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Emergency Plan Guidelines

Policy Statement

[Company Name] is committed to having an emergency plan in place for each of our workplaces to assist workers and the public to respond in the event of an emergency.


Emergency Plan

All workplaces require:

	A designated emergency lead and backup on site
	A method for reporting the emergency and summoning aide as quickly as possible

A list of workers/supervisors responsible in emergency situations and how to contact them
A plan to preserve the scene for incident investigation and correction of the hazard
A list of phone numbers for emergency and support services (posted in several conspicuous places).

Workplaces may also require:

	A method for sounding the alarm

A plan considering the more likely of potential emergencies
A map of the workplace showing evacuation routes and head count location, as well as the location of emergency equipment, first aid station, and fire extinguishers
An evacuation, head count, and rescue plan.


Plan Testing

We believe that all emergency plans should be tested. Emergency plan rehearsals may be held at the discretion of the supervisor. A rehearsal shall require:
	Notification of emergency services (of the simulated emergency), all supervisors, and possibly notification of workers
	A pre-determined “all-clear” signal to allow rapid return to work
	An evaluation system to determine the effectiveness of the emergency plan. (This is usually only a stopwatch timing to determine evacuation time.)



Planning the Emergency Program

If the project is located within an existing workplace that has an existing emergency and evacuation plan, the supervisor must establish only those procedures necessary to complement the existing workplace system and ensure a complete emergency plan for the project site.


Guidelines for Preparing and Emergency Plan

All projects require an emergency plan. The magnitude and complexity of the plan depends on the size of the project/workplace. Required elements are:

	A method for reporting the emergency. Generally, telephone is the most effective. However, an alternative should exist if the emergency disables the site or cellular phones.


	A contact list of workers/supervisors responsible in emergency situations. This should be plainly posted.


	A plan for conducting incident investigation (subject to release of the scene by Ministry of Labour, Immigration, Training and Skills Development if applicable) and correction of hazard.


	A list of phone numbers for emergency and support services. This should be posted near the telephone in a conspicuous place.


	A method for sounding an alarm, such as an air horn or warning bell.


	A description of potential emergencies. This is extremely important from an educational standpoint. Emergency preparedness is essentially based on anticipating all possible situations.


	A map of the workplace that shows evacuation routes, head count location, as well as location of emergency equipment, first aid station, fire extinguishers. This should be designed at the start of the job and posted where visible.


	The manager’s routine for shut down of the job. This should be established to ensure that if a shutdown occurs, no potential hazard may be left. For example, ensuring that the power has been shut down before attempting an electrical contact rescue.


	A system for communication, both internal and external. Two-way radios, cell phones, or alarms should be available.


	An evacuation, head count, and rescue plan. Rescues should only be attempted by trained persons and only if they do not risk injury to themselves. Each supervisor should have a roll call system in place to ensure that all workers have been evacuated from the hazard area. 


