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User Guide: Load & Torque Emergency Action Plan



Overview


This procedure is designed to ensure that proper up-front planning has been done to provide a safe evacuation of the facility for all employees in the event of an emergency.  These emergency conditions include, but are not limited to, hazardous chemical spills, fire/smoke, earthquake, flood/water, outside emergencies and power hazards.  In addition, this procedure will cover preventative measures to reduce the chances of the aforementioned events, as well as providing directions for medical emergencies.


Evacuation

Front and rear exits shall have posted route maps showing the shortest route of evacuation.

Personnel Accountability During An Evacuation

Employees should remain outside of the building during the entire evacuation period, unless otherwise directed. Employees will be notified when to return to the building once the “All Clear” signal has been received.   


Supervisors should address any employee that has not returned to their work area promptly.


Other Responsibilities during an Evacuation:


In the event of fire, the Safety Officer, Maintenance Team Leader, or their designee, will investigate the source of the alarm.  Once the source has been determined, the security service provider will be notified as to whether emergency assistance is required.  


First Aid


Although PCB endeavors to maintain a safe and accident free workplace, it is important to be prepared for all types of medical emergencies.  All work-related incidents are to be reported to a supervisor who will ensure that the proper paperwork has been completed.  This paperwork must include corrective / preventative actions to ensure that repeat accidents are prevented.  In addition, this paperwork will be reviewed by the Safety Committee monthly in order to monitor and ensure that effective corrective actions have been implemented.


PCB employees with first aid training will be indicated on the Medical Emergency First Aid Contact list.  This list will be updated on a monthly basis by Human Resources and posted on company bulletin boards and first aid cabinets throughout the building.  The above qualified employees may volunteer to assist with first aid situations and can be contacted either directly or through one of the following methods:


1) Medical Emergency – A medical emergency is one that requires calling 911 for emergency medical assistance (e.g., unconsciousness, chest pain, amputation). If you find yourself in a medical emergency situation please remain calm and follow these directions.
1. Do not move the victim unless their current location is deemed unsafe.

2. Call 911. Indicate the nature of the emergency (eg., laceration, unconsciousness) and the location of the emergency (e.g., address, building). Do not hang up until the 911 operator has all the information needed.

3. Notify Emergency Responders via the phone paging system by announcing Code Blue and location of injured person (e.g.,Code Blue – IMI). Dial 705 for Main Building.
4. Alert the atrium receptionist letting them know that a 911 call has been placed and the extension from which it was made. The atrium receptionist will then attempt to call the extension in order to obtain further information regarding the emergency and location of the injured person.

5. If not already done, the atrium receptionist will use the phone paging system to alert Emergency Responders to the injured person’s location by announcing Code Blue and location.

6. The supervisor that is in the area and/or Emergency Responder(s) will designate PCB personnel to go to the facility entrance nearest the injured person’s location in order to await the medical response unit(s) and direct them to the victim.
7. The HR department will attempt to reach the employee’s emergency contact person.


2)
Medical Non-Emergency – A medical non-emergency is one that requires medical assistance, but not a 911 call (e.g., small cut, nausea). In these situations please follow this procedure.
1. Notify Emergency Responders by contacting them directly or via the phone paging system by announcing Code Blue and location of injured person. Dial 705 for Main Building.

2. If the situation warrants further medical attention, employees may be seen at Halifax Works (Roanoke Rapids) or Halifax Regional Medical Center (Roanoke Rapids).

3. Note: If the Emergency Responder determines that a medical emergency exists then 911 will be called and the procedure for Medical Emergencies will be followed (as referenced above).


First Aid equipment is maintained at the following locations throughout the facility:



Location




Equipment


1) Front Conference side entrance room

First Aid



The Safety Officer/Facility Manager or his designee is responsible for ensuring that the above equipment is properly stocked, maintained and inspected. 
Training

All new employees will receive training on this procedure during their employee orientation.  In addition, annual retraining on this procedure is mandatory for all employees.


All employees with specific safety functions (e.g. SAC’s, first aid, supervisors) will receive additional training to ensure that they understand their roles and responsibilities.

Fire Prevention and Maintenance


In order for PCB to properly conduct its business, it is necessary to maintain and store a number of flammable and / or hazardous materials.  An MSDS is maintained on all such material and is available from Quality Control, which indicates specific information about the substance.  Examples of such material include, but are not limited to: Greases, Solvents, Cleaners, Paints, and Alcohol.

It is the departmental supervisor’s responsibility to ensure that all such materials are stored correctly.  All Class 1A flammable liquids shall be stored according to the following guidelines:

· Original DOT-approved shipping container – 60 gallons maximum

· Safety Can – Two (2) gallons maximum

· Metal (other than DOT drums) – One (1) gallon maximum

· Glass or approved plastic – One (1) pint maximum


It is the responsibility of each department using such material to ensure that it is stored correctly.  All flammables must be stored in their original shipping containers or approved fireproof containers.  No more than 5 gallons should be stored outside of the chemical room or a fire approved cabinet.  Small amounts of up to 1 gallon may be left at workbenches in covered, labeled containers.


In addition, all departments shall be cleaned and cleared of flammable and combustible trash on a daily schedule, which shall be removed from the building by the maintenance department.  All exits, fire pull boxes, first aid equipment, and fire extinguishers will be kept clear of any obstructions.


In order to minimize potential fires from large equipment and other fuel sources, the facilities department will ensure that all facility HVAC / Heating equipment will be checked and serviced by authorized personnel.  


Fire suppression equipment, including fire extinguishers, will be maintained at various locations throughout the building and indicated on evacuation maps posted throughout the facility.  The Safety Officer is responsible for ensuring that authorized personnel service this equipment annually.


Emergency Shutdown Procedures


In the case of a fire, the Maintenance Department is responsible for shutting off the main utilities to the facility, including natural gas and electrical power.  Other energy sources may be turned off as needed.


Power Outage


In the event of a power outage, PCB L&T has emergency lighting. It automatically starts in the event of a loss of power.  In the event of a power outage, contact your immediate supervisor for further instructions.

Chemical Spill
When a Large Chemical Spill has occurred:
• Immediately notify the area Supervisor, Safety Officer, Human Resources, and/or Maintenance.

• Contain the spill with available equipment (e.g., pads, booms, absorbent powder, etc.).



• Secure the area to prevent other personnel from entering.

• Do not attempt to clean the spill unless trained to do so.

• Deal with the spill in accordance with the instructions described in the MSDS, while wearing proper   

  PPE.

• Attend to injured personnel and follow the Medical Emergency portion of this procedure.


• Call a local spill cleanup company or the Fire Department to perform a large chemical (e.g., mercury, lead, etc.) spill cleanup.

• Evacuate building as necessary by following the evacuation portion of this procedure.

When a Small Chemical Spill has occurred:

• Immediately notify the area Supervisor, Safety Officer, Human Resources, and/or Maintenance.

• Contain the spill with available equipment (e.g., pads, booms, absorbent powder, etc.).



• Secure the area to prevent other personnel from entering.

• Do not attempt to clean the spill unless trained to do so.

• Deal with the spill in accordance with the instructions described in the MSDS, while wearing proper  

  PPE.



• Attend to injured personnel and follow the Medical Emergency portion of this procedure.


Contact Information


For more information regarding this procedure please contact:


Operations Manager

Human Resources Manager


Safety Coordinator


General Manager
Severe Weather and Natural Disasters 

Tornado:

• When a warning is issued by sirens or other means, seek inside shelter. Consider the following:

- Small interior rooms on the lowest floor and without windows,

- Hallways on the lowest floor away from doors and windows, and

- Rooms constructed with reinforced concrete, brick, or block with no windows.



• Stay away from outside walls and windows.

• Use arms to protect head and neck.

• Remain sheltered until the tornado threat is announced to be over.

Earthquake:

• Stay calm and await instructions from the Safety Officer, Human Resources, or other designated official.


• Keep away from overhead fixtures, windows, filing cabinets, and electrical power.

• Follow the evacuation portion of this procedure if evacuation is necessary. 

Flood:

If indoors:
• Be ready to evacuate as directed by the designated official.


• Follow the evacuation portion of this procedure if evacuation is necessary.

If outdoors:

• Climb to high ground and stay there.


• Avoid walking or driving through flood water.


• If car stalls, abandon it immediately and climb to a higher ground.

Blizzard:

If indoors:
• Stay calm and await instructions from the designated official.

• Stay indoors.

• If there is no heat:

- Close off unneeded rooms or areas.

- Stuff towels or rags in cracks under doors.

- Cover any windows at night.

• Eat and drink.  Food provides the body with energy and heat.  Fluids prevent dehydration.

• Wear layers of loose-fitting, light-weight, warm clothing, if available.

If outdoors:
• Find a dry shelter.  Cover all exposed parts of the body.

• If shelter is not available:

- Prepare a lean-to, wind break, or snow cave for protection from the wind.

- Build a fire for heat and to attract attention.  Place rocks around the fire to absorb and reflect heat.

- Do not eat snow.  It will lower your body temperature.  Melt it first.

If stranded in a car or truck:
• Stay in the vehicle!


• Run the motor about ten minutes each hour.  Open the windows a little for fresh air to avoid carbon monoxide poisoning.  Make sure the exhaust pipe is not blocked.


• Make yourself visible to rescuers.

- Turn on the dome light at night when running the engine.

- Tie a colored cloth to your antenna or door.

- Raise the hood after the snow stops falling.

• Exercise to keep blood circulating and to keep warm.
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