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INTRODUCTION: XE "INTRODUCTION\:" 
The following emergency plan has been written to assist and clarify the roles and responsibilities for those persons within the Pfizer organisation here at the Sandwich site who would be called upon to respond to site emergencies deemed to be at level 4 and higher. 

The plan is not an instruction manual in how to complete the task, but rather an aide memoir to assist and guide those involved to ensure that the Level 4 Incident Management Team is established during normal and outside of normal hours quickly, efficiently and seamlessly. 

Definition of a Level 4 Emergency Response XE "INTRODUCTION\::Definition" 
A Level 4 emergency response is one that may affect several departments or areas at the site and may have the potential to cause serious injuries, loss of life, extensive damage to property or serious disruption outside the site.  It may require the use of outside resources to handle it effectively.

Cause of Incident XE "INTRODUCTION\::Cause Of Incident"  

Usually the result of a malfunction of normal operating procedures, it could also be precipitated by external acts, for example, a crashed aircraft, flooding, severe electrical storm or deliberate acts of arson or sabotage.

Incidents XE "INTRODUCTION\::Incidents" 
Most incidents at the Pfizer Sandwich site will be minor emergencies. Managed by the on site Fire and Rescue Team, with initial support as required from other teams within Pfizer, some of these are pre-determined such as Occupational Health or Security. Others are as requested by the Incident Commander. These teams form the backbone of response levels 1 through to 3. 

DEFINITION OF RESPONSE LEVELS:

 XE "DEFINITION OF RESPONSE LEVELS\:" 
Level 1

Incident Commander call sign Papa 43 and Command Support call sign Papa 44 attend the scene to confirm the validity of the report, intervene where possible and/or to call for additional support (possibly by declaring a higher level incident). Papa 43 is always the Incident Commander Papa 44 is Command Support

Level 2 

As for level 1, with retained fire and rescue team also attending.

Level 3 

As for levels 1 and 2 + Kent Fire and Rescue Services and other outside agencies attending.
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Definition Of Response Levels Continued XE "DEFINITION OF RESPONSE LEVELS\::Definition Of Response Levels Continued" 
The plan allows for the option to declare a Level 4 response. This mobilises a higher level of strategic response involving members of the site management team. 

Typical Level 1 through to 3 types of emergency responses that are managed by the fire and rescue team include but are not limited to:

· Fires

· Chemical spills and other releases,

· Medical emergency,

· Lift rescue

· Automatic fire alarms

· Building water damage i.e. burst water pipes.

· Other special services as requested

These types of incidents if promptly detected, reported and managed will have virtually no impact or effect on either people or business 

Level 1,2 & 3 Emergencies can be initiated in a number of ways:

· By manual operation of a Fire Alarm break glass call point

· By automatic operation of the Fire Alarm system

· By telephone

· Verbally

A Level 1 response is imitated by Security over the radio network to the duty Lead Fire Officer (43). Radio, pager and the site siren are used to initiate response levels 2 and 3

These predetermined response levels ensure that the earliest possible investigation and intervention takes place. And in so doing so will normally avoid the incident escalating upwards to Level 4.

Assistance from outside resources such as the Kent Fire and Rescue Services and Kent Ambulance Services may be required to assist in a minor emergency. The incident will usually be confined to a limited area.  However if allowed to grow, an incident may have consequences that affect the whole site, and possibly areas off-site.

The procedures outlined below in this document are applicable for all Level 4 Emergency Incidents. A level 4 may be down or up graded once details of the emergency have been obtained, considered and the incident bought under control.

The Level 4 Emergency Response Plan is applicable to:

Pfizer Limited

Sandwich, Kent

CT13 9NJ

LEVEL 4 EMERGENCY RESPONSE: XE "LEVEL 4 EMERGENCY RESPONSE\:" 
Any one of the following incidents would constitute a Level 4 Incident Emergency:

· A large scale release of a flammable material

· A large or rapidly escalating fire or explosion 

· A large scale release of a toxic material

· Other uncontrolled fire

· Other incidents that may be at level 3 and have been escalated by the on site incident commander

· Other incidents that do not require emergency intervention but require a high degree of senior management input to bring it back under control.

Level 4 Emergency Coding

The response level can be divided into four colour coded groups

· Code Red Fire Chemical Spill possible loss of life and injuries

· Code Orange Fire or Chemical spill

· Code Blue Security related incident

· Code Green Environment or other incident

Purpose of the Level 4 Emergency Procedure

The purpose of the procedure is to specify the organisation and persons who take control when a Level 4 emergency is declared and the actions that should be taken to establish the Level 4 Incident Management Team.

Objectives of the Level 4 Emergency Procedure XE "LEVEL 4 EMERGENCY RESPONSE\::Objectives" 
· To contain and control incidents so as to minimise their effects and to limit damage to people, the environment and property;

· Implement the measures necessary to protect people and the environment from the effects of major accidents;

· Communicate the necessary information to the public and to the services or authorities concerned in the area;

· Provide for the restoration and clean-up of the environment following a major accident;

· Preserve relevant records and equipment for the subsequent investigation/enquiry into the cause and circumstances of the emergency.

Emergencies will be under the control of the Incident Commander. His/her main tasks are to manage the source and nature of the incident, including those external emergency services and to inform and work with the Incident Management Team to bring the incident under control.


 XE "INCIDENT SUPPORT TEAM (IST)\:Control Room\::Incident Management Control Room" 

Mobilisation of Level 4 Incident Management Team XE "INCIDENT SUPPORT TEAM (IST)\::Mobilisation Of Incident Level 4 Management Team" 
During Normal office Hours (8am to 5pm) The Incident Commander will be at the scene of the incident. The Emergency Controller will proceed to the Incident Control Room located in Building 502 room 1.1. He/She will have their radio switched on and be in communication with the Incident Commander. 

The Incident Management Team will proceed to the Incident Control Room. 

Out of normal officers hours (5pm through to 8am. Weekends bank and public holidays) The Incident Commander will assume the responsibilities of the Emergency Controller, until the Emergency Controller arrives on site.  

Team members will be notified by use of the site pager system (see Section 14).

Level 4: Incident management Team: XE "INCIDENT MANAGEMENT TEAM\:" 
The team consist of six nominated key personnel, each of whom will have clearly defined responsibilities.  Additional technical expertise will be available to the team as required, and depending upon the nature of the incident.  This will include, but not be limited to, advice on Fire, Medical, Utilities, Engineering, Health/ Safety, Environment, Security, and Human Resources issues.  Representatives may also provide additional specialist support from civil Fire, Police Ambulance services or other external agencies as required.

RESPONSIBILITIES OF EMERGENCY CONTROL ROOM TEAM

Emergency Controller on declaration of a Level 4 Emergency Response: XE "RESPONSIBILITIES OF THE EMERGENCY CONTROLLER" 
The Emergency Controller will take overall charge; they will assess the situation and co-ordinate activities of the Incident Management Team. The Emergency Controller will have direct support from the Deputy Emergency Controller and they will liase on the optimum course of action throughout the emergency. The nominated Emergency Controller has the authority to act for and on behalf of the site leaders for both PGM and PGRD.

Depending on circumstances, the Emergency Controller will:

· Instruct Security Personnel to initiate their Emergency Procedures and confirm that the Emergency Services if required have been called.

· Ensure that relevant members of the Incident Management Team are in attendance at the Incident Control Room. Other members may be called upon as the emergency develops.

· Ensure that the Occupational Health Physician, or senior member of the Occupational Health Service, is alerted.  Confirm the location of the Casualty Reception Area for the emergency and have this information relayed to the Incident Commander and the Security Control Centre.

· Ensure that the Human Resources and Communications Manager are alerted.

(Continued on Page 11)

· Continually review and assess the situation and possible developments along with the Incident Management Team.

· Consider the need for personnel and the public to shelter inside or evacuate the area.

· Consider the need for shutting down of plant and equipment.

· Consider whether the incident will have off-site effects 

· Liase with Senior Officers of the Emergency Services, and any other outside agencies that may be assisting either at the incident or in the incident control room. 

· Ensure that a chronological list of events is maintained. This may be the “Information Board and Action Board” that is continually drawn up during the emergency. Both boards have photocopy facilities

· Where the emergency is prolonged, ensure the relief of site personnel following the Incident:

· Ensure all personnel are informed when the emergency is over.

· Ensure that proper consideration is given to the preservation of evidence.  The incident scene (inner cordon) should be taped off with warning signs posted.  Draft in extra security help to prevent unauthorised entrance to the scene.

· Assist in issuing authorised statements to the news media in agreement with the HR/PR Manager/s.

· Ensure that relatives of any casualties are informed, via the Human Resources/Public relations group.

· Follow Technical Recovery Plans for any supply disruption, rehabilitation of affected areas, and clean up and restoration of the environment.  Determine if and when normal operations can be resumed.

· Ensure that an Incident Investigation team is established.  

· If deviations from the emergency plan have occurred or improvement to the plan recognised, ensure that these lessons learnt are incorporated into a revised plan.

· Arrange within 10 workings days a debrief and lessons learnt session with the incident management team

· Manage the Incident Management Team and hence manage the emergency.

Responsibilities of Deputy Emergency Controller

The Deputy Emergency Controller supports the Emergency Controller, taking whatever action is required to ensure the smooth and correct operation of the Emergency Control Room.  The Deputy will monitor the performance of individual team members and the Incident Management Team as a whole, providing direction and assistance as required.  The Deputy will monitor the Quality Assurance function of the Action Board, ensuring that detailed actions approaching their Estimated Completion Time are expedited.

Responsibilities of Information Manager x 2

The information Managers will receive and capture information coming into the Emergency Control Room by telephone or radio, preparing a filtered, written transcript on the self-carbon message forms provided.  They will pass original copies of the message forms to the Information Board Operator and monitor the Information Board to ensure that each message has been correctly transferred.  Information Managers will also undertake actions delegated to them on the Action Board, completing a message form in the same manner as before to confirm that they have sent the message.  When confirmation is received that the action is complete they will notify the Action Board Operator.

Responsibilities of Information Board Operator

The Information Board Operator will receive written message forms from team members and prepare a visual display of current, key information, segregating incident information by category.  Information which is judged particularly Important, or which has recently changed, will be highlighted in red.  The Information Board Operator will update and rearrange the display as required to ensure that the board provides the most up to date and user-friendly source of incident information. The information board operator will ensure that all information on the board is captured by photo copying the board before wiping clean.

Responsibilities of Action/Method Board Operator

The Action Board Operator is responsible for compiling a visual display of actions required.  The display is to indicate clearly the detailed action needed, i.e. the team member who is to carry out the action, the estimated time of completion and the actual time of completion once known. The actions/method board operator will ensure that all information on the board is captured by photo copying the board before wiping clean.

Incident Management Team in house Technical/Specialist Support XE "INCIDENT SUPPORT TEAM (IST)\::Internal Technical/Specialist Support" 
These people report to the Incident Management Room to provideTechnical/specialist support to the IMT. 

· Fire Manager

· Security Manager

· Safety 

· Occupational health

· Environment 

· Engineering

· Utilities

· HR/Communications

· Other people as dictated by the emergency

Possible External Incident Management Team Technical/Specialist Support XE "INCIDENT SUPPORT TEAM (IST)\:eam Technical/Specialist Support:External Technical/Specialist Support" 
Others that may attend and report to the Incident Management Room are, Fire Services, Police, Ambulance, Coastguard + others who may have been asked to assist.

Responsibilities of Operations Liaison Manager: XE "RESPONSIBILITIES OF THE EMERGENCY MANAGEMENT TEAM\::Operations Liaison Manager" 
Either the Fire or Security representative on the incident management team, depending on type of incident, will staff this role.

· Provide a link between the Incident Management Team and the Incident Commander.

· Relay the relevant actions provided by the Incident Management Team to the Incident Commander.

· Ensure that back-up resources are provided when requested by the Incident Commander.

· Provide technical and strategic advice to the Incident Commander when this is requested (after consultation with the Incident Management Team).

· Inform the Incident Management Team of any significant developments.

Inform the Information and Action Board Managers when actions have been completed and the time of completion.

STAFFING AT FORWARD CONTROL POINT

Responsibilities of the Incident Commander

Duty Shift Leading Fire Officer (24hrs) 

The Incident Commander will assume the duties of the Emergency Controller pending the latter’s arrival, in particular to:

· Instruct Security Control Personnel to initiate the Level 4 Emergency Procedure.

· Brief Security Control on the location and nature of the incident and the number of casualties.

· Direct the shutting down and evacuation of the other plant areas etc. likely to be affected.

· Ensure adequate resources and key personnel are called.  This will include outside emergency agencies as required. 

Incident Commander Role continued:

The Incident Commander will direct all strategic operations at the scene of the incident until relived by a senior Pfizer manager or in the event of a fire relieved by a senior member of Kent Fire and Rescue Services. The following actions will be taken:

· On arrival set up a Forward Incident Control point in a safe area close to the incident. The incident Response Vehicle (IRV) will normally be the designated Forward Control Point (FCP).  The FCP will be identified by blue flashing beacons and a sign labelled ‘Pfizer Forward Control Point’. 

· Complete the Dynamic Risk Assessment to establish the operational mode for responding emergency teams. The operational modes are: Offensive, Transitional, and Defensive  

· Initial radio/phone communication should be established with Pfizer Security Control.  Communication should be established with the Emergency Control Centre (ECC) as soon as possible. Security Control will then manage the Pfizer site, and support Security operations following the handover of incident control to the ECC. 

· Set up a forward command structure then appoint officers to fill function/task groups.  The function/task groups are:

· Command Support Officer (P344). Leading Fire Officer 
· Crew Commander (P346) Retained Fire Crew Leader or Retained Fire Fighter

· Fire Safety Officer (342) Safety Adviser

· Safety Advisor (349) A member of the PGM EHS Team

· PGM Technical Advisor (P345.) API Shift Production Support (SPS) personnel. The SPS may also be utilised for out of hours incidents site wide if technical advise is required immediately.

· PGRD Technical Advisor Facilities manager or out of hours Duty LAB 1 in PGRD areas.  
· Keep the Emergency Control Centre informed of incident developments.

· Assist co-ordination between Pfizer Response teams and responding Officers from Kent Fire and Rescue and Kent Ambulance Services.

· Ensure that all operations are continually risk assessed, to ensure the safety of all personnel.  Minimise damage to plant and nearby property and the environment.  Minimise loss of material.

· Ensure that the affected area is searched for casualties.  Inform the Emergency Control Centre of any casualties and/or missing persons.

· Evacuate non-essential workers to assembly areas, or to safe havens in the case of a toxic leak.

· Confirm the location of the Casualty Reception Area.

· Ensure that the Communications Officer records all events/actions chronologically.

· Request specialists from the ECC as necessary, and ensure they leave the incident when specific tasks are complete.

· Arrange for the area of the emergency to be taped off and warning notices posted, in co-operation with others.  Arrange for route markings from Emergency Control Centre to the Incident to aid the Emergency Services.

Following the Incident:

· Restrict access to the area of the emergency and preserve evidence that would assist any subsequent enquiry into the cause and circumstances of the emergency.  The incident scene (inner cordon) should be taped off with warning signs posted.

· Control photography at the scene and ensure that all pictures and negatives are handed over to the Emergency Controller.

· Digital images should be printed immediately, signed and dated. The digital file should be downloaded as soon as possible.

· Ensure that emergency equipment is rapidly restored when the emergency is over, e.g. sprinklers are replaced, sprinkler systems and fire alarm systems are reactivated, fire extinguishers and self-contained breathing apparatus are replaced.

Responsibilities of Incident Support Team (IST) XE "INCIDENT SUPPORT TEAM (IST)\:" 
A task force of essential people IST will be available to undertake emergency work such as but not limited to:

· Shutting down plant and making it safe

· Emergency engineering work, e.g. isolating equipment and process materials

· Provision of emergency power supplies and lighting

· Movement of equipment to or from the scene of the incident

· Fire Stewards accounting for people immediately involved in the incident and at the assembly point

Nominated personnel having immediate tasks to perform should always be available, under the guidance of the Incident Commander.

Responsibilities of the Command Support Officer

· Immediately respond to all fire alarms, chemical incidents, reports of person’s trapped, or any other emergency or other incident of which they are notified.

· Take charge of the site fire-crew and direct its operations for the duration of its commitment at an incident.

· Establish and secure the incident inner and outer cordons

· Command and Control of the Inner Cordons

· Take charge of all rescues and fire fighting operations until relieved by a senior member of the Fire Department 

· Ensure that adequate resources are available to meet the task

· Liaise with Incident commander and the Technical Adviser, to be advised by them and afford them all necessary assistance

· Ensure that messages are relayed via the Incident Control Point.  Appoint a communications officer if required

· Set local command communications using the Incident radio scheme as dictated by the incident.

· Liase with the Safety Officer to ensure that all operations are continually risked assessed.

Responsibilities of the Safety Officer 

· Liase with the Incident Commander

· Complete the on going risk assessment.   The safety Officer will ensure that an on-going operational risk assessment is completed, to ensure the safety of emergency team members and to re-evaluate the operational mode.  

· Ensure that correct procedures are followed

· Maintain a safety communication network

· Maintain escape routes

· Ensure that response teams are correctly dressed in the level of PPE to give maximum protection given the nature of the incident

· Police the inner cordon, utilise safety equipment to assess scene safety at all times, e.g. gas monitoring

· Initiate evacuations 

· Implement roll calls 

Responsibilities of The API Technical Adviser

· Respond to all level 3 and 4 incidents 

· Liase with the Incident Commander (Papa 43) on arrival

· With the Incident Commander assess the potential for incident escalation

· Provide Technical Advise to the Incident Commander and external emergency services.

· Ensure that on scene Technical resources are adequate for response needs.

· Liase with local specialist sources to provide expert advise to emergency services and response teams. 

· Assist the Incident Commander with joint services liaison.

· Communicate Technical data to the ECC either via the Forward Control Point radio or Mobile Phone.

Responsibilities of the Fire Crew Commander

· Ensure Pfizer Fire Appliance is deployed safely to the correct location

· Ensure Fire Crew safety

· On arrival report to the Forward Incident Control Point 

· Liase with Command Support Officer

· Detail Crew tasks as instructed

· Assist the Command Support Officer in directing Fire fighting, and casualty search and rescue operations 

· Provide communication into the Incident Control Point

· Liase with Fire Stewards

Responsibilities of the Duty Senior Security Officer (SSO)
On receiving information that a Level four incident has occurred, the Duty SSO will ensure that Security Control Room Officers perform the following tasks:
· Determine from the Incident Commander 

· The nature and location of the incident 

· The number of casualties if any

· Summon the Site Fire Service.
· Page the Incident Management Team 
· Activate the Site Siren on the intermittent note

· Switch the Site radio network to ‘Talk Through’ and transmit three times the nature of the incident and its location.  

· Call other emergency services at the direction of the Incident Commander.  
· Begin a chronological record of events.  
· Inform the Emergency Services that a Major Emergency has been declared at the Pfizer Sandwich Site.  
· Ensure that a SITREP is completed and faxed to the Incident Control Room
· Do not accept any outgoing or incoming calls other than from the site or public emergency services until permission is given.  Site telephonists and outside callers should be told that because of the emergency, no non-emergency calls could be accepted.  Make a note of caller’s name and telephone number for future records and pass these onto the incident management team

· Out of normal hours, telephone the on call Level 4 Incident Management Team. Using the listed Appendix I and brief them on events.

Responsibilities of other Security Staff 

· Ensure that  all factory gates and gates into the West Site are opened and ensure that staff are controlled between sites.

· Inform the Emergency Services, on arrival, that a Major Emergency has been declared, and brief them on the location and nature of the incident and the number of casualties.  Hazchem cards should be issued according to the location of the incident.
· Where resources and the situation allow, provide Security Officers for the following escort/direction duties:
· Kent Fire Brigade to the incident scene.

· Senior Fire Officer to the Emergency Control Centre.

· Emergency vehicles to the Emergency Rendezvous Point
· Senior Police Officer to the Emergency Control Centre.  


(Continued on Page 18)

· 
· Establish a suitable one-way system and exit route from the site.  Assign a security officer to stop unauthorised entry and to collect identification wristbands of casualties, as they are taken to hospital by the Medical Services.  The wristbands should be passed to the appropriate Human Resources Manager.

· Do not allow any reporters on site.

· Ensure that Security Officers remain available to assist the emergency teams as requested.  
Responsibilities of Director of Occupational Health Services (DOHS)

· Co-ordinates OH response and information

· Prime role is to liase with ECC and other senior Pfizer Staff on OH aspects of the emergency

· To co-ordinate and direct OH resources

· To provide guidance and support regarding individual case management.

· To ensure appropriate OH support for staff responding to an emergency.

Responsibilities Occupational Health Physician (OHP)

· Responsible for ensuring Major Incidents involving casualties are managed appropriately and all relevant parties receive prompt appropriate information, by acting as a communication link between Primary Health Advisors (PHA’s), Emergency Control Centre ( ECC), Incident Controller (IC), Kent Ambulance Service (KAS), receiving Hospitals, Human Resources (HR )and Director of Occupational Heath Services (DOHS)
· During a Major Emergency the OHP may be requested by PHA’s (via Reception radio or telephone) to respond to the accident scene to offer clinical guidance and support to PHA’s ,and treat casualties as appropriate.
· Act as link between PHA’s ,OHA’s, Casualty Reception Area (CRA), Incident Controller, KAS, receiving Accident and Emergency Department, Emergency Control Room, and Pfizer Human Resources (HR) Department, with regard to casualty/ injury information.
Responsibilities of Occupational Heath Advisor (OHA)

· OHA’s provide support as requested and directed by DOHS or OHP
· If OHP acting up, or if OHP absent, then OHA will act up as OHP or DOHS if necessary.
· In the event of a Major Incident being called, Reception staff will alert OHA’s, at earliest opportunity, PHA’s will contact OHA’s via phone or radio to give further information of the incident.
Responsibilities of Primary Health Advisors (PHA)

· Responsible for initial response to any incident on site involving casualties
· To respond safely to incident wearing appropriate PPE, and report to Leading Fire Officer/Incident Coordinator.
· Various means of transport to attend the scene are available. The PHA  should ensure that  if responding on-foot, that they arrive safely and do not put themselves at risk. 
· Initial response may be with the LFRO’s in the Emergency Response vehicle or with Security. Requests for appropriate transport should be made via Security
· Assess scale of casualties/injuries quickly and summon appropriate assistance via the Incident Commander
· Use Cruciform cards to Triage casualties
· Direct First Aiders and other helpers at the scene with regards to appropriate treatment, triage, “runners” escorting, chemical decontamination, deployment to Casualty Reception Area as identified within the Action Cards 
Administration/Support Staff

· Support DOHS and OH staff in managing communication/information during a Major Incident.
· Responsible for ensuring OHP, OHA’s are made aware promptly of any relevant radio messages / call via emergency pager, which may indicate a possible or confirmed Major Incident on site
· Give support to, and liase between, PHA’s, OHA’s, OHP’s, DOHS, and First Aiders as per instructions on Action Card provided during a Major Incident (see appendices)

First Aider/s

· Provide appropriate support with regard to casualty management in the event of a Major Incident on the Pfizer Sandwich site.

· Carry out appropriate care/support as documented on Major Incident Action Cards (see appendices)

Responding Out of Hours To Incidents

A confidential list of home and mobile telephone is kept in the security control centre. In the event of a level four emergency being declared the senior security officer begins the process of calling in the duty emergency manager, the deputy duty emergency manager and other key personnel who are listed. 

People attending site should in the first instance report to Incident Management Room via Security personnel.
End

Peter J Bedborough 
Manager Fire & Rescue Services 
B550 2nd Floor rm 2.20

01304 646890 (Office) 
07767 351745 (Mobile) 
email: mailto:peter.bedborough@pfizer.com
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