


This sample policy/procedure must be customized to fit the needs of your company.  It must be integrated into other policies/procedures and processes as required. This is not meant to be used “as-is”, but must be adapted to reflect your company needs and processes.
[insert company info here]
EMERGENCY RESPONSE PROCEDURE
	Date of Issue: 
	

	Written by: 
	Date: 

	Reviewed by: 
	Date: 

	Approved by: 
	Date: 



	PURPOSE

	Although controls are in place to prevent emergency situations from occurring, plans have also been created to ensure that an appropriate response is met, if one does occur.
The purpose of this procedure is to establish and maintain steps to prepare for and respond to emergencies in the workplace, as well as minimize losses associated with them.

	SCOPE

	This procedure applies to all employees, visitors and contractors on site.  Specific emergency response plans have been created for each work location.

	RELATED DOCUMENTATION

	Internal
Hazard Identification & Risk Assessment Procedure
Workplace Violence Risk Assessment
Emergency Response Plan(s)

External
Fire Prevention and Protection Act
Ontario Regulation 213/07 Fire Code NFPA 13-2013 Standard for the Installation of Sprinkler Systems
NFPA Standards on Fire Extinguishers [determine which applies to your company]





	DEFINITIONS

	Command Zone
	Area identified for Emergency Response Lead/Incident Commander to meet other members of the Response Team, in order to coordinate response effectively

	Emergency Response Lead/Incident Commander
	Staff person responsible for managing the company’s response to the emergency, including coordination with external emergency services

	JHSC	
	Joint Health & Safety Committee




	ROLES & RESPONSIBILITIES

	Senior Management is responsible for:
· The administration and implementation of this program, ensuring the necessary resources and training are provided, assigning responsibilities, and generating an emergency contact list
· Ensuring that emergency plans are developed and maintained, and responsibilities delegated; delegated persons will be trained according to the requirements of this procedure
Supervisors/Managers are responsible for:
· Ensuring staff are aware of existing emergency plans
· Reporting to the Health & Safety Designate any identified gaps in training to the plan
Emergency Response Lead/Incident Commander is responsible for:
· Attending required training
· Order evacuation/trigger emergency response plan
· Set up Command Zone
· Ensuring emergency response plans are followed during an emergency
· Assuming overall command, as per the plan
· Coordinating activities of various groups, such as identified parties in the plan, those responsible for business continuity, etc.
· Notifying staff when the emergency situation is complete
· Creating and submitting a report to the Health & Safety Designate outlining the details of the emergency, plan implementation, and identified gaps within the plan
Health and Safety Designate is responsible for:
· Ensuring risk assessments are conducted, as per the Hazard Identification and Risk Assessment Procedure
· Ensuring all staff involved in emergency response are trained to the plan, and records of training are retained
· Communicating emergency plans to affected staff, and ensuring staff are familiar with the plan
· Ensuring that any gaps identified in emergency response reports are built into an improvement action plan, and completed
· Ensuring any submitted reports and subsequent action plans are shared with the JHSC/Health & Safety Representative
Facilities Designate is responsible for:
· Ensuring adequate Emergency Response Equipment is available and inspections of the equipment are carried out, as required
· Creating and maintaining floor plans of emergency response equipment, hazardous materials storage areas, utility lines, and evacuation routes
Joint Health & Safety Committee (JHSC)/Health & Safety Representative is responsible for:
· Reviewing, at least annually, all emergency response plans, and provide feedback to the Health & Safety Designate
Review all reports and action plans arising from an emergency response, in order to ensure all gaps are identified
Employees are responsible for:
· Reporting all emergencies
· Attending training, as required
· Following emergency instructions
· Upon activation of alarm, evacuating by nearest exit and report to designated meeting place
· Obtaining medical assistance when needed
· Being familiar with evacuation routes and alternate means of escape

	PROCEDURE

	Emergency Response Plans
· The Health and Safety Designate, in consultation with the JHSC/Health & Safety Representative, will build emergency response plans for all identified potential emergency situations
· Situations should be identified via hazard and risk assessments, violence risk assessments, incident reporting trends, neighbourhood issues, local environmental conditions, and any other sources that identifies potential emergency situations
· Plans must take into account any governmental plans for emergency situations, that may affect the way the company responds to an emergency
· Any plans created must include, as a minimum, the following:
· Outlined steps for response to each identified emergency
· Description of emergency alert systems (e.g., alarms, lights, etc.)
· Emergency contact lists (i.e., call trees)
· Identify staff who will assist with the emergency response, what their roles are, as well as backup staff in case individuals are not available during response 
· Specific roles that are required, such as those involved with evacuations, and those responsible for communication with staff, customers, staff emergency contacts, media spokesperson(s), government agencies, and others as required
· All staff must be trained on the plan; training should include drills to practice response to an emergency situation
· Drills should be conducted on a regular basis, at minimum annually, and should not create any hazards in the process
· Any gaps identified in emergency response plans during drills will be recorded, with action plans for correction prepared and completed; these will be shared with the JHSC and/or H&S Representative
· Records of training and drills must be created, maintained, and stored for a minimum of 2 years

Emergency Response Equipment
· Equipment must be purchased and installed so that all requirements under the Fire Code and all relevant standards are met
· All equipment must be maintained in good working condition, and to manufacturer and legislative requirements
· Records of inspection and maintenance must be retained for a minimum of 2 years












Dated at _________________________this ________ day of ____________, 20___.     
 

______________________________                        __________________________   
                    Signature                                                                      Witness

_______________________________   		   ___________________________
                Name & Title (please print)                                            Name




	Continuous Improvement Review Tracking

	Date of Review/Change
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	Name of Reviewer

	
	
	

	
	
	

	
	
	




BE CAREFUL OF ALL DATES:
	DO NOT USE OLD INCORRECTLY DATED DOCUMENTS
ALL DATES MUST BE IN CHRONILOGICAL ORDER: policy, communicate, train, evaluate, act


**SEE WSIB GUIDELINE EMERGENCY RESPONSE FOR REQUIREMENTS







	


Emergency Response		
