







Emergency Response Plan
Office & Warehouse


Emergency Response Plan

1.0 Introduction
In the event of an emergency, this plan provides employees of (company) guidance to ensure the safe and effective use of the life safety feature in the building. 
This plan describes the responsibilities of (company) employees and the procedures that are to be followed in the event of an emergency.
Should an emergency occur, the Emergency Response Plan assists emergency responders by providing relevant information.  For this plan to be effective, all staff must be familiar with the plan and follow its directions in the event of an emergency.
2.0 Objective
The objective of this emergency response plan is to provide (company) employees with the necessary information and procedures in the event of an emergency.
2.1 Meeting the Objective
To meet the objective(s), the Emergency Response Plan must provide for:
· The protection of employees and visitors to the (company) office/warehouse.
· The protection of Multi-Phase Electric property
· The re-entry of (company) staff onto the facility on termination of the emergency
· The periodic review and updating of the plan.
· The orderly action and decisions to control damage or loss.

3.0 Purpose
The purpose of this plan is to present information on emergency procedures to all (company) employees working in the office and/or warehouse and as a training guide for the Emergency Team.
3.1 This plan covers the following emergencies:
· Electrical emergency events 
· Medical emergencies
· Vehicle or Equipment Incidents
· Structural emergencies
· Fires
· Load Collapse from a forklift
· Gas Leak
· Extreme Weather
· Cyber Security Breach
· Pandemic Response
3.2 The distribution of the emergency response plan
This Emergency Response Plan will be posted on the health & safety notice board(s), available to all (company) employees and on SiteDocs in the resources section.
· Digital version available on SiteDocs to all employees
· Paper copies posted with health & safety board(s)
· Hard copy available in the second-floor office
· Hard copy available in the warehouse (Bay 202)
3.3 Emergency Team
The (company) Emergency team will consist of the (company) general manager being the being the primary member of the situation, and/or the Safety Supervisor.  In the event that neither of those employees is on site during an emergency, the most senior employee will be in control. The warehouse supervisor will be the primary contact in the warehouse bays and on the main floor.

4.0 Review of the Emergency Preparedness Plan
The plan is to be reviewed with the necessary updates by the Emergency Team.  To ensure completeness after a revision is made, all previous issued copies will be collected, updated, and returned.	Comment by Brenda McDermott: At some point you may want to outline who would be consider part of the emergency Team.

I would start with the reviewing period (2nd paragraph) and more that to the start
The emergency response plan will be reviewed annually or in the event of major situational changes.  Reviews will be completed in conjunction with the health and safety committee and all emergency team members.

5.0 Purpose of an Evacuation Procedure
An integral part of the Emergency Response Plan is a procedure to safely evacuate (company) employees, ensure the safety of visitors, and facility neighbours.  It will provide clear and relevant information to emergency responding personnel.  In the event of an emergency, it is essential to maintain control and avert panic.  	Comment by Brenda McDermott: This maybe is two sentences. I get a bit a lost in the list at the end. 
This is accomplished through information provided in this document and the establishment and understanding of a clear management structure.


6.0 Evacuation Procedure
It is the responsibility of (company) employee(s) that are a witness to or involved in an emergency to activate an emergency response. 
It is the responsibility of the most senior (company) employee to trigger the emergency response plan.
The Emergency Team, following an evacuation or drill, will review the procedure in the (company) Emergency Response plan.
The Emergency Team has the responsibility to take practical steps to ensure the safety of employees, visitors, and members of the public under its control.

6.1 Alarm
“When the alarm is sounded.”
At the (company) office/warehouse, there is a permanent alarm system installed, maintained, and all employees at the building need to be aware of the alarm and the relevant response.
When the alarm is sounded, (company) employees must follow the site emergency plan. In conjunction, a member of the emergency team or the most senior employee will activate the (company) emergency response plan, ensuring the health and safety of (company) employees and visitors.

7.0 Employees Responsibilities
If confronted with an emergency, every employee must assess the situation, prioritizing their safety. In the interest of a safe, quick, and orderly response, it is imperative that each employee co-operates fully with the Emergency Team and knows the following:
· Report the emergency immediately to the Emergency Team member.
· This will be the general manager and/or the safety supervisor.
· What to do when an alarm is sounded
· Be aware of the safest and closest exit.
· Where the site muster point is located.
· Wait at the muster point with your colleagues and wait for further instructions.

8.0 Muster Points
A muster point is a designated safe location where employees, visitors, and contractors gather during an evacuation to be accounted for and receive further instructions.
Front muster point – Across the parking lot at the No Frills facing the office
Back muster point – Across the driveway at the blue seacn.
· No employee or visitor will smoke while at the muster point with their colleagues.  
· No employee or visitor will leave the muster point without prior notification.

 9.0 Emergency Team Responsibilities	Comment by Brenda McDermott: Need something to introduce this
The Emergency Team plays a critical role in ensuring a swift, organized, and effective response to emergencies in the workplace. Their responsibilities are typically structured around planning, execution, and communication to protect workers, visitors, and property. These are the key responsibilities that the emergency team will conduct:
· Call 911.
· Direct the evacuation.
· To check that the office/warehouse is cleared of personnel.
· Direct the arriving emergency vehicles to the area of concern and provide information and assistance, if required.
· As needed, alert occupants in adjacent office units regarding the ongoing emergency.
10. Emergency Events
10.1 Vehicle or Equipment Incidents
(company) has several company vehicles in use daily, and vehicle incidents can happen.  Company vehicles, when used for company purposes, are considered worksites and, in the event of an emergency need to be treated as such.
In the event of a vehicle and or equipment incident:
· Remain calm and assess the situation.
· Remain calm after an accident and process the situation
· Assure your safety and the safety of others.
· The priority is your safety and the safety of other people involved.
· Turn off the ignition. If there are injuries or assistance is needed, call 911.
· Asses any injuries and provide first aid as needed; according to your training.
· Call 911 when immediate medical attention is required.
· Use a warning device to alert others about vehicle accidents. (Beware of fuel spills)
· Contain any fuel spills
· Set up warning devices behind and around your vehicle to warn other drivers of the situation.
· Move the vehicles off the road to the shoulder if there are no injuries and the vehicles can be driven.
· Relocate the vehicles off the road to a safe location if there are no injuries and the vehicles can be moved.
· Take notes to document the accident, including what happened, names of witnesses, sketches and or photos.
· Take detailed notes of the accident
· Including the names of all people in the vehicles
· Witnesses
· Weather conditions
· Road conditions
· Pre-accident vehicle condition
· Take photographs
· Far away and up close
· Sketch the scene of the accident
· Report the incident to your supervisor. Be sure to note the sequence of events, time of accident, place of occurrence, company equipment/vehicle involved, and employees involved.
· Complete an incident report
· Using SiteDocs document the accident using the Incident Report and provide as much detail as possible.  Include in the report any photos and related information.
· Be aware of leaks or spills from vehicle(s)
· Report the incident to an emergency team member
· Take notes to document the accident, including what happened, names of witnesses, and photographs








10.2 Medical Emergency
Medical emergencies can present in several different forms, and interventions may differ according to the emergency.
Upon becoming aware of a medical emergency, immediately notify the supervisor.  The individual will then activate the Emergency Response Plan procedures as listed below.
1. Assemble first aid resources.
a. Notify the identified first aider(s) for the warehouse/office
b. Dedicate a personnel member to assemble the required first aid equipment at the scene for the first aid attendants
2. Ensure that all non-responding employees have been removed from the area.
a. Dedicate a staff member who has not been involved to remove all personnel who are not involved in providing emergency services.
3. Ensure that the immediate area is safe for responders.
a. Ensure that the immediate area and the path to the incident area are safe and clear for emergency medical personnel.
4. Call 911 if necessary.
a. A supervisor will call 911 based on the information provided by the first aid attendants and witnesses to the event. 
5. A senior office member will call emergency team members and provide relevant information.
6. Incident Investigation
a. Once the immediate emergency is addressed and the area is safe, an incident investigation will be conducted to determine the cause and to implement corrective actions to prevent future occurrences. This investigation should involve relevant personnel, including safety representatives, warehouse management, witnesses, and affected personnel.
7. Reporting and Documentation:
a. A detailed report of the incident, including the cause, injuries, and corrective actions taken, must be documented according to company procedures and any relevant regulatory requirements.
b. A first aid record must be completed, documenting the first aid intervention performed





10.3 Electrical Events
Electrical emergencies can vary, and will be either local events, involving a large area, or can be localized to a specific area or personnel.
Due to the possible implications of this type of emergency, the supervisor must be notified immediately, and they will direct the response accordingly. 
· An experienced and knowledgeable (company) employee will disconnect the power at the correct panel and apply a lockout device.
· Ensure that (company) employees on site are notified of the emergency, and the immediate area is cleared.
· The supervisor will keep a personal lock on the main disconnect until the emergency is resolved and everyone on site is aware that power will be restored.
· A senior office member will call emergency team members and provide relevant information.

10.4 Structural Emergencies
Structural emergencies are a serious event and will involve a large area.  In this event, (company) employees must be aware of the site emergency alarm. 
1. Initial Actions:
· Recognize the emergency: Be aware of any signs of structural instability (e.g., unusual noises, visible cracks, shaking, etc.).
· Immediately notify a manager of the suspected structural emergency.   
2. Alarm and Evacuation:
· A senior manager will activate the site's emergency alarm.
· Evacuate the affected area and any potentially hazardous zones immediately, following the designated evacuation routes for your location. 
· Know the primary and secondary evacuation routes.
· If designated, assist any personnel requiring assistance.
· Proceed to the designated muster point.   
3. Muster Point Procedures:
· Assemble at the designated muster point with your team/department. 
· Primary Muster Point: The (point) be found in the back parking lot.
· Secondary Muster Point: The SW corner of the (point) (to be used if the primary muster point is unsafe or inaccessible).
· The supervisor will conduct a roll call to account for all (company) staff, visitors, and contractors.
· Remain at the muster point until further information and instructions are provided. 
· Do not leave the muster point without authorization from the supervisor.
· No smoking or vaping by (company) employees while at the muster point.   
4. Communication and Coordination:
· Supervisor(s) will contact emergency team members and provide relevant information. 
· Provide details about the location and nature of the structural emergency, any known injuries, and personnel status.
· The supervisor will communicate with the PC and emergency services as needed.   
5. Post-Emergency Actions:
· Do not re-enter the affected area until authorized by the PC and/or emergency services personnel.
· Cooperate with any investigations into the structural emergency.
· Be prepared to provide information for incident reports and investigations.

10.5 Fire Emergencies
As fire is a potential hazard, especially in areas with combustible materials, the following procedures shall be implemented in the event of a fire emergency:
1. Immediate Actions:
· Evacuate the immediate area of the fire.
· Activate the nearest fire alarm pull station.
· Alert all occupants in the building, using verbal warnings and any other available alert systems.

2. Notification and Activation:
· Inform the supervisor(s) or designated fire warden(s) of the fire incident, providing the fire's location and any other relevant details.
· The supervisor(s) or fire warden(s) will activate the site emergency response plan and/or contact emergency services (911) if necessary.
· A manager will notify all neighboring businesses.
3. Evacuation Routes:
· Evacuate the building using the designated fire escape routes. 
· Second-floor Office personnel will use the main stairwell to evacuate the office.
· The main route for the offices will use the safe route of evacuation (the front door or through the warehouse)
· Warehouse personnel will use the evacuation route through the warehouse to the (point) in the back parking lot.
· If your primary route is blocked, use an alternate fire escape route.
4. Muster Point Procedures:
· Assemble at the designated muster point with your team/department. 
· Primary Muster Point: The (point) be found in the back parking lot.
· Secondary Muster Point: The (point) store (to be used if the primary muster point is unsafe or inaccessible).
· Supervisors or fire wardens will conduct a roll call or other method to account for all personnel.
· Remain at the designated muster point until further information and instructions are provided by the fire warden, supervisor, or emergency services personnel. 
· Do not leave the muster point without authorization.
· Maintain order and minimize noise to ensure instructions can be heard.
5. Fire Extinguisher Use:
· Employees are not required to fight fires.
· Fire extinguishers may be used if you are trained, the fire is small and contained (e.g., a wastebasket fire), and it is safe to do so.
· Prioritize evacuation over attempting to extinguish a fire.
· Do not attempt to fight a fire that is spreading rapidly, involves smoke, or blocks your escape route.
6. Communication and Coordination:
· Supervisors or fire wardens will provide emergency services with information such as the location and size of the fire, if all personnel are accounted for, and any other relevant details.
· A designated liaison will coordinate with emergency responders upon their arrival.
7. Post-Fire Procedures:
· Do not re-enter the building until authorized by the fire department or other competent authorities.
· Cooperate fully with any fire investigations.
(company) employees are not firefighters, and fire extinguishers are provided to provide a tool to aid in a safe evacuation route or to combat a small incident before it becomes a larger fire.

10.6 Confrontations
Confrontation is an element of conflict where parties confront one another, directly engaging one another during a dispute between them. A confrontation can occur on any scale, between any number of people.
Workplace confrontations can escalate and pose a risk to employee safety. The following procedures are designed to de-escalate situations and ensure a safe resolution:
1. Recognize the signs of escalation: Pay attention to increased volume, aggressive body language, and threatening statements.
2. Remain calm: Maintain a neutral tone and body language. Avoid reacting defensively or aggressively.
3. Listen actively: Allow each party to express their concerns without interruption. Focus on understanding their perspective.
4. De-escalate verbally: Use calming phrases such as "I understand," "Let's discuss this," and "Can we find a solution?".
5. Maintain space: Position yourself at a safe distance and ensure there is an exit route available.
6. Do not argue: Avoid getting drawn into a debate or taking sides.
7. Seek assistance: If de-escalation techniques are ineffective, immediately notify a supervisor.
8. If de-escalation fails:
1. Prioritize safety: If there is an immediate threat of violence, prioritize your safety and the safety of others.
2. Evacuate: If possible, evacuate yourself and others from the area.
3. Call the police: Contact law enforcement immediately.
4. Do not intervene physically: Unless absolutely necessary to protect yourself or others from imminent harm, do not physically intervene.
9. Notify the General Manager (GM): Notify the site GM immediately of a confrontation. 
10. Document the incident: Record the details of the confrontation, including the parties involved, the cause, and the resolution, using an Incident Report Form for Violence and/or Harassment form.
This plan aims to minimize the risk of harm and promote a safe and respectful work environment.
10.7 Extreme Weather/Natural Disasters
Purpose 
The Severe Weather Response Plan details the actions to be taken by employees to ensure the safety of themselves, contractors and visitors in the event of severe weather and/or a natural disaster.
Policy 
(company) is committed to preparing for all types of foreseeable emergencies. All employees are required to be prepared for all types of severe weather and natural disasters. While living in Alberta, we may experience all in one day.
[bookmark: Watch]Definitions 
· Lead Time - The period between the issuance of a severe weather bulletin for an area and the onset of the described weather conditions.
· Warning - Issued when an identifiable severe weather event is imminent or is already confirmed as occurring.
· Watch - Issued when conditions are favourable for the development of an identifiable severe weather event, although the event is not presently occurring or imminent. 
· Severe Thunderstorm - Environment and Climate Change Canada (ECCC) issues severe thunderstorm warnings when thunderstorms are imminent or occurring that are likely to produce one or more of the following:
· Wind Speed: The most important factor is the speed of the wind. ECCC has specific thresholds for sustained wind speed and wind gusts that must be met or exceeded for a warning to be issued. These thresholds are set at a level where wind is likely to cause damage. 
· Potential for Damage: The warning is also influenced by the potential for the wind to cause damage. This can include: 
· Damage to buildings (e.g., roof damage, broken windows).   
· Fallen trees and power lines.
· Blowing debris creates a hazard for drivers and pedestrians.
· Disruption to transportation.
· Dangerous conditions on bodies of water.
· Duration: The expected duration of the strong winds is also a factor. Warnings are more likely to be issued for events that are expected to last for a significant period.
· Extreme Cold - Issued when the temperature or wind chill is expected to reach -40°C for at least 2 hours 
· Heat Warning – Issued when, for two or more consecutive days, when:
· Minimum overnight temperatures are not expected to drop below 14°C, and maximum daytime temperatures are expected to reach or exceed 29°C.
· Natural Disaster - a catastrophic event caused by a natural hazard that significantly impacts the community, exceeding its capacity to recover on its own
Procedure
Extreme Weather/ Natural Disaster
Any member of the staff can initiate the Severe Weather Response Plan. The order in which notification occurs will depend on the degree of danger and the circumstances of the situation. 
1. Pre-Event Preparedness:
· Weather Monitoring: 
· Managers will actively monitor weather forecasts from reliable sources (e.g., Environment Canada) for warnings of potential extreme weather.
· Be aware of specific weather warnings: 
· Severe Cold: Watch for extreme cold warnings, wind chill advisories.
· High Winds: Monitor for wind warnings, gusts exceeding safe working limits.
· Heavy Rain/Snow: Pay attention to rainfall warnings, potential for flooding.
· Lightning: Be aware of thunderstorm watches and warnings.
· Site Assessment: 
· Identify potential hazards related to extreme weather: 
· Severe Cold: Exposed skin, risk of hypothermia, frozen surfaces.
· High Winds: Falling objects, flying objects, loss of footing.
· Heavy Rain/Snow: Reduced visibility, slippery surfaces, flooding.
· Lightning: Risk of electrocution.
· Secure materials and equipment to prevent them from being displaced by wind or water.
· Ensure proper drainage to prevent water accumulation.
2. Event Warning and Suspension of Work:
· Warning Communication: 
· When a severe weather warning is issued, a manager will immediately notify all (company) staff in the office and warehouse.
· Communication methods may include, but are not limited to: 
· Verbal alerts.
· Cell phone communication.
· Work Stoppage: 
· Depending on the severity of the weather, the supervisor may order a temporary suspension of work.
· Specific work activities may be restricted or prohibited.
3. Specific Weather Procedures:
· Severe Cold: 
· Provide access to heated office space for breaks.
· Encourage workers to wear appropriate clothing (layers, windproof/waterproof outer layer).
· Monitor workers for signs of cold stress (shivering, confusion, drowsiness).
· High Winds: 
· Secure loose materials and equipment.
· Take shelter away from structures that may be unstable.
· Heavy Rain/Snow: 
· Increase inspections of overhead and “man” doors.
· Monitor for flooding and adjust work accordingly.
· Lightning: 
· Suspend all outdoor work.
4. Evacuation and Muster:
· Evacuate to the second-floor office work area, away from windows, as directed by senior management.
· Managers will conduct a roll call to account for all personnel.
· Remain at the designated location until the weather event has passed or further instructions are given.
5. Work Resumption:
· Work will resume only when the supervisor deems it safe to do so.
· A site inspection will be conducted to identify any new hazards created by the weather event.

10.8 Load Collapse from a Forklift
A forklift load collapse occurs when the load being carried by a forklift becomes unstable and falls, often due to improper stacking, unsecured loads, exceeding weight limits, or operator error. This can result in the load falling onto people, equipment, or stored materials.
In the event of a forklift load collapse, the following procedures shall be implemented:
1. Immediately Clear the Area:
· Anyone witnessing the collapse or in the immediate vicinity must immediately move to a safe distance away from the fallen load and the forklift.
· Warning others around the incident using verbal commands (e.g., "Load Collapse! Move Away!").
2. Stop Forklift Operations:
· The forklift operator (if able and safe to do so) must immediately stop the forklift and engage the parking brake.

3. Notify Warehouse Supervisor:
· The forklift operator or any witness must immediately notify the Warehouse Supervisor (or other designated emergency contact person) of the load collapse. This notification should include: 
· Location of the incident within the warehouse.
· Description of what collapsed (type of material, approximate size/weight).
· Whether anyone is known to be injured or trapped.
4. Activate the Site's Emergency Response Plan:
· Upon notification, the Warehouse Supervisor (or designated personnel) will activate the site's Emergency Response Plan. This may involve sounding an alarm or using other established communication protocols.
5. Account for All Personnel in the Vicinity:
· The Warehouse Supervisor (or designated personnel) will immediately initiate a check to account for all personnel who were known to be in the area of the load collapse. This includes the forklift operator and any nearby workers or visitors.
· Determine if anyone is trapped under the fallen load or has sustained injuries.
6. Assemble First Aid Responders:
· The designated site first aid responders must be immediately dispatched to the location of the incident to assist any injured personnel.
7. Contact Emergency Services (911):
· If there are any injuries requiring professional medical attention or if there is a significant risk of further collapse or other hazards, the Warehouse Supervisor (or designated personnel) will contact emergency services (911) immediately. Provide them with accurate information about the incident, location, and any known injuries.
8. Secure the Area:
· The area around the fallen load and the forklift must be immediately secured to prevent further incidents and to preserve the scene for investigation. This may involve: 
· Establishing a clear perimeter using safety tape or barriers.
· Preventing unauthorized access to the area.
· Ensuring no one attempts to move or touch the fallen load or the forklift until authorized by the investigation team.
9. Incident Investigation:
· Once an immediate emergency is addressed and the area is safe, an incident investigation will be conducted to determine the cause of the load collapse and to implement corrective actions to prevent future occurrences. This investigation should involve relevant personnel, including safety representatives, warehouse management, and potentially the forklift operator.

10. Reporting and Documentation:
· A detailed report of the incident, including the cause, injuries (if any), and corrective actions taken, must be documented according to company procedures and any relevant regulatory requirements.
10.9. Gas Leak
A natural gas leak is an unintended release of natural gas from its container, such as a pipe or appliance, into the surrounding environment. This can occur due to various reasons like faulty connections, corrosion, or damage. 
1. While gas is essential for various functions in an office and warehouse building, including heating, it also poses a risk if a leak occurs. Therefore, in the event of a gas leak:
· Immediate Actions:
· Cease Operations: Immediately stop all work in the affected area.
· Eliminate Ignition Sources: Extinguish all open flames, turn off electrical equipment (if safe to do so), and avoid creating sparks (e.g., from tools or walking with metal cleats).
· Evacuate: Evacuate the immediate area and any potentially affected zones. Use stairs, not elevators.
· Alert Others: Verbally warn all personnel in the vicinity of the suspected leak.
2. Notification:
· Inform Supervisor: Immediately notify the supervisor or the designated manager.
· The supervisor will then activate the facility's Emergency Response Plan, and the supervisor will contact emergency services (911).
· Provide the following information: 
· Location of the suspected leak.
· Type of gas (if known).
· The extent of the affected area.
· Any injuries or personnel trapped.
3. Evacuation and Muster:
· Follow Evacuation Routes: Proceed to the designated muster point using predetermined evacuation routes.
· Account for Personnel: Supervisors will conduct a roll call to ensure all workers, visitors, or contractors are accounted for.
· Remain at Muster Point: Stay at the muster point until receiving further instructions from the supervisor, site safety personnel, and/or emergency responders. 
· Do not leave the muster point without authorization.
· No smoking or vaping by (company) employees while at the muster point.
4. Additional Safety Measures:
· Ventilation: If possible and safe to do so, increase ventilation in the area by opening windows and doors away from the leak source.
· Entry Control: Prevent unauthorized entry into the affected area.
· Trained Personnel: Only trained personnel equipped with appropriate respiratory protection should enter the affected area to assess the situation (if necessary and safe, and after emergency services have been notified).
5. Emergency Responder Actions:
· Cooperate fully with emergency responders upon their arrival.
· Provide them with any relevant information about the site, the leak, and personnel status.
6. Post-Incident Procedures:
· Do not re-enter the area until it has been declared safe by emergency services and/or qualified personnel.
· Investigate the cause of the leak and implement corrective actions to prevent recurrence.

10.10 Cyber Security Breach
1. Identify and Isolate:
· Recognize something is wrong (unusual activity, alerts, inability to access files).
· Immediately disconnect affected devices from the network (unplug Ethernet cables, turn off Wi-Fi). This helps prevent the breach from spreading.
2. Contain the Damage:
· If possible, and if you know the source, try to shut down the specific compromised system or account.
· Do not try to "fix" things yourself unless you have specific IT security expertise. You could accidentally destroy evidence.
3. Notify Key Personnel:
· Inform the designated person responsible for IT or security.
· If sensitive customer data is involved, also notify the owner/general manager.
4. Secure Evidence:
· Document everything you know about the breach (what happened, when, what systems are affected).
· Take screenshots of any suspicious activity or error messages.
· Do not delete any files or logs unless instructed to do so by your IT support or legal counsel.
5. Contact Your IT Support/Security Provider:
· Reach out to your external IT support company or internal IT staff immediately. They will have the expertise to properly assess and handle the situation.
6. Assess the Impact:
· Work with your IT support to determine the scope of the breach: 
· What data was potentially compromised?
· Which systems are affected?
· What is the potential impact on your business and customers?
7. Contact field staff
· Call supervisors located in the field by cell phone
· Inform them of the data breach and not to access any company systems and/or respond to emails.
8. Implement the Recovery Plan:
· Follow the guidance of your IT support to recover your systems. This might involve: 
· Changing passwords for all accounts.
· Restoring data from backups.
· Reinstalling operating systems or software.
· Patching vulnerabilities that were exploited.
9. Notify Affected Parties (If Necessary):
· If sensitive personal or financial data was compromised, you have a legal and ethical obligation to notify affected customers, clients, or partners. Consult with legal counsel on this.
10. Review and Improve Security:
· Once the immediate crisis is over, review your current security measures to identify weaknesses that were exploited.
· Implement stronger security practices (e.g., stronger passwords, multi-factor authentication, regular backups, employee training on cybersecurity awareness).
11. Document and Learn:
· Document the entire incident, the steps taken to resolve it, and lessons learned. This will help you improve your response plan for future incidents.









11 Debriefing and Post Traumatic Stress Procedure
Once the emergency is resolved, all employees involved will meet with management to discuss the incident and receive any necessary support to aid in their recovery. Many emergency tasks may be handled by people who are not accustomed to dealing with emergencies and may need assistance in their recovery.  Recovery can be in a variety of forms and (company) will help provide the necessary support that is needed.
Debriefing is necessary to review how well the plan worked in the emergency and to correct any deficiencies that were identified.  Debriefing is critical to the success of future emergency response planning. Debriefing is a good step in the recovery process for employees.






















Emergency Team Contact List
Ambulance/Fire Department/Police: 911
Foothills Hospital: 403-944-1110 
Peter Lougheed Hospital: 403-943-4555
Rockyview Hospital: 403-943-3000
South Health Campus: 403-956-1111

Company Contacts
















Pandemic Emergency Procedures (Office/Warehouse)
A pandemic is defined by the World Health Organization (WHO) as an outbreak of a disease that occurs over a wide geographic area and affects an exceptionally high proportion of the population. It signifies a global spread of a novel illness for which there is often limited pre-existing immunity. The following procedural steps outline the company's response to a declared pandemic impacting our office and warehouse operations, prioritizing the health and safety of our employees and the continuity of our business.
Phase 1: Preparedness and Prevention (Before Significant Local Spread)
Goal: To proactively implement measures that minimize the risk of infection, ensure operational readiness, and prepare employees for a potential pandemic.
Procedural Steps:
1. Establish Pandemic Response Team (PRT):
· Identify key personnel from different departments (Senior Management, General Manager, Project Manager, Safety Coordinator).
· Define clear roles and responsibilities for each PRT member.
· Establish a communication schedule and method for the PRT.
2. Develop and Maintain Pandemic Response Plan:
· Document the procedures outlined in the previous response.
· Tailor the plan to the specific context of office and warehouse, as well as specific plans for field operations.
· Include contact information for relevant local health authorities (Alberta Health Services - Calgary Zone).
· Establish a review and update schedule for the plan.
3. Monitor Official Sources:
· Assign responsibility for regularly monitoring updates from: 
· World Health Organization (WHO)
· Public Health Agency of Canada (PHAC)
· Alberta Health Services (AHS)
· City of Calgary
· Establish a system for disseminating relevant information to the PRT.
4. Communicate with Employees:
· Develop clear and concise communication materials about the potential pandemic.
· Educate employees on preventative measures (hand hygiene, respiratory etiquette).
· Outline company policies related to illness, remote work, and potential changes to operations.
· Establish channels for employee questions and concerns.
5. Review and Update Business Continuity Plans:
· Identify critical business functions in the office, warehouse and field operations.
· Develop contingency plans to address potential staffing shortages due to illness or isolation.
· Identify critical operations that may require relocating employees.
· Assess potential supply chain disruptions and identify alternative suppliers if necessary.
· Plan for maintaining essential operations with reduced on-site staff.
6. Ensure Adequate Supplies:
· Assess current inventory of hygiene products (soap, hand sanitizer - ensure it meets Health Canada standards).
· Procure sufficient quantities of cleaning and disinfection supplies approved for use against viruses.
· Evaluate the need for and source appropriate Personal Protective Equipment (PPE) based on potential risk levels and AHS guidance.
7. Explore and Implement Flexible Work Arrangements:
· Assess the feasibility of remote work for office-based roles.
· Develop policies and provide necessary equipment/access for remote work.
· Evaluate the possibility of staggered work schedules or shift changes in the office, warehouse, and field operations to reduce density.
8. Develop Visitor Protocols:
· Establish guidelines for visitor and contractor access to the office and warehouse.
· Consider implementing visitor screening procedures (e.g., questionnaires, signage about not entering if unwell).
· Develop warehouse procedures for field staff picking material “Field staff in the warehouse”
9. Plan for Health Monitoring (if deemed necessary and legally compliant):
· Research and establish protocols for voluntary temperature screenings or health questionnaires upon entry, ensuring compliance with privacy legislation in Alberta.
· Determine who will conduct screenings and how data will be managed.
10. Identify and Cross-Train Employees:
· Identify critical job functions in both the office and warehouse.
· Implement cross-training programs to ensure backup personnel are available for essential roles.
Phase 2: Active Pandemic and Increased Local Spread
Goal: To implement measures that reduce transmission within the workplace, protect employee health, and maintain essential operations while adhering to public health guidelines in Alberta.
Procedural Steps:
1. Activate Pandemic Response Team (PRT):
· Increase the frequency of PRT meetings to monitor the evolving situation and local health directives.
· Ensure consistent communication from the PRT to all employees.
2. Reinforce Communication:
· Provide regular updates to employees on the local situation, AHS guidelines, and any changes to company policies or procedures.
· Address employee concerns and provide accurate information to counter misinformation.
3. Implement Flexible Work Arrangements (Maximize Remote Work):
· Mandate remote work for all office-based roles, where feasible.
· Provide ongoing support and resources for remote employees.
4. Implement Staggered Work Schedules/Shift Changes (Office & Warehouse):
· Adjust work hours or days to reduce the number of employees on-site at any given time, if operationally possible.
· Ensure adequate coverage for essential functions.
5. Restrict Non-Essential Visitors:
· Prohibit or severely limit non-essential visitors to both the office and warehouse.
· Establish protocols for essential visitors (e.g., screening, hygiene requirements).
· Implement field staff in the warehouse procedures.


6. Implement Health Monitoring (if in place):
· Conduct temperature screenings or administer health questionnaires upon entry, following established protocols and privacy guidelines.
· Establish procedures for handling individuals who present with symptoms.
7. Enforce Sick Leave Policies:
· Remind employees of sick leave policies and encourage them to stay home if they are feeling unwell.
· Ensure managers support employees who need to take sick leave.
8. Provide Guidance on Potential Exposure:
· Establish a clear process for employees to report potential exposure to the virus (while maintaining privacy).
· Follow AHS guidelines for managing potential exposures and implementing isolation protocols.
9. Manage Employee Absences and Return to Work:
· Track employee absences due to illness or isolation.
· Develop and communicate return-to-work procedures based on AHS guidelines (e.g., required isolation period, potential testing).
10. Increase Cleaning and Disinfection:
· Implement a more frequent and thorough cleaning schedule, especially for high-touch surfaces.
· Ensure the use of effective disinfectants.
· Provide cleaning supplies for employees to sanitize their workspace.
11. Enhance Ventilation (if possible):
· Maximize airflow by opening windows (weather permitting) or adjusting HVAC settings to increase fresh air intake.
· Open warehouse overhead doors where possible.
12. Implement Social Distancing Measures:
· Warehouse: 
· Mark designated workspaces to maintain physical distance.
· Adjust workflows to minimize close contact during tasks.
· Limit the number of people in common areas at one time.
· Office (for essential on-site staff): 
· Maintain physical distancing between workspaces.
· Implement physical barriers (e.g., plexiglass) where necessary.
· Limit the size of in-person meetings; encourage virtual meetings.
13. Provide and Enforce the Use of PPE (as recommended by AHS):
· Provide appropriate PPE (e.g., masks, gloves) to employees based on their roles and the level of risk, following AHS guidance.
· Train employees in the proper use, donning, doffing, and disposal of PPE.
· Enforce the consistent and correct use of required PPE.
14. Adjust Warehouse Operations:
· Review and modify loading/unloading procedures to minimize close contact between employees and external employees, and delivery drivers.
· Implement protocols for cleaning shared warehouse equipment (forklifts, scanners).
Phase 3: Post-Pandemic Recovery
Goal: To gradually and safely transition back to normal operations while remaining vigilant for potential resurgences and incorporating lessons learned.
Procedural Steps:
1. Monitor Public Health Guidance:
· The PRT continues to monitor updates from WHO, PHAC, and AHS regarding the status of the pandemic and recommendations for recovery.
2. Develop Phased Return-to-Work Plan:
· Based on AHS guidance and the company's risk assessment, develop a phased plan for the return of employees to on-site work.
· Consider factors such as individual circumstances, job roles, and operational needs.
3. Communicate the Transition Plan:
· Communicate the return-to-work plan and timeline to all employees.
· Provide sufficient notice of any changes to work arrangements.
4. Gradually Ease Restrictions:
· As public health conditions improve and AHS guidelines allow, gradually ease restrictions on on-site work, visitor access, and social distancing measures.
· Maintain some enhanced hygiene practices initially.
5. Maintain Enhanced Cleaning and Hygiene:
· Continuing with increased cleaning and disinfection frequencies for a defined period.
· Ensure the continued availability of hand sanitizer and promote good hand hygiene.
6. Support Flexible Work Arrangements (Long-Term Consideration):
· Evaluate the effectiveness of remote work during the pandemic and consider implementing more permanent flexible work arrangements where feasible and beneficial.
7. Address Employee Concerns:
· Provide opportunities for employees to voice any remaining concerns or anxieties about returning to normal operations.
· Offer support and resources as needed.
8. Recognize Employee Efforts:
· Acknowledge and appreciate the resilience and efforts of employees during the pandemic.
9. Review and Update the Pandemic Response Plan:
· Conduct a thorough review of the company's response to the pandemic.
· Identify lessons learned, areas for improvement, and best practices.
· Update the Pandemic Response Plan accordingly to enhance preparedness for future public health emergencies.
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