


Name










Blood pressure/pulse



temp



Name










Blood pressure/pulse



temp



EXAMPLE



*190/100 blood pressure maybe too high for the individual to be entrant.

Each case is unique!!!!!
What time entrants went on air.  All must start at same time.
Time


am/pm

Take gauge reading from all four (4) air tanks.  


45-42psi FULL  



**Alarm Sounds at 10psi   x100
Team "A"

Name





psi

Name





psi

Team "B"

Name





psi
Name





psi
REMEMBER: MSA tanks only have 35 to 40 minutes of actual air for entrants.

Tell Incident Commander, at 5 minute increments, how much air the entrants have left. 










4.  Get employee counts from department supervisors and logger.

5.  Have [LOCAL] County called in if anyone is succumbed by the chemical spill.

Dial 9-1-1 for an EMERGENCY

6.
Take vital signs (blood pressure, pulse, respiration) of all entrants after entering contaminated area.


Post Entry:

Team "A"


Name










Blood pressure/pulse



temp



Name










Blood pressure/pulse



temp



Team "B"


Name










Blood pressure/pulse



temp



Name










Blood pressure/pulse



temp



Duplicate: DO NOT FILL-OUT IF UNNECESSARY!!!!

Team "A"


Name










Blood pressure/pulse



temp



Name










Blood pressure/pulse



temp



Team "B"


Name










Blood pressure/pulse



temp



Name










Blood pressure/pulse



temp



7.  Make note of any irregular visual condition of entrant.

Name











Name











Name











8.  Make sure entrants do not suffer from heat exhaustion.


Symptom Chart:
	SIGNS & SYMPTOMS

Muscle Cramps
	HEAT CRAMPS

Yes
	HEAT EXHAUSTION

No
	HEAT STROKE

No

	Breathing
	Varies
	Rapid and Shallow
	Deep then Shallow

	Pulse
	Varies
	Weak
	Full and Rapid

	Weakness
	Yes
	Yes
	Yes

	Skin
	Moist-warm No Change
	Cold Clammy
	Dry-hot

	Perspiration
	Heavy
	Heavy
	Little or None

	Loss of  Consciousness
	Seldom
	Sometimes
	Often


Debriefing

HazMat Team Participants must debrief within 45 minutes of the 
completion of the hazmat response.

Debrief the remaining employees within 48 hours.

1.  Was the HazMat equipment all present and in good condition?

2.  Was there any equipment failure?









3.  Were any employees exposed to the chemicals?

If yes, what is their condition?

4.  What revisions need to be made to the Emergency Action Plan?  

5.  Could anyone not handle their responsibility, if so, why?

6.  What needs to be done to reduce the response time?

7.  Thank the ALL members of the Emergency Response Team.

8.  Thank Local Emergency Crews.

9.  DOCUMENT everything and send copies to each HazMat Response Team Members.

10. Logger must map Hot, Warm, and Cold zones and location of leak on facility maps. Copies must be submitted, along with documentation of the minute by minute account of what took place, to governmental agencies.

Appendix 8
Corporate Phone Numbers

[BUSINESS NAME]
Emergency Action Plan

CORPORATE SAFETY COMMUNICATION ACCESS
Primary Communications Contact during business hours:


[NAME], Administrative Assistant


Phone #:
[NUMBER]








H&S Fax#
[NUMBER]


Alternates outside of business hours:


[NAME] 






Phone #:
[NUMBER]








Cell #:

[NUMBER]








Home #:
[NUMBER]

[NAME]






Phone #: 
[NUMBER]








Cell #:

[NUMBER]








Home #:
[NUMBER]

[NAME]





               Phone #: 
[NUMBER]








Cell #:

[NUMBER]








Home #:
[NUMBER] 



[NAME]						             Phone #	[NUMBER]


								Cell #		[NUMBER]


								Home#		
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