Peter’s Expediting Ltd. (PEL)         HEALTH & SAFETY MANAGEMENT SYSTEM

Emergency Preparedness & Response Policy                     
1.0 PURPOSE

The Emergency Management Plan is intended to minimize the consequences of natural, technological and human events that could have a detrimental impact on:

· Health and safety of employees, responders, and the public;

· Property, facilities and infrastructure;

· Continuity of business; and

· Environmental conditions. 

2.0 SCOPE 

The Emergency Management Plan applies to natural, technological and human incidents that cannot be completely prevented and where responding in an organized fashion once an incident occurs is paramount.  The Emergency Management Plan incorporates the principles of prevention, preparedness, response, and recovery and applies to all Peter’s Expediting Ltd. (PEL) worksites and worksites under PEL management.

3.0 DEFINITIONS

3.1 Emergency

An event, or imminent event, outside the scope of normal operations that requires prompt coordination of resources to protect the health, safety, or welfare of people, or to limit damage to property and the environment.

3.2 Emergency Preparedness

Activities, programs and systems for response, recovery, and mitigation in anticipated emergencies.

3.3 First Responder

The first person to witness an event or arrive on the scene of an incident.

4.0 APPLICATIONS / EXCEPTIONS

There are no exceptions.

5.0 ROLES  AND RESPONSIBILITIES

5.1
General Managers are required to: 

· Ensure the timely and appropriate implementation of this practice; and
· Provide personnel and resources to Managers/Supervisors during an emergency situation.
5.2
Managers/Supervisors are required to: 

· Develop, implement and maintain local Emergency Management Plans;
· Ensure all employees receive training on their roles and responsibilities during an emergency;
· Ensure employees participate in emergency exercises and reviews; and
· Activate Emergency Management Plan in the event of an emergency
5.3
Employees are required to: 
· Understand their roles and responsibilities during an emergency;
· Participate in training exercises and reviews; and
· Work in a safe manner and report any hazardous situations to their supervisor.
5.4
Health & Safety Department is required to: 
· Assist in preparing and implementing Emergency Management Plans, when required;
· Monitor implementation and application of this Practice; and 
· Provide support to Managers/Supervisors during an emergency situation.
6.0 METHOD

6.1 Emergency Preparedness
6.1.1
Hazard Identification and Risk Assessment
Location hazards and risks are to be identified using the Hazard/Risk Assessment and Control Standard (Sec. 3.4.1).

6.1.2
Emergency Response Planning and Procedure Development
PEL has developed generic Emergency Management Plans.  The Emergency Management Plan includes Emergency Response Procedures for each hazard identified that meet a risk rating of “1 - Unacceptable” or “2 - Moderate”.  

All PEL, or PEL Managed, locations shall amend the Emergency Management Plan to meet site-specific conditions.  If additional Emergency Response Procedures are required contact the Health and Safety Dept.

6.1.3
Contact List and Site Plans
All PEL, or PEL Managed, locations will develop and maintain a contact list of internal and external resources. All locations will develop and maintain an internal and external site plan including room ID, utility connections, roadways, etc.

6.1.4 Emergency Equipment Inspection, Maintenance and Testing

All PEL, or PEL Managed, locations will ensure that all emergency equipment and supplies are inspected, maintained and tested at least annually or more frequently according to regulations, codes or manufacturer’s requirements.  The inspection and testing date and time shall be documented and maintained at the location.

6.1.5
Emergency Exercises
All PEL, or PEL Managed, locations must participate in an emergency exercise annually to ensure the emergency response plan is current, comprehensive and effective.  

6.1.6

All PEL, or PEL Managed, locations will establish a visitor sign-in logbook. Visitors must be given an orientation of the emergency evacuation procedures and be accompanied or be under the authority of an PEL employee at all times.

6.2 Emergency Response

6.2.1 Records
In the event of an emergency, it is important to document all activities and resources used as soon as possible during or after the emergency.  The Health & Safety Department should be notified immediately and an incident investigation initiated.  

6.2.2 Incident Management
6.2.2.1 Business Units

In the event of an emergency, an incident command centre will be established to coordinate the response to the emergency. All PEL, or PEL Managed, locations will identify 1-2 locations where the incident command centre will function. (PEL Office – Lot 13, Block 12, LTO 1450, PEL Garage).
In the event of an on-site evacuation, all locations will establish an escape route and 1-2 evacuation sites.  The evacuation sites will be identified on the site plans.

In the event that an evacuation off-site is required, all locations will establish 1-2 evacuation sites within proximity to the workplace.  Off-site evacuation sites may include neighboring property, church, community centre, etc. (Meadowbank site, Exploration site).
6.2.2.2
Corporate

At the direction of the General Manager, a corporate incident command centre will be established to coordinate resources in response to an emergency at a Business Unit.  The corporate incident command centre will be located in the PEL office.  The corporate emergency response team will be coordinated by the Manager, Health & Safety.

6.2.3 Emergency Review 
After an emergency or an emergency exercise, a review and debriefing will be scheduled as soon as possible after the event (within 14 days).  All parties that responded to or where involved in the emergency shall be requested to attend.  The review will be documented including any action items.

A separate debriefing should be held with PEL, or associated employees after the emergency or emergency exercise to communicate the findings of the emergency review.

6.3 Administration
6.3.1 Distribution

A copy of the Emergency Management Plan must be kept at each PEL, or PEL managed location and be accessible to all employees.  The following positions will also receive a copy of the site specific Emergency Management Plan:

· General Manager (In tray in front of Office).
· Foreman (in Caboose, and at PEL Garage).
6.3.2 Updating

All locations will review and update the Emergency Management Plan in consultation with the Health and Safety Committee annually. 
7.0 TRAINING REQUIREMENTS

All employees will be trained in their roles and responsibilities under the emergency response procedures and will participate in emergency exercises annually.

New or transferred employees shall receive orientation on the emergency response procedures as part of their general workplace safety orientation.

8.0 TRAINING MATERIAL

· Emergency Management Plan

· Emergency Exercises

· Safety Briefing

9.0 RESOURCES 

The Health & Safety Department can be contacted for more information regarding the Emergency Management Plan.

10.0 ATTACHMENTS

The Hazard Identification, Risk Assessment and Emergency Response Procedures are attached as:

· Attachment 1 - Hazard Identification and Risk Assessment Worksheet

· Attachment 2 - Emergency Management Plan

11.0   REFERENCES

· CAN/CSA-Z731-03 Emergency Preparedness and Response

ATTACHMENT: Hazard Identification and Risk Assessment Worksheet
SECTION: Attachment 1

	
	OCCUPATION: N/A
	OVERALL RISK LEVEL:  N/A

	DATE COMPLETED: 
	COMPLETED BY: 
	PURPOSE OF ASSESSMENT:  Determine risks of emergencies

	
	
	
	

	Hazard
	Frequency
	Severity
	Risk Level

	Natural Events:

	N-1
	Drought
	2
	2
	C

	N-2
	Forest / Wild Land Fires
	3
	2
	B

	N-3
	Fog
	4
	2
	B

	N-4
	Blizzards
	4
	2
	B

	N-5
	Heavy Snow
	4
	2
	B

	N-6
	Thunderstorms
	4
	2
	B

	N-7
	Hailstorms
	4
	2
	B

	N-8
	Lightning Storms
	4
	2
	B

	N-9
	Windstorms
	4
	2
	B

	N-10
	Tornadoes
	4
	2
	B

	N-11
	Dust / Sand Storms
	1
	1
	D

	N-12
	Extreme Heat
	4
	2
	B

	N-13
	Extreme Cold
	4
	2
	B

	N-14
	Earthquakes
	1
	3
	B

	N-15
	Landslides / Mudslides
	1
	2
	D

	N-16
	Floods
	4
	2
	B

	N-17
	Freezing Rain
	4
	2
	B

	N-18
	Heavy Rain
	4
	2
	B

	N-19
	Hurricanes
	3
	3
	B

	Technological Events:

	T-1
	Building / Structural Collapses
	1
	3
	C

	T-2
	Dam Failures
	1
	4
	B

	T-3
	Explosions
	3
	3
	B

	T-4
	Major Structural Fires
	2
	4
	B

	T-5
	HazMat Incident-Fixed Site
	3
	3
	B

	T-6
	HazMat Incident-Transportation
	3
	3
	B

	T-7
	Motor Vehicle Accident
	4
	3
	A

	T-8
	Rail Transportation Accident
	1
	3
	C

	T-9
	Air Transportation Accident
	1
	4
	B

	T-10
	Marine Transportation Accident
	1
	3
	C

	T-11
	Critical/Mass Casualty Incident
	3
	3
	B

	T-12
	Failure-Telecoms
	3
	3
	B

	T-13
	Failure-Computers
	4
	2
	B

	T-14
	Failure-Water
	3
	2
	B

	T-15
	Failure-Sewers
	3
	2
	B

	T-16
	Energy Emergency-Hydro
	3
	3
	B

	T-17
	Energy Emergency-Propane
	1
	4
	B

	T-18
	Nuclear Facility Emergencies
	1
	3
	C

	T-19
	Radiological Emergencies
	1
	2
	D

	T-20
	Petroleum / Gas Pipeline Incident
	1
	2
	D

	T-21
	Mine Emergencies
	1
	2
	D

	Human Events:

	H-1 
	Bomb/Terrorism
	1
	4
	B

	H-2
	Sabotage
	1
	2
	D

	H-3
	Labour Strikes 
	1
	3
	C

	H-4
	Hostage Taking
	1
	2
	D

	H-5
	Violent Act
	4
	2
	D

	H-6
	Arson
	1
	3
	C


	
	OCCUPATION: N/A
	OVERALL RISK LEVEL:  N/A

	DATE COMPLETED: 
	COMPLETED BY: 
	PURPOSE OF ASSESSMENT:  Determine risks of emergencies

	Hazard
	Risk Level
	Mitigation
	Probability
	Risk Rating
	ERP #

	Natural Events:
	
	
	
	
	

	N-1
	Drought
	C
	Weather Watch/Warnings
	D
	4
	-

	N-2
	Forest/Wild Land Fires
	B
	Emergency Services; Municipal Emergency Management Plans (MEMPs); Insurance
	B
	2
	ERP-4

	N-3
	Fog
	B
	Weather Watch/Warnings; Communication Systems; Driver Training
	A
	1
	ERP-4

	N-4
	Blizzards
	B
	Weather Watch/Warnings; Communication Systems; Driver Training
	A
	1
	ERP-4

	N-5
	Heavy Snow
	B
	Weather Watch/Warnings; Communication Systems; Driver Training
	A
	1
	ERP-4

	N-6
	Thunderstorms
	B
	Weather Watch/Warnings; Communication Systems; Driver Training
	A
	1
	ERP-4

	N-7
	Hailstorms
	B
	Weather Watch/Warnings; Communication Systems; Driver Training; Insurance
	A
	1
	ERP-4

	N-8
	Lightning Storms
	B
	Weather Watch/Warnings; Communication Systems; Driver Training; Insurance
	A
	1
	ERP-4

	N-9
	Windstorms
	B
	Weather Watch/Warnings; Communication Systems; Driver Training; MEMPs; Insurance
	A
	1
	ERP-4

	N-10
	Tornadoes
	B
	Weather Watch/Warnings; Communication Systems; Driver Training MEMPs; Insurance
	A
	1
	ERP-4

	N-11
	Dust / Sand Storms
	D
	Weather Watch/Warnings; Communication Systems; Driver Training
	B
	4
	ERP-4

	N-12
	Extreme Heat
	B
	Weather Watch/Warnings; Communication Systems; Heat/Cold Stress Safe Work Practices
	A
	1
	ERP-4

	N-13
	Extreme Cold
	B
	Weather Watch/Warnings; Heat/Cold Stress Safe Work Practices
	A
	1
	ERP-4

	N-14
	Earthquakes
	B
	Weather Watch/Warnings; Communication Systems; MEMPs; Insurance
	C
	3
	ERP-4

	N-15
	Landslides / Mudslides
	D
	Weather Watch/Warnings; Communication Systems; MEMPs; Insurance
	C
	5
	ERP-4

	N-16
	Floods
	B
	Weather Watch/Warnings; Communication Systems; MEMPs; Insurance
	A
	1
	ERP-4


	N-17
	Freezing Rain
	B
	Weather Watch/Warnings; Communication Systems; Driver Training
	A
	1
	ERP-4

	N-18
	Heavy Rain
	B
	Weather Watch/Warnings; Communication Systems; Driver Training; Insurance
	A
	1
	ERP-4

	N-19
	Hurricanes
	B
	Weather Watch/Warnings; Communication Systems; MEMPs; Insurance
	B
	2
	ERP-4

	Technological Events:
	
	
	
	
	

	T-1
	Building / Structural Collapses
	C
	HSE Planned Inspections; Insurance
	D
	5
	-

	T-2
	Dam Failures
	B
	MEMPs
	D
	4
	-

	T-3
	Explosions
	B
	Preventative Maintenance; HSE Planned Inspections; OHS Audits; Training; Employee Orientation
	B
	2
	ERP-2

	T-4
	Major Structural Fires
	B
	Preventative Maintenance; HSE Planned Inspections; OHS Audits; Fire Detection System; Fire Extinguishing Systems; Fire Alarm; Alarm monitoring; Emergency Services
	B
	2
	ERP-2

	T-5
	HazMat Incident-Fixed Site
	B
	Preventative Maintenance; HSE Planned Inspections; OHS Audits; Training; Employee Orientation; Emergency Services
	B
	2
	ERP-3

	T-6
	HazMat Incident-Transportation
	B
	Preventative Maintenance; HSE Planned Inspections; OHS Audits; Training; Employee Orientation; Emergency Services
	A
	1
	ERP-3

	T-7
	Motor Vehicle Accident
	A
	Driver Training; Emergency Services; Insurance
	A
	1
	ERP-7

	T-8
	Rail Transportation Accident
	C
	Emergency Services; Insurance
	C
	4
	-

	T-9
	Air Transportation Accident
	B
	Emergency Services; Insurance
	D
	4
	-

	T-10
	Marine Transportation Accident
	C
	Emergency Services; Insurance
	C
	4
	-

	T-11
	Critical/Mass Casualty Incident
	B
	Preventative Maintenance; HSE Planned Inspections; OHS Audits; Orientation; Emergency Services; MEMPs
	B
	2
	ERP-1


	T-12
	Failure-Telecoms
	B
	 Other Communication Systems; Utility Services
	B
	2
	ERP-8

	T-13
	Failure-Computers
	B
	Hardcopy; Other Communication Systems; I-Tek IS
	B
	2
	ERP-8

	T-14
	Failure-Water
	B
	Other Potable Water; Utility Services
	B
	2
	ERP-8

	T-15
	Failure-Sewers
	B
	Portable washroom; Utility Services
	B
	2
	ERP-8

	T-16
	Energy Emergency-Hydro
	B
	Neighboring Market; Utility Services
	B
	2
	ERP-8

	T-17
	Energy Supply Emergency-Propane
	B
	Other suppliers
	D
	4
	-

	T-18
	Nuclear Facility Emergencies
	C
	Emergency Services; MEMPs
	D
	5
	-

	T-19
	Radiological Emergencies
	D
	Emergency Services; MEMPs
	D
	5
	-

	T-20
	Petroleum / Gas Pipeline Incident
	D
	Emergency Services; MEMPs
	D
	5
	-

	T-21
	Mine Emergencies
	D
	Emergency Services; MEMPs
	D
	5
	-

	Human Events:
	
	
	
	
	

	H-1 
	Bomb/Terrorism
	B
	Emergency Services
	D
	4
	ERP-6

	H-2
	Sabotage
	D
	Emergency Services
	D
	5
	-

	H-3
	Labour Strikes 
	C
	Other Business Units; Negotiations
	C
	4
	-

	H-4
	Hostage Taking
	D
	Emergency Services
	D
	5
	-

	H-5
	Violent Act
	B
	Emergency Services; Violence CoP
	B
	2
	ERP-5

	H-6
	Arson
	C
	Fire Detection System; Fire Extinguishing Systems; Fire Alarm; Alarm monitoring; Emergency Services
	D
	5
	-
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ERP-1  FATALITY, SERIOUS OR MULTIPLE INJURIES

	
	ACTION PLAN
	RESPONSIBILE
	APPENDIX REFERENCE

	1
	ASSESSMENT

· GATHER INFORMATION - # of persons, what happened and existing dangers (i.e. fire, live electrical wires, chemical spill, etc)

· DO NOT ENTER SCENE UNLESS IT IS SAFE

· DO NOT DISTURB THE SCENE
	FIRST RESPONDER
	

	2
	ACTIVATE

· NOTIFY ON-SITE PERSONNEL TO CALL FOR HELP

· NOTIFY IMMEDIATE SUPERVISOR

· CALL EMERGENCY SERVICES -  793-2816 Baker Lake Health Centre
· SUPERVISOR REPORT TO SCENE, IF SAFE
	FIRST RESPONDER

FIRST RESPONDER

FIRST RESPONDER

SUPERVISOR
	

	3
	ESTABLISH INCIDENT COMMAND

· ASSESS THE SCENE

· ESTABLISH SITE SAFETY

· PROVIDE FIRST AID

· ASSIST EMERGENCY SERVICES
	SUPERVISOR

SUPERVISOR 

FIRST AIDERS

SUPERVISOR/ALL
	A-2 Emergency Management 

	4
	NOTIFICATION & REPORTING

· NOTIFY GENERAL MANAGER; HSE MANAGER. 

· NOTIFY PROVINCIAL HEALTH AND SAFETY OFFICE

· NOTIFY EMPLOYEE ASSISTANCE – CRITICAL INCIDENT TEAM 

· COMPLETE INCIDENT MANAGEMENT DOCUMENTATION
	ADMINISTRATION

SUPERVISOR/OHS

ADMINISTRATION

SUPERVISOR/ADMIN.

OCO/ADMINISTRATION
	Notification – ASAP

A-4 Emergency Contacts

Incident  Management CoP

Claims Management CoP

	5
	SECURITY

· SECURE THE SCENE OF THE INCIDENT
	SUPERVISOR
	A-3 Security & Evacuation

	6
	COMMUNICATION

· NOTIFY NEXT OF KIN

· NOTIFY CORPORATE COMMUNICATIONS
	GENERAL MANAGER

GENERAL MANAGER
	A-4 Emergency Contacts

A-1 Communication Systems

	7
	MOBLIZE RESOURCES

· CONTACT HSE DEPT. (Injury & property)

· CONTACT RESTORATION CONTRACTOR

· COMPLETE RESOURCE LOG
	SUPERVISOR

SUPVSR/ADMINISTRATION

SUPVSR/ADMINISTRATION
	A-4 Emergency Contacts

A-7 Resource Log


ALL INVOLVED PERSONNEL MUST COMPLETE INCIDENT/ACTIVITY LOG (APPENDIX A-6)

ERP – 2 FIRE OR EXPLOSION 

	
	ACTION PLAN
	RESPONSIBILE
	APPENDIX REFERENCE

	1
	ASSESSMENT

IF YOU DISCOVER FIRE, SEE OR SMELL SMOKE

· ALERT PERSONNEL IN IMMEDIATE AREA

· IF TRAINED, FIRE IS SMALL AND CAN BE PUT OUT SAFELY, DO SO USING CLOSEST EXTINGUISHER

· CLOSE ANY DOOR(S) TO FIRE AREA – NEVER RE-ENTER
	FIRST RESPONDER
	

	2
	ACTIVATE

· PULL CLOSEST FIRE ALARM

· NOTIFY SUPERVISOR AND ON-SITE PERSONNEL

· IF LEVEL 2 EMERGENCY, CALL EMERGENCY SERVICES – 793-2900 Baker Lake Fire Department
	FIRST RESPONDER


	A-1 Emergency Levels



	3
	EVACUATE

IF YOU HEAR FIRE ALARM OR ADVISED TO EVACUATE

· CHECK ALL ROOMS AND CLOSE ALL DOORS BEHIND YOU

· EVACUATE  TO “EVACUATION SITE OR ALTERNATE SITE”
	ALL


	A-3 Security & Evacuation 

	4
	ESTABLISH INCIDENT COMMAND

· ASSESS SCENE

· ESTABLISH SITE SAFETY

· ASSIST EMERGENCY SERVICES (WHMIS inventory, flammable storage) 
	SUPERVISOR
	A-2 Emergency Management

ERP – 1 

	5
	NOTIFICATION & REPORTING

· NOTIFY GENERAL MANAGER; HSE MANAGER. 

· NOTIFY PROVINCIAL HEALTH AND SAFETY OFFICE

· COMPLETE INCIDENT MANAGEMENT SYSTEM DOCUMENTATION
	ADMINISTRATION

SUPERVISOR/HSE

SUPERVISOR
	Notification – ASAP
A-4 Emergency Contacts

Incident  Management CoP

	4
	SECURITY& EVACUATION

· SECURE THE SCENE OF THE INCIDENT

· IF CONDITIONS WARRANT, EVACUATE ALL PERSONNEL OFF-SITE TO “EVACUATION SITE”
	SUPERVISOR
	A-3 Security & Evacuation

	6
	COMMUNICATION

· NOTIFY CORPORATE COMMUNICATIONS

· NOTIFY CUSTOMERS
	GENERAL MANAGER
	A-4 Emergency Contacts

A-1 Communication Systems

	7
	MOBILIZE RESOURCES

· CONTACT CLAIMS MANAGEMENT (property)

· CONTACT RESTORATION CONTRACTOR(S)

· COMPLETE RESOURCE LOG
	SUPERVISOR

ADMINISTRATION

SUPVSR/ADMINISTRATION
	A-4 Emergency Contacts

A-7 Resource Log


ALL INVOLVED PERSONNEL MUST COMPLETE INCIDENT/ACTIVITY LOG (APPENDIX A-6)

ERP – 3  HAZARDOUS MATERIAL SPILL/RELEASE

	
	ACTION PLAN
	RESPONSIBILE
	APPENDIX REFERENCE

	1
	ASSESS
· DETERMINE IF SPILL/RELEASE IS A KNOWN OR UNKNOWN MATERIAL

· DETERMINE IF MATERIAL IS A HEALTH CONCERN OR IF IT MAY BE RELEASED TO THE EXTERNAL ENVIRONMENT (drain, sewer, waterway etc.)

· ESTIMATE VOLUME OF MATERIAL
	FIRST RESPONDER
	

	2
	ACTIVATE

· IF TRAINED AND SAFE, STOP FLOW AND CONTAIN SPILL/RELEASE

· NOTIFY SUPERVISOR AND ON-SITE PERSONNEL 
	FIRST RESPONDER

FIRST RESPONDER
	

	3
	ESTABLISH INCIDENT COMMAND

· ASSESS SCENE

· IF KNOWN MATERIAL, OBTAIN MATERIAL SAFETY DATA SHEET (MSDS)

· ESTABLISH SITE SAFETY

· SHUT DOWN VENTILATION SYSTEM

· IF RESOURCES, PPE AND TRAINED PERSONNEL AVAILABLE, STOP FLOW, ISOLATE AND/OR CLEAN-UP SPILL/RELEASE

· PLACE SPILL AND CONTENTS INTO LABELLED WASTE CONTAINER

· IF NECESSARY, REQUEST AND ASSIST EMERGENCY SERVICES – 1-867-645-6803 Nunavut Emergency Management
	SUPERVISOR

FIRST RESPONDER

SUPERVISOR

SUPERVISOR

SUPERVISOR

SUPERVISOR

SUPERVISOR/ALL
	A-2 Emergency Management

WHMIS Binder

MSDS

Site Plans

A-4 Emergency Contacts

	4
	EVACUATE/ISOLATE

· INTERNAL - CLOSE DOOR(S) AND IF CONDITION WARRANT, EVACUATE PERSONNEL TO “EVACUATION SITE OR ALTERNATE SITE” 

· EXTERNAL - CLOSE EXTERIOR DOORS, WINDOWS OR IF ADVISED BY EXTERNAL AGENCIES, EVACUATE ALL PERSONNEL TO EVACUATION SITE UP WIND  OR OFF-SITE 
	ALL

ALL
	A-3 Security & Evacuation

ERP -1



	5
	NOTIFICATION & REPORTING

· NOTIFY GENERAL MANAGER;  HSE MANAGER

· NOTIFY PROVINCIAL SPILL REPORTING OFFICE

· COMPLETE INCIDENT MANAGEMENT SYSTEM DOCUMENTATION
	ADMINISTRATION

SUPERVISOR/HSE
	Notification – ASAP
A-4 Emergency Contacts

Incident Management CoP

	6
	MOBILIZE RESOURCES

· CONTACT HAZARDOUS WASTE CONTRACTOR

· COMPLETE RESOURCE LOG
	ADMINISTRATION

SUPVSR/ADMINISTRATION
	A-4 Emergency Contacts

A-7 Resource Log

	7
	COMMUNICATION

· IF LEVEL 2 EMERGENCY, NOTIFY CORPORATE COMMUNICATIONS
	MANAGER
	A-4 Emergency Contacts


ALL INVOLVED PERSONNEL MUST COMPLETE INCIDENT/ACTIVITY LOG (APPENDIX A-6)

ERP – 4  SEVERE WEATHER

	
	ACTION PLAN
	RESPONSIBILE
	APPENDIX REFERENCE

	1
	ASSESS
· MONITOR WEATHER AND ROAD CONDITIONS ON A REGULAR BASIS THROUGH MEDIA, ENVIRONMENT CANADA, PROVINCIAL AGENCIES OR GENERAL OBSERVATIONS

· ASSESS WEATHER CONDITIONS IN IMMEDIATE AREA
	SUPERVISOR

SUPERVISOR
	A-1 Communication Systems

	2
	ACTIVATE - IF ENVIRONMENT CANADA WEATHER WARNING ISSUED
(severe weather is occurring or that hazardous weather is highly probable)

· NOTIFY SUPERVISOR AND ON-SITE PERSONNEL

· NOTIFY OFF-SITE EMPLOYEES AND OBTAIN LOCATION

· IF TIME PERMITS, SECURE WORKSITE
	FIRST RESPONDER SUPVSR/ADMINISTRATION
ALL
	A-1 Communication  Systems

A-4 Emergency Contacts

	3
	ESTABLISH INCIDENT COMMAND 

· ASSESS SCENE

· ESTABLISH SITE SAFETY

· ASSIGN MONITOR (Funnel clouds)

· IF TIME PERMITS, SECURE WORKSITE (Close doors, windows, loose items)
	SUPERVISOR

SUPERVISOR

SUPERVISOR

SUPERVISOR/ALL
	A-2 Emergency Management

	4
	EVACUATE
· IF CONDITIONS WARRANT, OUTSIDE PERSONNEL TAKE COVER INSIDE 

· REMAIN IN INNER OFFICES AWAY FROM LARGE OPEN AREAS AND WINDOWS

· IF ADVISED BY EMERGENCY SERVICES, EVACUATE ALL PERSONNEL OFF-SITE TO “EVACUATION SITE”
· OFF-SITE EMPLOYEES – IF CONDITIONS WARRANT, FIND SAFE AREA 
	ALL

ALL

SUPERVISOR/ALL

ALL
	A-3 Security & Evacuation

	5
	NOTIFICATION & REPORTING

· IF LEVEL 2 EMERGENCY, NOTIFY GENERAL MANAGER;  HSE MANAGER
	ADMINISTRATION


	A-4 Emergency Contacts

	6
	COMMUNICATION

· IF LEVEL 2 EMERGENCY, PERMIT PERSONNEL TO CONTACT FAMILY

· CONTACT OFF-SITE EMPLOYEES AFTER WARNING LIFTED TO ENSURE SAFETY
	ADMINSTRATION

SUPVSR/ADMINISTRATION
	A-4 Emergency Contacts

	7
	MOBILIZE RESOURCES

· IF EMERGENCY SERVICES REQUIRED – CALL 1-867-645-6803 Nunavut Emergency Management
· IF LEVEL 2 EMERGENCY, INITIATE OTHER ERP’S
	ADMINISTRATION

SUPERVISOR
	A-4 Emergency Contacts

ERP – 1, 2, 3, 7, 8


ERP-  5 VIOLENT ACT

	
	ACTION PLAN
	RESPONSIBILE
	APPENDIX REFERENCE

	1
	ASSESS 

· IF IN DANGER OR OBSERVE A VIOLENT ACT YELL LOUD FOR HELP

· GATHER INFORMATION - # of persons, description, what happened and/or existing dangers (i.e. weapons, threats, assault)
	FIRST RESPONDER
	Workplace Violence COP

	2
	ACTIVATE

· NOTIFY SUPERVISOR AND ON-SITE PERSONNEL

· CALL EMERGENCY SERVICES – 793-1111 Baker Lake RCMP
· IF SITUATION WARRANTS, ATTEMPT VERBAL DEESCALATION ONLY
	FIRST RESPONDER
	A-4 Emergency Contacts

	3
	ESTABLISH INCIDENT COMMAND

· ASSESS SCENE

· ESTABLISH SITE SAFETY

· IF SITUATION WARRANTS, ATTEMPT VERBAL DEESCALATION ONLY

· ASSIST EMERGENCY SERVICES
	SUPERVISOR

SUPERVISOR

SUPERVISOR

SUPERVISOR/ALL
	A-2 Emergency Management

	4
	EVACUATION
· IF SITUATION WARRANTS ISOLATE SELF AND OTHER PERSONNEL A SAFE DISTANCE AWAY FROM THE SCENE (locked doors)
	SUPERVISOR/ALL
	A-3 Security & Evacuation

	5
	NOTIFICATION & REPORTING

· NOTIFY GENERAL MANAGER;  HSE MANAGER

· NOTIFY EMPLOYEE ASSISTANCE – CRITICAL INCIDENT TEAM
	ADMINISTRATION

ADMINISTRATION
	A-4 Emergency Contacts

	6
	SECURITY

· IF A LEVEL 2 EMERGENCY, SECURE THE SCENE OF THE INCIDENT 
	SUPERVISOR
	A-3 Security & Evacuation

	7
	COMMUNICATION

· NOTIFY NEXT OF KIN AS NECESSARY

· IF LEVEL 2 EMERGENCY, NOTIFY CORPORATE COMMUNICATIONS
	GENERAL MANAGER

GENERAL MANAGER
	A-4 Emergency Contacts

	8
	MOBILIZE RESOURCES

· IF LEVEL 2 EMERGENCY, INITIATE OTHER ERP’S
	SUPERVISOR
	ERP – 1, 2, 3, 6, 7, 8


ALL INVOLVED PERSONNEL MUST COMPLETE INCIDENT/ACTIVITY LOG (APPENDIX A-6)
ERP- 6  BOMB/TERRORIST THREAT

	
	ACTION PLAN
	RESPONSIBILE
	APPENDIX REFERENCE

	1
	ASSESS

· RECORD INFORMATION ON “BOMB/TERRORIST THREAT CHECKLIST”
· GATHER INFORMATION OF SUSPICIOUS PACKAGE – DO NOT DISTURB
	FIRST RESPONDER
	Bomb/Terrorist Threat Checklist 

	2
	ACTIVATE

· SIGNAL TO ANY PERSONNEL IN VICINITY TO GET HELP

· NOTIFY SUPERVISOR

· CALL EMERGENCY SERVICES – 793-1111 Baker Lake RCMP
	FIRST RESPONDER


	A-4 Emergency Contacts

	3
	ESTABLISH INCIDENT COMMAND

· CHECK ROOM FOR SUSPICIOUS PACKAGE PRIOR TO SETTING UP INCIDENT COMMAND

· ASSESS THREAT

· ESTABLISH SITE SAFETY

· PERFORM ROOM-BY-ROOM AND OUTSIDE SEARCH USING SITE MAPS

· RECORD AREAS SEARCHED

· ASSIST EMERGENCY SERVICES
	SUPERVISOR

SUPERVISOR

SUPEVISOR

SUPERVISOR/ALL

SUPERVISOR/ALL

SUPERVISOR/ALL
	A-2 Emergency Management

Site Plans



	4
	EVACUATE

· IF SUSPICIOUS PACKAGE FOUND OR ADVISED BY EMERGENCY SERVICES, EVACUATE ALL PERSONNEL TO “EVACUATION SITE” 
	SUPERVISOR/ALL
	A-3 Security & Evacuation

	5
	NOTIFICATION & REPORTING

· NOTIFY GENERAL MANAGER;  HSE MANAGER
	ADMINISTRATION


	Notification - ASAP

	6
	SECURITY

· IF A LEVEL 2 EMERGENCY, SECURE THE SCENE OF THE INCIDENT 
	SUPERVISOR
	A-3 Security & Evacuation

	7
	COMMUNICATION

· IF LEVEL 2 EMERGENCY, NOTIFY CORPORATE COMMUNICATIONS
	GENERAL MANAGER
	A-4 Emergency Contacts

	8
	MOBILIZE RESOURCES

· IF LEVEL 2 EMERGENCY, INITIATE OTHER ERP’S
	SUPERVISOR
	ERP – 1, 2, 3, 5, 7, 8


ALL INVOLVED PERSONNEL MUST COMPLETE INCIDENT/ACTIVITY LOG (APPENDIX A-6)

BOMB/TERRORIST THREAT RECORD

	ADVANCE \d2
Time call received


	Date


year / month / day

	Exact Words of Caller:

	

	

	

	

	ASK THE CALLER ... Re: BOMB                                        RE: TERRORISM

	1. Where is the bomb right now?                                       1. What kind of an item is it?



	2. What kind of bomb is it?                                                2. What does it do?



	3. What does it look like?                                                  3. Where is the item right now?



	4. Why did you place the bomb?                                      4. What does it look like?



	5. When is the bomb going to explode?                           5. Why did you place the item?



	6. What is your name?                                                      6. What is your name?



	DESCRIPTION OF CALLER’S VOICE

	( Male
         ( Female
        ( Young
        ( Middle-aged
     ( Old

	Accent





Nationality of accent

	Language
( English
( French
( Other

	

( Calm or
( Rational or
        ( Coherent or
( Deliberate or


Manner

( Angry
( Irrational
        ( Incoherent
( Emotional

	Speech

( Normal
( Fast

( Slow

( Stutter
( Raspy
( Distorted

	Background
( Quiet

( Voices
( Music
( Laughter
( Machines
( Traffic

	Other Characteristics

	Did the caller repeat himself/herself? If Yes, what



	Is the voice familiar?


Who did it sound like?

	Time the caller hung up:

	


ERP- 7 TRANSPORTATION MOTOR VEHICLE  ACCIDENT

	
	ACTION PLAN
	RESPONSIBILE
	APPENDIX REFERENCE

	1
	ASSESS

· GATHER INFORMATION - # of persons, what happened and existing dangers (i.e. fire, live electrical wires, power pole, chemical spill, etc)

· DO NOT ENTER SCENE UNLESS IT IS SAFE – DO NOT DISTURB SCENE
	FIRST RESPONDER
	

	2
	ACTIVATE

· CALL EMERGENCY SERVICES – 793-1111 Baker Lake RCMP
· NOTIFY SUPERVISOR
	FIRST RESPONDER


	A-4 Emergency Contacts

	3
	ESTABLISH INCIDENT COMMAND

· ESTABLISH SITE SAFETY 

· IF TRAINED AND IT IS SAFE, PROVIDE FIRST AID

· CONTROL TRAFFIC

· ASSIST EMERGENCY SERVICES


	DRIVER

DRIVER/FIRST AIDERS

DRIVER/OTHERS

DRIVER


	Emergency Response Plan 

	4
	EVACUATION
· IF DANGER EXISTS, EVACUATE TO A SAFE DISTANCE UP WIND
	DRIVER/OTHERS
	A-3 Security & Evacuation

	5
	NOTIFICATION & REPORTING

· NOTIFY GENERAL MANAGER 
· COMPLETE INCIDENT MANAGEMENT DOCUMENTATION
	ADMINSTRATION

SUPVSR/ADMINISTRATION 
	Notification – ASAP
A-4 Emergency Contacts

Incident Management CoP

	6
	SECURITY

· SECURE THE SCENE OF THE INCIDENT
	DRIVER
	A-3 Security & Evacuation

	7
	COMMUNICATION

· IF A LEVEL 2 EMERGENCY, NOTIFY CORPORATE COMMUNICATIONS
	GENERAL MANAGER
	A-4 Emergency Contacts

	8
	MOBILIZE RESOURCES

· CONTACT TOWING COMPANY AS NECESSARY

· RISK/INSURANCE MANAGEMENT (property)

· IF LEVEL 2 EMERGENCY, INITIATE OTHER ERP’S

· COMPLETE RESOURCE LOG
	SUPERVISOR

SUPVSR/ADMINISTRATION
	ERP – 1, 2, 3, 5, 6, 8

A-7 Resource Log


ALL INVOLVED PERSONNEL MUST COMPLETE INCIDENT/ACTIVITY LOG (APPENDIX A-6)
ERP- 8  BUSINESS DISRUPTION

	
	ACTION PLAN
	RESPONSIBILE
	APPENDIX REFERENCE

	1
	ASSESS

· GATHER INFORMATION - what happened and existing dangers (i.e. utility failure, computer failure, theft, property damage)

· DO NOT ENTER SCENE UNLESS IT IS SAFE - DO NOT DISTURB SCENE
	FIRST RESPONDER
	

	2
	ACTIVATE

· NOTIFY SUPERVISOR AND ON-SITE PERSONNEL
	FIRST RESPONDER
	

	3
	ESTABLISH INCIDENT COMMAND

· ASSESS SCENE

· ENSURE SITE SAFETY

· IF NON-HAZARDOUS MATERIAL (i.e. flood) FOLLOW STEPS IN ERP - 3
	SUPERVISOR
	A-2 Emergency Management

ERP - 3

	4
	SECURITY

· IF CRIME SCENE OR PROPERTY DAMAGE SECURE THE SCENE
	SUPERVISOR
	A-3 Security & Evacuation

	5
	NOTIFICATION & REPORTING

· IF LEVEL 2 EMERGENCY, NOTIFY GENERAL MANAGER; RISK/INSURANCE MANAGEMENT, HSE MANAGER

· IF PROPERTY DAMAGE, COMPLETE INCIDENT MANAGEMENT DOCUMENTATION 
	ADMINISTRATION

SUPVSR/ADMINISTRATION
	A-4 Emergency Contacts

Incident Management CoP

	6
	COMMUNICATION

· IF CUSTOMERS NEED TO BE NOTIFIED, CONTACT CORPORATE COMMUNICATIONS AS NECESSARY
	ADMINISTRATION
	A-1 Communication Systems

Customer Directory

	7
	MOBILIZE RESOURCES – AS NECESSARY
· CALL EMERGENCY SERVICES – 793-1111 Baker Lake RCMP
· CALL UTILITY COMPANY

· CALL I-TEK IS HELPDESK

· PROVIDE POTABLE WATER

· CALL PORTABLE WASHROOM CONTRACTOR

· CALL RESTORATION COMPANY

· COMPLETE RESOURCE LOG


	SUPVSR/ADMINISTRATION
	A-4 Emergency Contacts

A-7 Resource Log


ALL INVOLVED PERSONNEL MUST COMPLETE INCIDENT/ACTIVITY LOG (APPENDIX A-6)

ATTACHMENT: Emergency Levels & Communication Systems
SECTION: Appendix 1

EMERGENCY LEVELS
	LEVEL
	CRITERIA

	1
	· Can be controlled by PEL personnel and/or local emergency services;

· None or few minor injuries;

· No danger outside company property or right of way;

· Immediate control of the hazard/source is probable;

· No threat to the public;

· Minimal environmental impact; and

· Minimal disruption to operations.



	2
	· Serious injuries or property damage;

· Emergency services must be alerted;

· Provincial Government Agencies must be alerted;

· Immediate control of the hazard/source is unknown;

· Potential threat to the public;

· Moderate environmental impact; 

· A portion of the business operations is suspended or shut down; or

· Community Emergency




COMMUNICATION SYSTEMS
	INTERNAL
	· Face-to-face (Runner)

· Telephone (land line)

· Telephone (cellular)
· Two-way radio

· Conference call system

· Electronic mail

· Fax
· Internet

· Environment Canada - http://weatheroffice.ec.gc.ca/warnings/warnings_e.html
· Provincial Agencies (Road Conditions) - 



	EXTERNAL
	Statements prepared by Corporate Communications and Authorized by Senior Management

· Telephone (Land line, cellular)

· Fax

· Emergency Services

· Government Agencies

· Media (TV, Radio, Newsprint)

· Mailing


ATTACHMENT: Emergency Management Guidelines
SECTION: Appendix 2
EMERGENCY MANAGEMENT GUIDELINES
	INCIDENT COMMAND CENTRE
	ESTABLISHED BY SUPERVISOR/MANAGER WHENEVER:

· A potential emergency is identified

· A significant event has occurred

· Alerted by Emergency Services or Municipality of an event

LOCATION:

· 1 – (PEL Office)

· 2 – (PEL Garage) 

· As advised by Emergency Services or Municipality

ASSESSMENT:

· Validate the specific nature of the emergency (e.g., stage of the emergency, the nature of the hazard(s)

· Identify any modifying conditions relating to the emergency (e.g., location, time, weather)

· Determine potential threats to life, property, and the environment

· Determining the appropriate protective and corrective strategies

· Re-evaluate the effectiveness of the response (is the emergency diminishing in intensity, stable, or escalating in intensity?)

SITE SAFETY:

· Make decision to evacuate or remain

· Account for all personnel

· Establish safety perimeter

· Provide Personal Protetive Equipment

· Provide First Aid

ACTION:

· Evacuate as required
· Post someone to make sure no one enters the two buildings after they are evacuated.
· Notify, consult and maintain communications with Internal Resources
· Implement control procedures ensuring personnel safety
· Secure Incident scene
· Coordinate control measures with emergency services and Government Agencies
· Mobilize Resources
· Notify next of kin
· Notify Corporate Communications and communicate to the public
· Maintain Incident/Activity Log
· Maintain Resource Log
· Complete Incident Reports
RECOVERY:

· Risk/Insurance Management and/or Claims Management

· Restoration

· Business continuity

· Review and Debriefing

· Corrective action




ATTACHMENT: Security & Evacuation Guidelines
SECTION: Appendix 3
SECURITY & EVACUATION GUIDELINES

	SECURITY
	To be established by Supervisor/Manager whenever:

· A Fatality, Serious or Multiple Injuries occur;

· An event creates the potential for danger to human life;

· A Possible Crime scene; or

· Major property damage.

A safety perimeter area shall be established by:

· A Security Team comprised of on-site personnel; 

· Locked door; or

· Barracade (Fence, hazard tape, pylons, etc.)

· Pylons;

Access into safety perimeter is restricted to authorized personnel only: 

· Supervisor/Manager; General Manager; HSE Dept; Emergency Services; Government Agencies; JHSC Certified Worker (Ontario)

Authorized personnel entering scene must:

· Be briefed on the existing conditions; and

· Wear the appropriate Personal Protective Equipment.



	EVACUATION – 

ON-SITE
	Evacuate immediate area if:

· An event causes or creates the potential for danger to human life;

· Alerted by PEL personnel

· Audible alarm sounds (fire)

· Advised by emergency services

Evacuate through nearest unobstructed exit or path to and remain at:

· Evacuation Site – (Arctic Fuel Office) 

· Alternate Site –(Airport Passenger Waiting Area) 

· Location up wind in the event of a hazardous spill/release or fire

· Account for all personnel at evacuation site



	EVACUATION – 

OFF-SITE
	Evacuate off-site if:

· An event causes or creates the potential for danger to human life;

· Advised by Emergency Services

· Advised by Municipality (Declaration of Local Emergency)

All personnel must evacuate to and remain at:

· External Evacuation Site – ()

· Location designated by Emergency Services or Municipality

· Establish transportation arrangements

· Account for all personnel at evacuation site


ATTACHMENT: Emergency Contact List
SECTION: Appendix 4
EMERGENCY CONTACT LIST

	INTERNAL

	
	
	

	TITLE
	NAME
	CONTACT NUMBER

	GENERAL MANAGER 
	Frank Tootoo
	1-867-793-2754/2703

	President
	Peter Tapatai
	1-867-793-2011/2703

	RISK / INSURANCE MANAGER

Marsh Canada Limited
	Jason B. Hutchings
	W-1-416-349-6632

C 1-416-460-4978

	Other
	Eitan Dehtiar
	647-522-9617

	EMPLOYEE ASSISTANCE CONTACT
	Terrilyn Hayden
	867-920-4404

	Lead Hand-Foreman
	Jamie Misheralak
	1-867-793-1311

	
	
	

	
	
	

	EXTERNAL
	
	

	
	
	

	POLICE
	
	1-867-793-1111

	FIRE
	
	1-867-793-2900

	AMBULANCE
	
	

	HOSPITAL
	
	1-867-793-2816

	POISON CONTROL CENTRE
	Emergency Department
	1-888-255-1010

	PROVINCIAL HEALTH AND SAFETY OFFICE
	WSCC / WCB
	1-800-668-4284

	PROVINCIAL SPILLS REPORTING OFFICE
	 Emergency Office 
	1-800-693-1666

	DANGEROUS GOODS EMERGENCY CONTACT
	CANUTEC
	1-613-996-6666

	SPILL RESPONSE CONTRACTOR
	Arctic Fuel
	1-867-793-4328

	TOWING CONTRACTOR
	Arctic Fuel
	1-867-793-4328

	HEAVY EQUIPMENT CONTRACTOR
	Arctic Fuel
	1-867-793-4328

	DESIGNATED EVACUATION SITE
	Meadowbank Mine
	

	POTABLE WATER VENDOR
	Hamlet of Baker Lake
	1-867-793-2881


FIRST AID PERSONNEL
	TITLE
	NAME
	EXPIRY DATE

	Lead Hand
	Jamie Misheralak
	Took Course in Nov. 2014

	Lead Hand
	Sam Qarliksaq
	Took Course in Nov. 2014

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


                   VEHICLE CONTACT LIST
	VEHICLE TYPE
	VEHICLE ID
	CONTACT NUMBER

	Case
	Four Trac
	47 (Radio)

	Caterpillar
	Challenger 75C
	25

	Caterpillar
	Challenger 75D
	24

	Bombardier 
	B12
	50

	Foremost
	Delta 3
	26

	
	
	


DANGEROUS GOODS PERSONNEL
	NAME
	AIR / GROUND
	EXPIRY DATE

	Jamie Misheralak
	Ground
	Took Course in Dec. 2014

	Sam Qarliksaq
	Ground
	Took Course in Dec. 2014

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


                   EMPLOYEE CONTACT LIST
Contact “authorized person” from employee sign-on sheet





    Home



Cell

	Peter Tapatai
	1-867-793-2011
	1-867-793-1701

	Frank Tootoo
	1-867-793-2754
	1-867-793-1615

	Jamie Misheralak
	1-867-793-1311
	1-867-793-1311

	Sam Qarliksaq
	1-867-793-1392
	1-867-793-1392

	Simon Mariq
	1-867-793-2743
	

	
	
	

	
	
	

	
	
	


ATTACHMENT: Site Plans
SECTION: Appendix 5
  SITE PLANS

	LEGEND
	IDENTIFY

	
	First Aid Kit
	External

	
	Eyewash Station/Bottle
	Facility Location In Relation To Streets 

	
	Fire Extinguisher
	Alternate Access For Emergency Vehicles

	
	 Personal Protective Equipment Supplies
	All Buildings On Site Shown

	
	Fire Exit
	All External Doors Of Buildings Identified

	
	Flammable Storage Cabinet
	All Parking Areas Marked

	
	Chemical Storage Area(S)
	

	
	WHMIS Binder
	Internal

	
	Spill Kit
	Layout Of Facility – Rooms Drawn In

	
	Ventilation – Shut-Off
	Access Doors To Roof Marked On Plan

	
	Electrical – Main Breaker
	

	
	Water – Main Shut-Off
	

	
	Gas – Main Shut-Off
	

	
	Evacuation Site
	

	
	Evacuation Site (Alternate)
	

	
	Incident Command Centre
	

	
	Air Horn in case of Emergency
	


ATTACHMENT: Incident/Activity Log
SECTION: Appendix 6

INCIDENT/ACTIVITY LOG
	DATE (dd/mm/yyyy):
	NAME:
	POSITION:
	PAGE____OF_____

	
	
	

	ENTRY #
	TIME (24 Hours)
	Describe Situation/Contact Information/Action Taken

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


This form is intended for use by all individuals as an accounting of their personal actions

SUBMIT ORIGINAL TO SUPERVISOR

ATTACHMENT: Resource Log
SECTION: Appendix 7

RESOURCE LOG
	DATE (dd/mm/yyyy):
	PAGE _____of_____

	
	
	
	
	

	ENTRY #
	TIME (24 HOURS)
	ITEM/PRODUCT DESCRIPTION
	RECEIVED FROM
	DISPENSED TO

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


This form is to be used to account for all internal and external resources utilized

For human resources utilized use regular time sheets

For personal expenses use regular expense form

SUBMIT ORIGINAL TO SUPERVISOR

ATTACHMENT: Visitor Log (Page 1)
 SECTION: Appendix 8

VISITOR LOG
	DATE

(dd//mm/yy)
	NAME
	REPRESENTING
	TELEPHONE CONTACT

(In the event of an emergency)
	TIME IN
	TIME OUT

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


ATTACHMENT: Visitor Log (Page 2)
SECTION: Appendix 8

IN AN EMERGENCY

· Remain Calm

· Stay with your Peter’s Expediting Ltd. (PEL) representative or designate

· Follow directions

· If evacuation is necessary, go to the Arctic Fuel office
· Report any injuries to an PEL representative immediately

· Remain at the evacuation site until otherwise instructed
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