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Revision History

This Emergency Response Plan is effective April 2020. The company’s Emergency Response Program
Coordinator is responsible for updating this plan annually or as required. Any errors or omissions in the plan
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A1 Initial Emergency Report Form

Section 1: Initial Response Page 1 of 2

First On-Scene Actions

Evacuate

Ã Get to a safe area immediately.

Ã Move upwind if release is downwind of you.

Ã Move crosswind if a release is upwind from you.
Ã Move to higher ground if possible.

Alarm
Ã Call for help (“Man Down”).
Ã Sound bell, horn or whistle, or call by radio.

Ã For medical emergencies, call 911.

Assess Ã Take head count, locate any casualties.  Consider all of the hazards.
Ã Fill out information below to complete assessment.

Protect Ã Put on breathing apparatus before attempting rescue.

Rescue Ã Remove victim to a safe area.

First Aid Ã Follow the standard first aid protocols at worksite. (CPR, etc.)

Medical Aid Ã Arrange transport of casualties to medical aid.
Ã Provide information to Emergency Medical Services (EMS).

Incident Details To be completed by the person involved or notified

Report taken by Date / Time

Name of person calling Caller Telephone

Incident Location
(LSD / NTS)

Event Summary

Agencies
Notified

Ã Yes Who?

Ã No

Event
Status

Ã Incident contained or controlled
Ã Imminent control possible

Ã Intermittent control possible
Ã Incident is uncontrolled

Site Type ÃWell Ã Pipeline Ã Tank Farm/Storage Ã Battery/Plant/Facility Ã Other_____________

Incident
Type

Ã Sour Gas Release Ã Sweet Gas Release Ã Pipeline Break Ã Security (theft, threat,
terrorism)

Ã Loss of Containment Ã Fire/Explosion ÃWorker Injury/Fatality Ã Vehicle/Transportation

Ã Liquid Spill Ã Other_______________________________________________________



A1 Initial Emergency Report Form
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Impacts

Public Health and Safety Ã Could be jeopardized Ã Is jeopardized

Public Protection Measures Taken Ã Notification Ã Evacuation Ã Shelter-in-place Ã Roadblocks

Worker Injuries Ã First Aid Ã Hospitalized Ã Fatality Ã Other____________

Distance to nearest surface development ____________km Distance to nearest urban centre ___________km

Details

Release Impact Ã On-Lease Ã Off-Lease Product_____________________ Amount_______________

Gas Readings H2S______ SO2__________ LEL________ Other_________________________________

Distance to nearest watercourse __________________km Weather Conditions

Details

Media
Involvement? Ã Yes Ã No Regulator

Involvement? Ã Yes Ã No
Public
Affairs/Community
Relations Issues?

Ã Yes Ã No

Details

Notes / Instructions Provided:

Distribute this completed report to all Key Response Personnel
Note: Ensure the First On-Scene Actions have been completed before proceeding to the Five Step Initial Response Guide.



Determine Level of Emergency:  
Ç Alert / Minor 
Ç Level 1 Emergency 
Ç Level 2 Emergency 
Ç Level 3 Emergency 
 
Use the following resources: 
¶ Section 1: Initial Response (Level of Emergency) 
¶ The Emergency Assessment SmartPhone App. (Search H2Safety or 
Emergency Assessment in the App Store).   

 
Note: The OGC and the AER state that the licensee must use either the Incident 
Classification Matrix (BC) or the Assessment Matrix for Classifying Incidents (AB) to 
determine the Level of Emergency.  If the incident overlaps more than one level, 
always choose the highest level.  

Ç Follow the Internal Emergency Notification Flowchart to determine who needs to be notified. 
Ç Relay the information in the completed A1 Initial Emergency Report Form.  
Ç Mobilize internal resources to the site, to the Incident Command Post (ICP), to the Corporate Emergency 
Operations Centre (CEOC), or place them on standby as required. 

 
Use the following resources: 

¶ Section 1: Initial Response (Internal Emergency Notification Flowchart) 
¶ Section 2: Roles & Responsibilities (Response Team Phone List) 
¶ Section 6: Forms (A1) 

Step 2 - Internal Notification 

Note: This document is to be used as a guide only. It is not meant to replace the use of the ERP and does not eliminate the need for ERP related training. 

 
Step 5 - Initiate Public Safety 

Ç Follow the External Emergency Notification Flowchart to determine which external agencies need to be notified. 

Ç Use the following resources: 
¶ Section 1: Initial Response (External Emergency Notification Flowchart) 
¶ Section 5: External Agencies (Provincial Notification Matrix) 
¶ Area Specific Information (White tabs) 

Step 3 - External Notification 
Complete an ICS 201 Incident Briefing Form: 
Ç Define incident details and an operational period (page 1). 

¶ Establish the On-Site Command Post (OSCP) and ICP. 
Ç Document current incident objectives, strategies and tactics (page 2). 
Ç Prioritize objectives (page 2). 
Ç Define initial Incident Command Structure (page 3). 
Ç Identify required resources and when theyôll be available (page 4). 
 
Use the following resources: 

¶ Section 1: Initial Response (ICS 201) 
¶ Section 6: Forms (ICS 201) 

Step 4 - Incident Briefing 

Ç 911 (police, fire, ambulance) Ç Health Authority / Health Services  

Ç Regulatory agency to confirm the Level of Emergency Ç Air Monitoring (at all levels of emergency) 

Ç Local Authority (Cities, Towns, Villages, Counties, M.D.s, R.D.s, R.M.s, Special Areas, Reserves, etc.)  

Step 1 - Level of Emergency 
First  
On-Scene 
Actions 
 

Evacuate 
Alarm 
Assess 
Protect 
Rescue 
First Aid 
Medical Aid 
 

Refer to A1 Initial 
Emergency Report 
Form 

Five Step 
Initial 

Response 
Guide 

Note:  Initial Response 
takes place over a 
single operational 
period (optimally 8 to 12 
hours).  95% of all 
incidents will be 
resolved within the first 
operational period. 

Ç Dispatch Air Monitoring personnel to the nearest residence / public facility 
downwind of the incident. 

Ç Follow safety procedures and have appropriate PPE. 
Ç Monitor and record air quality readings using the following forms: ICS 214 
& A5. (Smoke, plumes, wind, etc.)  

Ç Provide status updates to the Public Safety Group Supervisor at 
established intervals. 

 
Use the following resources: 
¶ Section 2: Roles & Responsibilities (Air Monitors) 
¶ Section 6: Forms 

Air Monitors 

Ç Dispatch Rovers to patrol the EPZ. 
Ç Follow safety procedures and have appropriate PPE. 
Ç Search the EPZ for transients. 
Ç Assist residences that require evacuation assistance. 
Ç Investigate surface developments that are identified as vacant or those 
who were unable to contact. 

Ç Post notices on all outside doors of empty surface developments, vehicles, 
etc. 

Ç Record all contacts, communications and monitoring readings using the 
following forms: ICS 214, A5, B3 & B5. 

Ç Monitor and record air quality readings using the following forms: ICS 214 
& A5. (Smoke, plumes, wind, etc.)  

Ç Provide status updates to the Public Safety Group Supervisor at 
established intervals. 

 
Use the following resources: 

¶ Section 2: Roles & Responsibilities (Rovers) 
¶ Section 6: Forms 
¶ Area Specific Information (Map) 

Rovers 

Ç If residents are evacuated, dispatch a Reception Centre Representative to 
the reception centre location. 

Ç Meet and register evacuated residents. 
Ç Record contact information for those who choose to stay elsewhere. 
Complete the following forms: ICS 214, B1, B2 & C2. 

Ç Regularly provide status updates to the Public Safety Group Supervisor 
(those who have arrived and those who have not yet arrived). 

 
Use the following resources: 
¶ Section 2: Roles & Responsibilities (Reception Centre Rep) 
¶ Section 6: Forms 

Reception Centre Rep 

Ç Determine the hazard area; start with Emergency Planning Zone (EPZ) as 
default. 

Ç Identify the affected surface developments and area users. (Houses, 
businesses, guides/outfitters, trappers, schools, other oil and gas 
operators, etc.) 

Ç Determine the appropriate public protection measure for the affected 
surface developments and area users. (Evacuation, shelter-in-place and/or 
ignition) 

Ç Coordinate evacuation outside of the EPZ with the local authority, if 
required.  

Ç Utilize broadcast media to notify public outside of the EPZ in immediate 
evacuation situations. 

 
Use the following resources: 
¶ Section 1: Initial Response (Public Protection Measures Flowchart) 
¶ Section 4: Emergency Response Procedures (Public Protection 
Measures) 

¶ Area Specific Information (Map / EPZ calculation tables) 

Public Protection Measures 

Ç Follow safety procedures to safely establish roadblocks wherever a road 
intersects with the EPZ and advise vehicles to reroute. 

Ç Record all vehicle encounters and air monitoring readings. Complete the 
following forms: ICS 214, A5, B3 & B4.  

Ç Gain permission from the Public Safety Group Supervisor for response 
vehicles to enter the hazard area. 

Ç Provide status updates to the Public Safety Group Supervisor at 
established intervals. 

 
Use the following resources: 
¶ Section 2: Roles & Responsibilities (Roadblocks) 
¶ Section 6: Forms 
¶ Area Specific Information (Map) 

Roadblocks 

Ç Establish a Telephoner Team to notify residents to evacuate or shelter-in-
place as required. 

Ç Notify special needs residents at a Level 1 Emergency and provide the 
option to evacuate voluntarily. 

Ç Follow-up phone calls to address resident inquiries. 
Ç Record all phone calls and communications using the following forms: ICS 
214, B3, B6, B7, & B8. 

Ç Regularly provide status updates to the Public Safety Group Supervisor. 
 
Use the following resources: 
¶ Section 2: Roles & Responsibilities (Telephoners) 
¶ Section 6: Forms 

Telephoners 

Step 1
Level of Emergency

Step 2
Internal Notification

Step 3
External Notification

Step 4
Incident Briefing

Step 5
Public Safety
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Step 4 – Incident Briefing
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Incident Name:

Date/Time Initiated:

Prepared By: ICS Position:

Level of Emergency Alert / Minor Level 1 Level 2 Level 3

Map Sketch:
Note: Maps can be drawn or attached here.

Situation Summary: (Write description or attach A1)

Safety Briefing:



Step 4 – Incident Briefing

Section 1: Initial Response Page 2 of 6

Current and Planned Objectives:

Priorities: (1) Life Safety (2) Incident Stabilization (3) Environment & Property

1. Ensure Safety of Citizens and Response Personnel: 4. Minimize Economic Impacts:

Ã 1a. Identify hazard(s) of released product. Ã 4a. Consider tourism and local economic impacts.

Ã 1b. Establish site control (hot zone, warm zone, cold zone, &
security). Ã 4b. Protect public and private assets, as resources permit.

Ã 1c. Establish an Emergency Response Zone and Initiate Public
Safety Actions.

Ã 4c. Establish damage claims process.

Ã 1d. Consider evacuations if needed. 5. Keep Stakeholders and Public Informed of Response
Activities:

Ã 1e. Establish aircraft restrictions. Ã 5a. Provide forum to obtain stakeholder input and
concerns.

Ã 1f. Monitor air in impacted areas Ã 5b. Provide stakeholders with details of response actions.

Ã 1g. Develop site safety plan for personnel and ensure safety
briefings are conducted.

Ã 5c. Identify stakeholder concerns and issues, and address
as practical.

2. Control the Source of the Release: Ã 5d. Provide timely safety announcements.

Ã 2a. Complete emergency shutdown. Ã 5e. Conduct regular news briefings.

Ã 2b. Conduct firefighting. Ã 5f. Conduct public meetings, as appropriate.

Ã 2c. Initiate temporary repairs.

3. Manage a Coordinated Response Effort:

Ã 3a. Complete or confirm notifications.

Ã 3b. Establish a unified command organization and facilities
(command post, etc.).

Ã 3c. Ensure mobilization and tracking of resources and account for
personnel and equipment.

Ã 3d. Complete documentation.

Current and Planned Actions, Strategies and Tactics:

Time: Actions:

HHMM

HHMM

HHMM

HHMM

HHMM

HHMM

HHMM

HHMM

HHMM
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Current Organizational Structure: (draw in current response structure)*

* This is a condensed Organizational Chart to account for all currently responding personnel during
the Initial Response.

Name

Number

Other

Name

Number

Incident Commander

Name

Number

Information Officer

Name

Number

Liaison Officer

Name

Number

Safety Officer

Name

Number

On-Site Group Supervisor
Name

Number

Public Safety Group Supervisor

Name

Number

Documentation

Name

Number

Reception Centre Representative

Name

Number

Telephoners

Name

Number

Rovers

Name

Number

Roadblocks

Name

Number

Air Monitors

Name

Number

SITE SAFETY

Name

Number

Control

Name

Number

Containment

Name

Number

Other

Name

Number

Other

Name

Number

Other

Note: Refer to ICS 207 Incident Organization Chart in Section 6: Forms (Blue Tab) for full command structure.
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Resources Summary:

Resource(s) Time Called ETA On-Site Notes (Location/Assignment/Status)

Ã

Ã

Ã

Ã

Ã

Ã

Ã

Ã

Ã

Ã

Ã

Ã

Ã

Ã

Ã

Ã

External Notifications: (Government)

Agency Time Called Notes
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Site Safety and Hazard Control Analysis

Site Control
1. Is Site Control set-up? Ã Yes Ã No 2. Is there an On-Scene Command Post? Ã Yes Ã No

If so, where?

3. Have all personnel been accounted for?

Ã Yes Ã No Ã Don’t Know

Injuries:

Unaccounted:

Fatalities:

Trapped:

4. Are observers involved or rescue attempts planned?

Observers: Ã Yes Ã No

Rescuers: Ã Yes Ã No

5. Are Decon areas setup? Ã Yes Ã No

If so, where?

Hazard Identification, immediate signs of: (if yes, explain in remarks)
1. Electrical line(s) down or overhead? Ã Yes Ã No 2. Unidentified liquid or solid products visible? Ã Yes Ã No

3. Wind direction across incident: Ã Towards your position

Wind Speed: Ã Away from your position
4. Is a safe approach possible? Ã Yes Ã No

5. Odours or smells? Ã Yes Ã No 6. Vapours visible? Ã Yes Ã No

7. Holes, ditches, fast water, cliffs, etc. nearby?

Ã Yes Ã No
8. Fire, sparks, sources of ignition nearby? Ã Yes Ã No

9. Is local traffic a potential problem? Ã Yes Ã No 10. Product placards, colour codes visible? Ã Yes Ã No

11. Other Hazards? Ã Yes Ã No
12. As you approach the scene from the upwind side, do you note

a change in the status of any of the above? Ã Yes Ã No

13. Remarks:

Hazard Mitigation: have you determined the necessity for any of the following?
1. Entry Objectives:

2. Warning sign(s), barriers, colour codes in place? Ã Yes Ã No

3. Hazardous material being monitored? Ã Yes Ã No

3a. Sampling equipment:

3b. Sampling location(s):

3c. Sampling frequency:

3d. Peak reading:

3e. Personal exposure monitoring:

4. Protective gear / level: 4a. Gloves:

4b. Respirators 4c. Clothing:

4d. Boots: 4e. Chemical cartridge change frequency:

5. Decon

5a. Instructions:

5b. Decon equipment and materials:

6. Emergency escape route established? Ã Yes Ã No

Route?

7. Field responders briefed on hazards? Ã Yes Ã No

8. Remarks:

Protective Zones: record initial control perimeters (see Figure 1)
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1. Is there a Hot Zone established?

Ã Yes

Ã No

If so, Where?

2. Is there a Warm Zone established?

Ã Yes

Ã No

If so, Where?

3. Is there a Cold Zone established?

Ã Yes

Ã No

If so, Where?

4. Remarks: (Include any information on evacuation
route, etc.)

5. Include any site sketches or photos of the protective zones (if available):



 

Step 5 – Public Safety 
 

 

 Section 1: Initial Response 

Public Protection Measures Flowchart 
Is there potential for the release to impact beyond the 

lease, facility or pipeline right of way? 

Refer to Shelter-in-Place Phone 
Message in either Section 2: 
Roles and Responsibilities or 
Section 6: Forms 

Refer to Evacuation Phone 
Message in either Section 2: 
Roles and Responsibilities or 
Section 6: Forms 

YesNo

The release is expected to pass over quickly
The public would be at a higher risk if evacuated
There is not enough time or warning to safely evacuate the public
The source and nature of the release has not been identified
The release is an HVP product

Do any of the following apply:

Is there potential for the release to impact the 
public outside of the EPZ?

Refer to the H2S / HVP Ignition Procedure 
behind the Public Protection Measures tab 
in Section 4: Emergency Response 
Procedures

No Yes

Continue air monitoring 

Continue evacuation / shelter 
procedures

Continue air monitoring 

Continue evacuation / shelter 
procedures

Work with local authority to 
determine the need for 
evacuation / shelter outside of 
the EPZ
Continue air monitoring

Continue air monitoring
Continue evacuation / shelter 
procedures in the EPZ

Monitoring is not taking place due to weather or other 
unforeseen circumstances.
The release cannot be brought under control in the 
short term. 

Personnel working at the site can be cleared to a safe 
distance.

Ignition must take place when one of the following 
conditions have been met:

Has ignition criteria been met?

No Yes

H2S Requirements

Evacuation Requirements

Above 10 ppm
(3 minute average)

Local conditions must be assessed and all 
persons must be advised to evacuate and/
or shelter

1 to 10 ppm 
(3 minute average)

Individuals who requested notification so 
that they can voluntarily evacuate before 
any exposure to H2S must be notified.

SO2 Requirements

5 ppm (15-minute average)

1 ppm (3-hour average)

0.3 ppm (24-hour average)

Immediate evacuation of the area must take 
place. 

No Yes

* If monitored levels over the 3 minute interval are declining (i.e., three 
readings show a decline from 15 ppm to 10 ppm to 8 ppm over 3 
minutes), evacuation may not be necessary even though the average 
over the 3 minute interval would be 11 ppm.  Licensees should use 
proper judgement in determining if evacuation is required.

For a sour gas release, the licensee must continuously assess and act on the need to expand the evacuation area 
based on the monitored levels of H2S and SO2. In the absence of monitored readings, responders should advise the 
residents to Shelter-in-Place.

Evacuation begins in the IIZ and 
expands outwards into the PAZ 
downwind of the release so that 
members of the public are not 
exposed to the hazard.

No public protection 
measures required IIZ

Initial Isolation Zone
If safe to do so, the licensee must

evacuate public from the IIZ. 

PAZ
Protective Action Zone
Evacuation / Shelter-in-Place all public 

downwind of the incident 

EPZ
Emergency Planning Zone

Giving priority to those who have special needs 
and / or have requested early notification

Modified EPZ
Emergency Planning Zone
Any public that are outside the calculated EPZ 

that may be effected. 

Although required, evacuation of the response zones has 
not taken place.
H2S concentrations in excess of 10 ppm over a 3-minute 
average in unevacuated parts of the EPZ.
H2S concentrations exceed 1 ppm per one hour average in 
urban density developments.

AND

Notify the Director of 
Emergency Management and 
the Health Authority.

Is there an urban centre within 
the EPZ?

Yes

Begin evacuating the public
Evacuation

Begin sheltering the public
Shelter

Revised June 2018

 
Note: This section is based on Alberta Regulations; however, the same standards will be followed by the company for operations in other provinces. 
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 Section 1: Initial Response 
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Section 2: Roles and Responsibilities

Field Response Team

C
om

m
an

d 
S

ta
ff

General Staff

Time
Unit

Procurement Unit
Compensation &
Claims Unit
Cost Unit

Communications Unit

Medical Unit

Food Unit

Supply Unit

Facilities Unit

Ground Support Unit

Documentation

Technical Specialists

Situation Unit

Resources Unit

Demobilization Unit

Staging Area Manager

Site Safety

Control

Containment

Air Monitors

Reception Centre
Rep

Roadblocks

Rovers

Telephoners

Primary Roles
to be filled

The Incident Commander is responsible
for all elements of each role until they’re
assigned to another person.

Incident Commander

Can assume responsibility for a specific
portion of the primary (Incident
Commander) position, work as relief, or
be assigned other tasks. The Deputy
should always be as qualified to make
decisions and manage the incident as the
Incident Commander.

Deputy Incident
Commander

Develops and releases information about
the incident to the news media, to incident
personnel and to other appropriate
agencies and organizations.

Information Officer

Notifies government agencies and is the
contact for agency representatives
assigned to the incident by assisting or
cooperating agencies.

Liaison Officer

Responsible for all incident support
needs. The section is responsible for
providing: facilities, transportation,
communications, supplies, equipment
maintenance and fuelling, food services,
medical services, and ordering resources.

Logistics Section Chief

Provides planning and status services for
the incident. Under the direction of the
Planning Section Chief, the Planning
Section collects situation and resources
status information, evaluates it, and
processes the information for use in
developing action plans.

Planning Section Chief

Manages all tactical operations occurring
at the location of the incident. The
Incident Action Plan provides the
necessary guidance.

Operations Section Chief

Reports to the Operations Section Chief
and is responsible for the management,
planning, consideration and
implementation of external public
protection activities for the duration of the
incident.

Public Safety Group
Supervisor

Reports to the Operations Section Chief
and is responsible for the management,
planning, consideration and
implementation of onsite activities and
protection activities for the duration of the
incident.

On-Site Group Supervisor

Manages all financial aspects of an
incident.

Finance/Admin Section
Chief

Develops and recommends measures for
assuring personnel safety, and assesses
and / or anticipates hazardous and unsafe
situations. Field assistants may be dispatched.

Safety Officer



 

  

 

 

 Section 2: Roles and Responsibilities  

Key Response Personnel  
The following individuals are likely to fill the key response roles identified: 
 

Command Staff Incident Commander 
Area Foreman 
Lead Operator (Alternate Incident 
Commander) 

On-Site 
On-Site Group Supervisor 

Lead Operators 

Please see the Response Teams Phone List 
(Yellow tab) or Area Specific Information 
(White tabs) for a list of Area Operators. 

Trained in Ignition (H2S & HVP) Area Foreman / Lead Operator 

Public Safety 

Public Safety Group Supervisor Lead Operator  

Area Foreman (Alternate) 

Air Monitors / Roadblock / 
Rovers 

Area Operators / Third-Party Service 

Please see the Response Teams Phone List 
(Yellow tab) or Area Specific Information 
(White tabs) for a list of Area Operators. 

Telephoners Calgary EOC Support 

Reception Centre 
Representative 

Area Operators / Calgary EOC Support 

Please see the Response Teams Phone List 
(Yellow tab) or Area Specific Information 
(White tabs) for a list of Area Operators. 

 

Please refer to the Response Teams Phone List (Yellow tabs) or Area Specific Information (White tabs) 
for the full list of personnel and their contact information.  
 

General Safety Equipment and Resource Lists  

Operator , Truck & Other Safety Equipment  
Each operator is required to drive a suitable vehicle (4x4 truck) for their service areas and should carry the 
following equipment: 20-30lb fire extinguisher, vehicle emergency roadside kit, cell phone and a 4 head 
monitor.  

Refer to Area Specific Information Section (white tabs) for further details on specific air monitoring 
equipment, back-up communication methods, ignition and roadblock kit contents as well as their locations, 
specialty fire-fighting equipment and/or service companies and their contact information for if the 
aforementioned equipment is not available.  
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Command Staff Roles
Incident Commander Deputy Incident Commander Information Officer Liaison Officer Safety Officer

The Incident Commander is in charge of overall management of the incident and must be fully qualified to manage the incident.
As incidents grow in size or complexity, a more highly qualified Incident Commander may be assigned by the company.

The Deputy Incident Commander may assume
responsibility for a specific portion of the primary
position, work as relief, or be assigned other
tasks. The Deputy should always be as qualified
to make decisions and manage the incident as the
Incident Commander.

The Information Officer is responsible
for developing and releasing
information about the incident to the
news media, to incident personnel and
to other appropriate agencies and
organizations.

The Liaison Officer is responsible for
notifying government agencies and is
the contact for agency representatives
assigned to the incident by assisting or
cooperating agencies.

The Safety Officer develops and
recommends measures for assuring
personnel safety, and assesses and /
or anticipates hazardous and unsafe
situations.

Note: The highest ranking authority arriving at the site of the incident (first on-scene) becomes the Incident Commander and
establishes command and control. The first on-scene will remain the Incident Commander until there is formal transfer of
command to a more senior company employee and / or qualified personnel.

Initial Response - *Refer to the 5 Step Initial Response Guide in Section 1: Initial Response*
Step 1: Level of Emergency
Ç If necessary, investigate and confirm the emergency. If the incident involves a release of sour product, the investigation should

be conducted in teams of two. Take appropriate safety precautions (PPE, SCBA, etc.). Ensure personal safety at all times.

Ç Determine the Level of Emergency using the OGC Incident Classification Matrix for BC or AER’s Assessment Matrix for
Classifying Incidents for all other provinces (e.g. Alert/Minor, Level 1, 2, 3) found in Section 1: Initial Response or using the
Emergency Assessment SmartPhone App. (Search H2Safety or Emergency Assessment in the App Store).

Step 2: Internal Notification
Ç Follow the Internal Emergency Notification Flowchart outlined in Section 1: Initial Response to contact required field resources. Refer to

the Section 2: Roles and Responsibilities / Response Team Phone List. Relay the information from the A1 Initial Notification Form.
Mobilize internal resources to the site, to the Incident Command Post (ICP) or place them on standby as required.

Ç Contact required company resources and communicate the level of emergency. Refer to Section 2: Roles and Responsibilities /
Response Team Phone List.

Step 3: External Notification
Ç Follow the External Emergency Notification Flowchart in Section 1: Initial Response for communication structure and the Provincial

Notification Matrix in Section 5: External Agencies to determine which external agencies need to be notified. Reference Section 5:
External Agencies and the Area Specific Information for the location of the incident.

Step 4: Incident Briefing
Ç The following positions are always filled regardless of the size of the incident: Incident Commander, On-Site Group Supervisor and

Documentation.

Ç Assess the situation, identify the incident source, and consider how to stop the source. Carry out a site assessment that includes the
following: identify hazardous materials, evaluate risk to workers and the public, determine the potential for the incident to escalate,
identify safety concerns, determine which other company’s facilities are involved.

Ç Detail and prioritize the objectives for the next operational period taking into consideration the priorities of (1) Life Safety, (2)
Incident Stabilization, (3) Property & Environment using the ICS 201 Incident Briefing Form.

Ç Assign other positions as required to meet the identified objectives. Review and complete the ICS 207 Incident Organization
Chart in Section 6: Forms. Depending on the scale of emergency, all positions may not be assigned. The Incident
Commander assumes responsibility for all unassigned roles until personnel have been assigned to them.

Ç Conduct a role review with each of the positions above to ensure they clearly understand their roles and responsibilities.

Ç Develop detailed plans of action (strategies) to achieve the objectives and determine what tactics and resources are required to
implement the strategies (oil spill services, safety services, etc.).

Ç Activate the Incident Command Post (ICP). Refer to the Appendices for Incident Command Post activation guidelines.

Ç Ensure the Planning Section posts and updates the status board with incident details.

Step 5: Public Safety
Ç Determine the size of the Emergency Planning and Response Zones around the incident. Refer to the EPZ calculation tables and map

in Area Specific Information.

Ç Use the Public Protection Measures Flowchart located in Section 1: Initial Response to assist with determining if evacuation / shelter /
ignition are required.

Ç Ensure the affected public are contacted and advised to shelter or evacuate as required.

Ç Establish Air Monitoring, Reception Centre Representatives, Roadblocks, Rovers, and Telephoners as required.

Ongoing Response - *Refer to the Five Step Ongoing Response Guide in Section 2: Ongoing Response*
Ç Establish a method to track responders and resources to ensure they are accounted for at all times.

Ç Monitor implementation of IAP and revise as the situation dictates. Prepare for next operational period.

Ç Support the Operations Section Chief in the preparation of an incident control and containment action plan.

Ç Ensure each section chief has adequate staff, is not violating span of control and clearly understands the roles and responsibilities.

Ç Conduct frequent Command Staff and General Staff meetings.

Ç If transfer of command occurs, an incident status briefing must take place.  Provide all documentation and review situation status,
objectives and priorities, current organization and resources, facilities, communications plan, concerns and introductions to staff.

Ç As the emergency is brought under control, the decision to downgrade the level and/or stand down the emergency will be based on air
monitoring readings in consultation with the Incident Commander and the applicable government regulator.

Ç The Demobilization Unit will develop and implement objectives/strategies for demobilization.

Ç If no scribe has been assigned to the
Incident Commander, support the
Incident Commander by documenting
details of the emergency, focusing on
activities and decisions made.

Ç Record, update and maintain a
chronological summary of the incident
including:

Ç Names of personnel in each assigned
position and their location

Ç Control and containment measures

Ç Environmental monitoring information

Ç Injuries / deaths / missing persons

Ç Phone calls

Ç Actions and decisions

Ç Status of the public protection actions

Ç Manage the flow of traffic to and
communication with the Incident
Commander so that he can focus on
managing the incident.

Ç Conduct status update meetings.

Ç Provide status to head office.

Ç Deal with some day-to-day decision
making.

Ç Assume duties of the Incident
Commander, if required.

Ç Maintain communication with the Incident
Commander.

Ç Receive incident briefing from
the Incident Commander
before contacting external
agencies.

Ç Prepare regular status updates
that will be provided to internal
company personnel to keep
them apprised of the situation.

Ç Identify and document any
media involvement that has
already taken place

Ç If the media statement hasn’t
yet been prepared ensure that
the generic media statement
from the ERP is communicated
and being used in the field.

Ç Assist head office with the
preparation of a
preliminary media
statement if required
using the Preliminary
Media Statement form.

Ç Document all
communications with
the media using the
Media Contact Log.

Ç Develop a detailed media
strategy for the incident.

Ç Designate and prepare media
briefing rooms away from the
Incident Command Post.

Ç Organize tours and photo
opportunities if required.

Ç Maintain communication with
the Incident Commander.

Ç Media releases must be
coordinated with applicable
regulatory agency.

Ç If necessary, coordinate with
and use broadcast media to
notify residents in the hazard
area.

Ç Work with Communications /
Media to develop a
communications plan that
includes establishing protocols
for responders and all company
personnel as required to ensure
incident information remains
confidential (i.e. restriction on
cell phone usage for
photography, social media,
speaking to the media, etc.).

Ç Complete Regulatory
First Call
Communication Form.

Ç Refer to Section 5: External
Agencies for the Government
Notification Matrix. Notify as
soon as possible and provide
status updates at agreed upon
intervals to:

Ç Government regulator

Ç Local authorities (counties,
cities, towns, MDs, RDs,
First Nations Reserves, etc.)

Ç Health authority

Ç Environment

Ç Provincial emergency
management organization

Ç Other agencies

Ç Keep track of all government
correspondence using
the Government
Agency Contact Log.

Ç Obtain cooperating and
assisting agency information
that includes: contact
information, radio frequencies,
cooperative agreements,
equipment type, number of
personnel, condition of
equipment and personnel,
agency constraints, etc.

Ç Conduct appropriate periodic
briefings to keep agencies
informed of planning actions.

Ç Coordinate with any
government agency
representatives attending the
ICP or REOC.

Ç Coordinate with mutual aid
groups.

Ç Ensure the site is evacuated if
unsafe.

Ç Initiate rescue plans if safe to do
so.

Ç Review the Incident Action Plan
to identify and correct any
potential occupational and
health hazards.

Ç Ensure work / rest guidelines
are followed.

Ç Continuously monitor workers
for exposure to ensure they are
wearing the required PPE.

Ç Take appropriate action to
mitigate or eliminate unsafe
conditions, operations, or
hazards.

Ç Immediately stop any unsafe
practices.

Ç Conduct a general inspection of
the facilities, food services and
sanitation services soon after
they become operational and
follow up on a periodic basis
throughout the incident for
compliance to all health and
safety standards. Provide a
report of deficiencies.

Ç Document both safe and unsafe
acts, corrective actions taken on
the scene, accidents or injuries,
and ways to improve safety on
future incidents.

Ç Investigate accidents that have
occurred within the incident
area.

Ç Identify “Hot Zone” and declare
when responders may enter it.

Ç Ensure that responders inside
the “Hot Zone” are accounted
for and initiate search if
required.

Ç Prepare a site-specific health
and safety plan.

All team members are located at the Incident Command Post (ICP), unless otherwise noted.
Escalate, Downgrade or Stand-Down Levels of Emergency: As the emergency is brought under control, the decision to downgrade the level and/or stand down the emergency will be based on air monitoring readings in consultation with the Incident Commander and the applicable government regulator.  All affected persons and the media must be kept informed of
the status of an emergency. Emergency Follow-up: Once the emergency is over, the area residents, transients, industrial users, involved government agencies, and any individual notified will be informed of the stand-down by the Information Officer or Public Safety Group Supervisor.

Important
Prior to beginning any activities, each
person in a role must:

Ç Obtain a completed ICS 201 Incident
Briefing and ICS 207 Incident
Organization Chart from the Incident
Commander.

Throughout the duration of the incident,
each person in a role must:

Ç Chronologically document all actions,
decisions, contacts and requests on an
ICS 214 Activity Log. Copies can be
found in Section 6: Forms.

After the incident is over, each person in a
role must:

Ç Assist with post-incident activities.

All forms referenced can be found in
Section 6: Forms

Revised October 2018



General Staff Roles – Operations Section
Operations Section Chief On-Site Group Supervisor Staging Area Manager Site safety Control Containment

The Operations Section Chief is
responsible for managing all tactical
operations occurring at the location of the
incident. The Incident Action Plan provides
the necessary guidance. The need to expand
the Operations Section is generally dictated
by the number of tactical resources involved
and is influenced by span of control
considerations.

On-Site Group Supervisor is responsible for
coordinating all activities of Control,
Containment and Site Safety at the scene of
the emergency / incident.

The Staging Area Manager is responsible
for managing all activities within a Staging
Area.

Site Safety is responsible for responder
safety and safety advice at all times at
the scene of the emergency / incident.

Control is responsible for implementing
measures designed to bring the incident
under control or stop the incident.

Containment is responsible for implementing
measures designed to reduce the impact of the
incident on and prevent the spread of the
incident to the surrounding areas.

Ç Identify and confirm communication links.

Ç Ensure the On-Site Command Post
(OSCP) is established.

Ç Manage the following positions, as
required: On-Site Group Supervisor,
Public Safety Group Supervisor.

Ç In conjunction with the Incident
Commander, the Planning Section
Chief, and the Public Safety Group
Supervisor, develop and implement an
Incident Action Plan (IAP)

Ç Ensure responder safety at all times.

Ç Oversee control / containment procedures;
ensure the hazard is isolated.

Ç Determine the current and potential
environmental impact of product released,
response activities, or waste disposal.

Ç Ensure that all environmental laws and
regulations are complied with during
emergency response operations.

Ç Provide technical advice to Incident
Commander to determine public
protection measures.

Ç Assess the requirements for on-site safety
supervision, personnel, equipment, and
other contract services. Coordinate with
Logistics to obtain equipment and
resources.

Ç Assist the On-Site Group Supervisor in
determining whether ignition is
appropriate. If at all possible, input is to be
obtained from the Incident Commander
and the applicable government regulator.

Ç Maintain continuous communications with
the Incident Commander.

Ç Ensure all personnel are accounted for.
Release nonessential personnel from the
site

Ç Oversee and maintain control of all on-site
personnel.

Ç Establish On-Site Command Post (OSCP).

Ç Obtain incident briefing and environmental
impact information.

Ç Coordinate activities of Staging Area
Manager, Site Safety, Control and
Containment.

Ç Report air monitoring to Incident
Commander (third party and regulatory).

Ç Call police, fire and ambulance as needed.

Ç Coordinate with ambulance / fire / RCMP /
regulatory agencies / spill co-ops.

Ç Conduct meetings with on-site personnel
to review action plans, communication and
safety.

Ç Request additional resources needed to
implement on-site response actions.

Ç Supervise the execution of the on-site
response actions.

Ç The On-Site Group Supervisor has the
authority to ignite the release if ignition
criteria are met. If at all possible, the On-
Site Group Supervisor must consult with
higher authority individuals within the
company (ideally the Operations Section
Chief, Incident Commander, etc.) and
the applicable government regulator before
making the decision to ignite a release.
Refer to Section 4: Emergency
Response Procedures.

Ç Establish a staging area near the incident
site and outside of the EPZ. When
choosing a site for the staging area ensure
the following conditions are met:

Ç Adequate sized site that is stable and
level with suitable access roads

Ç No entry problems such as narrow
approach ways, gates, power lines,
buried pipelines, etc.

Ç Approval has been received from
landowner

Ç Reception of communication
equipment is adequate

Ç Erect staging area information and
directional signs to the staging area, if
required.

Ç Flag the perimeter of the staging area.

Ç Obtain an office trailer and emergency
lighting, if required.

Ç Coordinate traffic and maintain a log of
personnel and services dispatched to, or
arriving from the site of the emergency.
Communicate this information to the
Logistics Section Chief.

Ç Respond to Operations Section Chief or
Incident Commander requests for
resources.

Ç Confirm all workers have required training
before they are dispatched to the incident.

Ç Maintain and provide status to the
Planning Section of all resources in
Staging Area.

Ç Demobilize or move Staging Area as
required.

Ç Assess hazards & potential risks e.g.
fire/explosion, toxicity, oxygen
deficiency, ignition sources,
access/egress.

Ç Ensure responder safety at all times.

Ç Ensure that on-site personnel are
taking appropriate safety actions:
PPE, SCBA / SABA, Safe Work
Procedures, proper grounding /
bonding procedures, work in teams,
etc.

Ç Ensure workers that show signs of
stress, fatigue, and other symptoms
are demobilized and sent for
treatment if necessary.

Ç Maintain records of all injuries and on-
site medical treatments.

Ç Conduct responder safety
orientations.

Ç Monitor activities and conduct a head
count on a regular basis.

Ç Continually evaluate risks and stop
unsafe activities immediately.

Ç Recommend alternatives for activities
that are considered to be unsafe.

Ç Assist with the development of control
procedures.

Ç Identify immediate response tactics (i.e.
offensive / defensive response tactics).
Only when safety is assured, take
immediate operational actions to bring the
incident under control (i.e. shut down,
isolate, de-pressure, etc.).

Ç Provide or seek technical / engineering
advice around all control-related issues.

Ç Inform Operations Section Chief of any
interactions with regulatory agencies or
environmental personnel.

Ç Assist with the development of containment
procedures.

Ç Identify immediate response tactics (i.e.
offensive / defensive response tactics). Only
when safety is assured, take actions to
contain the incident so as to prevent the
incident from spreading offsite and to reduce
the impact on the public, sensitive terrain,
watercourses, etc.

Ç Provide or seek technical / engineering
advice around all containment-related issues.

Ç Secure the scene and restrict access to
essential and authorized personnel only.

Ç Inform Operations Section Chief of any
interactions with regulatory agencies or
environmental personnel.

Ç Coordinate oil spill cooperative activities
(booms, dams, etc.).

Located at the Incident Command Post (ICP) Located at the On-Site Command Post (OSCP) Located at the Staging Area Located at the On-Site Command Post
(OSCP) Located at the On-Site Command Post (OSCP) Located at the On-Site Command Post (OSCP)

Important
Prior to beginning any activities, each person in a role must:

Ç Obtain a completed ICS 201 Incident Briefing and ICS 207 Incident Organization Chart from the
Incident Commander.

Throughout the duration of the incident, each person in a role must:

Ç Chronologically document all actions, decisions, contacts and requests on an ICS 214 Activity Log.
Copies can be found in Section 6: Forms.

After the incident is over, each person in a role must:

Ç Assist with post-incident activities.

All forms referenced can be found in Section 6: Forms

Escalate, Downgrade or Stand-Down Levels of Emergency: As the emergency is brought under control, the decision to downgrade the level and/or stand down the emergency will be based on air monitoring readings in consultation with the Incident Commander and the applicable government regulator.  All affected persons and the media must be kept informed of
the status of an emergency. Emergency Follow-up: Once the emergency is over, the area residents, transients, industrial users, involved government agencies, and any individual notified will be informed of the stand-down by the Information Officer or Public Safety Group Supervisor.

Revised October 2018



General Staff Roles – Planning Section
Planning Section Chief Documentation Unit Technical Specialists Unit Situation Unit Resources Unit Demobilization Unit

The Planning Section Chief is responsible
for providing planning and status services for
the incident. Under the direction of the
Planning Section Chief, the Planning
Section collects situation and resources
status information, evaluates it, and
processes the information for use in
developing action plans. Dissemination of
information can be in the form of the Incident
Action Plan, formal briefings, or through map
and status board displays.

The Documentation Unit is responsible for
the maintenance of accurate, up-to-date
incident files. Duplication services will also
be provided by the Documentation Unit.

Certain incidents or events may require the
use of Technical Specialists who have
specialized knowledge and expertise.
Technical Specialists may function within
the Planning Section, or be assigned
wherever their services are required.

The collection, processing, and organization
of all incident information. The Situation
Unit may prepare future projections of
incident growth, maps, and intelligence
information.

The Resources Unit is responsible for
maintaining the status of all assigned
resources at an incident.

The Demobilization Unit is responsible for
developing the Incident Demobilization Plan.

Ç Identify and confirm communication links.

Ç Assign personnel to assume the following
positions, as required: Documentation,
Technical, Situation, Resources, and
Demobilization.

Ç Assist with setup of the Incident
Command Post.

Ç Review the details of the incident and
support the Incident Commander with
the development of a preliminary
response strategy.

Ç Identify the need for technical specialists.

Ç Collect and analyze information on the
current situation, prepare situation
displays and situation summaries, and
develop maps and projections.

Ç Establish special information collection
activities as necessary, e.g., weather,
environmental, toxics, etc.

Ç Provide technical support to the Incident
Commander and work with Incident
Commander to develop the Incident
Action Plan (IAP).

Ç Review any changes to the Incident
Action Plan (IAP) to ensure consistency.

Ç Assemble information on alternative
strategies.

Ç Coordinate with Logistics to determine
current available resources and resource
availability for future plans of action.

Ç Establish reporting sc hedules.

Ç Conduct long-range and / or contingency
planning.

Ç Develop plans for demobilization.

Ç Maintain continuous communications with
the Incident Commander.

Ç Document the Incident Action Plan (IAP)
strategies using the ICS 201
Incident Briefing Form provided in
Section 1: Initial Response or
Section 6: Forms and disseminate them
to all key responders.

Ç Be prepared to document the
Incident Commander’s
status update meetings
using whiteboards, PC or
Action Logs.

Ç Ensure consistent documentation.

Ç Ensure timely dissemination of all
documentation.

Ç Participate in planning meetings, capturing
key information, decisions made,
commitments and status.

Ç Collect documentation from response
team members and maintain a consistent
system for organizing the data.

Ç Records must be held for a
minimum of 5 years as it may be
requested by the regulatory agency
at any point during that time.

Ç Establish duplication services.

Ç Incident files will be stored for legal,
analytical, and historical purposes.

Ç Post and maintain all Emergency Status
Boards and other laminated charts in the
Incident Command Post.

Ç Determine what technical support is
available now and in the future.

Ç Work with Logistics to determine the key
locations for the required technical support
and appropriate time to acquire.

Ç Gather data (weather, etc.) and forecast
changes considering incident potential
and develop new or modified response
strategies.

Ç As required, obtain plume dispersion
modelling.

Ç Collect and evaluate information to
establish an accurate picture of the
situation and creates a detailed summary.
Use this information to create maps and
projections.

Ç Prepare, post, or disseminate resources
and situation status information as
required, including special requests.

Ç Provide photographic services and maps if
required.

Ç Monitor the status and location of all
incident resources / personnel responding
to the incident.

Ç Oversee the check-in of all resources.

Ç Maintenance of a master list of all
resources, e.g., key supervisory
personnel, primary and support resources,
etc.

Ç May assist in preparing the written
Incident Action Plan.

Ç Maintain and post the current status and
location of all resources.

Ç Prepare plan for the demobilization of all
personnel and equipment upon resolution
of the incident.

Ç Ensure resources in available status are
still required. Identify surplus resources
and probably release time.

Ç Debrief non-required resources and
dismiss resources being demobilized.

Ç Coordinate demobilization with agency
representatives.

Ç Develop incident check-out function for all
units.

Ç Ensure the demobilization process is
organized, safe and cost effective.

All team members are located at the Incident Command Post (ICP), unless otherwise noted.

Escalate, Downgrade or Stand-Down Levels of Emergency: As the emergency is brought under control, the decision to downgrade the level and/or stand down the emergency will be based on air monitoring readings in consultation with the Incident Commander and the applicable government regulator.  All affected persons and the media must be kept informed of
the status of an emergency. Emergency Follow-up: Once the emergency is over, the area residents, transients, industrial users, involved government agencies, and any individual notified will be informed of the stand-down by the Information Officer or Public Safety Group Supervisor.

Important
Prior to beginning any activities, each person in a role must:

Ç Obtain a completed ICS 201 Incident Briefing and ICS 207 Incident Organization Chart from the
Incident Commander.

Throughout the duration of the incident, each person in a role must:

Ç Chronologically document all actions, decisions, contacts and requests on an ICS 214 Activity Log.
Copies can be found in Section 6: Forms.

After the incident is over, each person in a role must:

Ç Assist with post-incident activities.

All forms referenced can be found in Section 6: Forms

Revised October 2018
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General Staff Roles – Logistics Section
Logistics Section Chief Communications Unit Medical unit Food Unit Supply Unit Facilities Unit Ground Support Unit

All incident support needs are provided
by the Logistics Section. The section is
responsible for providing: facilities,
transportation, communications,
supplies, equipment maintenance and
fuelling, food services, medical services,
and ordering resources. Six units may be
established within the Logistics Section
and the Logistics Section Chief will
determine the need to activate or
deactivate a unit. If a unit is not activated,
responsibility for that unit’s duties will
remain with the Logistics Section
Chief.

The Communications Unit is
responsible for developing plans for
the use of incident communications
equipment and facilities; installing and
testing of communications equipment;
supervision of the Incident
Communications Centre, if
established; and the distribution and
maintenance of communications
equipment.

The Medical Unit is responsible for all
medical services for incident assigned
personnel. The unit will develop
procedures for managing major
medical emergencies; and provide
medical aid.

Note: Medical assistance to the public
or victims of the emergency is an
operational function.

Responsible for supplying the food
needs for the entire incident, including
all remote locations, (e.g., Camps,
Staging Areas), as well as providing
food for personnel unable to leave
tactical field assignments.  The Food
Unit interacts with the Facilities Unit
for location of fixed-feeding site; the
Supply Unit for food ordering; and
the Ground Support Unit for
transporting food.

The Supply Unit is responsible
for ordering, receiving,
processing, and storing all
incident-related resources.

The Facilities Unit is responsible
for set-up, maintenance, and
demobilization of all incident
support facilities except staging
areas. The Facilities Unit will also
provide security services to the
incident as needed.

The Ground Support Unit is primarily
responsible for the maintenance,
services, and fuelling of all mobile
equipment and vehicles, with the
exception of aviation resources. The
unit also has responsibility for the
ground transportation of personnel,
supplies, and equipment.

Ç Identify and confirm communication
links.

Ç Assign personnel as required.

Ç List and obtain all immediate
resources requested by the Incident
Commander or Operations Section
Chief.

Ç Identify anticipated and known
incident service and support
requirements.

Ç Maintain continuous communications
with the Incident Commander.

Ç Develop plans to move required
resources to site.

Ç Confirm spending authorities with the
Finance / Admin Section.

Ç Mobilize resources.

Ç Move required resources to site.

Ç Coordinate spending with the Finance
/ Admin Section Chief.

Ç Establish the communications plan
for the use of incident
communications equipment and
facilities.

Ç Install, test, distribute, and maintain
all communications equipment.

Ç Advise on communications
capabilities and limitations.

Ç Establish telephone,
communication links, and public
address systems.

Ç Establish clear and widespread
communication throughout the
incident.

Ç Arrange and provide response
personnel with first aid and minor
medical services.

Ç Develop Incident Medical Plan.

Ç Develop procedures for handling
serious injuries of responder
personnel.

Ç Provide medical aid to personnel.

Ç Assist the Finance / Administration
Section with processing injury-
related claims.

Note: Provision of medical assistance
to the public or victims of the
emergency is an operational function
and would be done by the Operations
Section and not by the Logistics
Section Medical Unit.  If there is a
requirement for victims of an incident
the local public ambulance service is
most often utilized.

Ç Responsible for supplying the food
needs for the entire incident,
including all remote locations (e.g.,
Camps, Staging Areas), as well as
providing food for personnel unable
to leave tactical field assignments.

Ç Works with the Planning Section -
Resources Unit to anticipate the
numbers of personnel to be fed and
develop plans for supplying food to
all incident areas.

Ç Interacts with the Facilities Unit for
location of fixed-feeding site; the
Supply Unit for food ordering; and
the Ground and Air Support Units
for transporting food.

Ç Obtain necessary equipment and
supplies and establish cooking
facilities.

Ç Order sufficient food and potable
water from the Supply Unit.

Ç Maintain inventory of food and
water.

Ç Maintain food services areas,
ensuring that all appropriate health
and safety measures and being
followed.

Ç Supervise caterers, cooks, and
other Food Unit personnel as
appropriate.

Ç Order, receive, distribute and
track all incident equipment
and supplies.

Ç Ordered all off-incident
resources including: tactical
and support resources
(including personnel), all
expendable and non-
expendable support supplies.

Ç Management of tool
operations, including the
storage, disbursement, and
service of all tools and portable
non-expendable equipment.

Ç Set-up, maintain, and demobilize
incident support facilities with
the exception of staging areas.

Ç Facilities may include: Incident
Command Post, Incident Base,
Camps, and other facilities
within the incident area to be
used for feeding, sleeping and
sanitation services.

Ç Prepare layout of facilities;
inform appropriate unit leaders.

Ç Will provide security services to
the incident as needed.

Ç Contact local law enforcement
agencies as required.

Ç Investigate and document all
complaints and suspicious
occurrences.

Ç Ensure strict compliance with
applicable safety regulations.

Ç Provide facility maintenance
services, e.g., sanitation,
lighting, etc.

Ç Demobilize base and camp
facilities.

Ç Responsible for the maintenance,
service and fuelling of all mobile
equipment and vehicles, with the
exception of aviation resources.

Ç Coordinates the transportation of all
personnel, supplies, and equipment.

Ç Update the Resources Unit with the
status (location and capability) of
transportation vehicles.

Ç Develop the Incident Traffic Plan as
required.

All team members are located at the Incident Command Post (ICP), unless otherwise noted.

Escalate, Downgrade or Stand-Down Levels of Emergency: As the emergency is brought under control, the decision to downgrade the level and/or stand down the emergency will be based on air monitoring readings in consultation with the Incident Commander and the applicable government regulator.  All affected persons and the media must be kept informed of
the status of an emergency. Emergency Follow-up: Once the emergency is over, the area residents, transients, industrial users, involved government agencies, and any individual notified will be informed of the stand-down by the Information Officer or Public Safety Group Supervisor.

Important
Prior to beginning any activities, each person in a role must:

Ç Obtain a completed ICS 201 Incident Briefing and ICS 207 Incident Organization Chart from the
Incident Commander.

Throughout the duration of the incident, each person in a role must:

Ç Chronologically document all actions, decisions, contacts and requests on an ICS 214 Activity Log.
Copies can be found in Section 6: Forms.

After the incident is over, each person in a role must:

Ç Assist with post-incident activities.

All forms referenced can be found in Section 6: Forms

Revised October 2018



General Staff Roles – Finance / Admin Section
Finance / Admin Section Chief Time Unit Procurement Unit Compensation & Claims Unit Cost Unit

The Finance / Administration Section Chief is
responsible for managing all financial aspects of an
incident. The Finance / Administration Section
Chief will determine the need to activate or deactivate
a unit.

The Time Unit is responsible for ensuring the
accurate recording of daily personnel time,
compliance with specific agency time recording
policies and managing commissary operations if
established at the incident.

All financial matters pertaining to vendor contracts,
leases and fiscal agreements are managed by the
Procurement Unit.  The unit is also responsible for
maintaining equipment time records.  The
Procurement Unit establishes local sources for
equipment and supplies; manages all equipment rental
agreements; and processes all rental and supply fiscal
document billing invoices.

This unit oversees the completion of all forms required
by workers’ compensation and local agencies.  A file of
injuries and illnesses associated with the incident will
also be maintained and all witness statement will be
obtained in writing.  Close coordination with the
medical Unit is essential.  The Compensation &
Claims Unit is also responsible for investigating all
claims involving property associated with or involved in
the incident.

The Cost Unit provides all incident cost analysis.  It
ensures the proper identification of all equipment and
personnel requiring payment; records all cost data;
analyzes and prepares estimates of incident costs;
and maintains accurate records of incident costs.

Ç Identify and confirm communication links.

Ç Assign personnel to assume the following positions,
as required: Time Unit, Procurement Unit,
Compensation & Claims Unit, and Cost Unit.

Ç Review legal issues with the Incident Commander.

Ç Maintain continuous communications with the
Incident Commander.

Ç Brief agency administrative personnel on all
incident-related financial issues needing attention or
follow-up.

Ç Manage all financial aspects of an incident.

Ç Record daily personnel time, ensure compliance
with specific agency time recording policies, and
manage commissary operations if established at
the incident.

Ç Submit cost estimate data forms to Cost Unit as
required.

Ç Ensure that all records are current and complete
prior to demobilization.

Ç Manage finances relating to vendor contracts, leases
and fiscal agreements.

Ç Maintain equipment time records.

Ç Establish local sources for equipment and supplies.
Coordinate with local jurisdiction on plans and supply
sources.

Ç Manage all equipment rental agreements. Establish
contracts and agreement with supply vendors.

Ç Processes all rental and supply fiscal document
billing invoices.

Ç Prepare and authorize contracts and land use
agreements, as needed.

Ç Handle all matters relating to compensation for
injury or property damage due to the incident.

Ç Oversees the completion of all forms required by
workers’ compensation and local agencies.

Ç Maintain a file with all the injuries and illnesses
associated with the incident.

Ç Obtain witness statements in writing.

Ç Investigate all claims involving property associated
with or involved in the incident.

Ç Ensure the completion of a Resident
Compensation Log for any out-of-pocket
expenses incurred by evacuees.

Ç All claims must be submitted to the Finance and
Legal departments for processing and disbursement
of funds.

Ç If applicable, Finance and Legal will deal with
insurers as well as any other extraneous
circumstances (affected parties want more,
etc.).

Ç Collect and evaluate cost data to establish an
accurate picture of the incident costs.

Ç Create cost summaries, cost estimates, and cost
saving recommendations.

Ç Prepare resources-use cost estimates for the
Planning Section.

Ç Identify all equipment and personnel requiring
payment.

All team members are located at the Incident Command Post (ICP), unless otherwise noted.

Escalate, Downgrade or Stand-Down Levels of Emergency: As the emergency is brought under control, the decision to downgrade the level and/or stand down the emergency will be based on air monitoring readings in consultation with the Incident Commander and the applicable government regulator.  All affected persons and the media must be kept informed of
the status of an emergency. Emergency Follow-up: Once the emergency is over, the area residents, transients, industrial users, involved government agencies, and any individual notified will be informed of the stand-down by the Information Officer or Public Safety Group Supervisor.

Important
Prior to beginning any activities, each person in a role must:

Ç Obtain a completed ICS 201 Incident Briefing and ICS 207 Incident Organization Chart from the
Incident Commander.

Throughout the duration of the incident, each person in a role must:

Ç Chronologically document all actions, decisions, contacts and requests on an ICS 214 Activity Log.
Copies can be found in Section 6: Forms.

After the incident is over, each person in a role must:

Ç Assist with post-incident activities.

All forms referenced can be found in Section 6: Forms

Revised October 2018
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Operations Section - Public Safety Roles
Public Safety Group Supervisor Air Monitors Reception Centre Rep Roadblocks Rovers Telephoners

The Public Safety Group Supervisor is responsible for the management, planning,
consideration and implementation of external public protection activities for the
duration of the incident.

Air Monitoring personnel are
responsible for acquiring and providing
air quality readings to the Public Safety
Group Supervisor.

Reception Centre Reps are responsible for
establishing reception centres, managing
evacuee accommodation, communication and
documentation for compensation purposes.

Roadblock personnel are responsible
for maintaining assigned roadblock
positions, air monitor readings and
communication with transients.

Rovers travel to assigned locations to
locate the public and personally provide
public safety instructions and assistance as
required.

Telephoners are responsible for the
notification of impacted residences and
businesses to provide public safety
instructions.

Ç Confirm communication links with the Incident Commander and Operations Section Chief.
Ç
Ç In conjunction with the Incident Commander: determine the size of the EPZ; identify the

residents, businesses, industrial operators, and / or transients in the area; and determine the
initial public protection measures to be taken. Refer to Section 4: Emergency Response
Procedures for guidelines on evacuation / shelter, ignition, roadblocks, rovers, public concerns,
etc. Additional information for Air Monitors, Reception Centre Representative, Roadblocks,
Rovers, and Telephoners can be found in Section 2: Roles & Responsibilities.

Ç In conjunction with the Incident Commander, Planning Section Chief, and Operations
Section Chief, develop and implement an Incident Action Plan (IAP).

Ç Review resident lists, area user lists, reception centres, and telephone numbers within the ERP.
Ç If required, establish a Regional Emergency Operations Centre (REOC).
Ç Assign personnel to assume the following positions as required: Air Monitors, Reception

Centre Representative, Roadblocks, Rovers, and Telephoners.
Ç The Telephoners must have sufficient personnel to accommodate the following ratios

when contacting residents: 1 Telephoner to every 7 residences; and 1 Supervisor for
every 10 Telephoners.

Ç Dispatch Air Monitors at a Level 1 emergency (hand-held and mobile).
Ç Dispatch trained personnel with the appropriate hand-held gas monitors to record

concentrations at the nearest unevacuated residences downwind of the incident site.
Ç Mobilize third party mobile air monitoring units.
Ç Maintain communication with the applicable government regulator and environment

agency regarding air monitoring needs and activities.
Ç Consult with the Operations Section Chief to determine the need for evacuation /

sheltering. This is based on air monitoring readings at the nearest downwind residence.
Ç Prioritize residents and area users in the EPZ to establish the order of evacuation. Coordinate

evacuation or shelter of residents, area users, and transients (via Telephoners and Rovers).
Ç Determine who needs to be notified and what script will be used: Early Notification /

Voluntary Evacuation Message, Shelter-in-Place Phone Message,
Evacuation Phone Message.

Ç At a Level 1 Emergency it is required to notify any special needs
residents and give them the option to evacuate.

Ç If residences are evacuated, a reception centre must be established.
Ç Determine and notify landowner / occupant(s) as soon as possible.
Ç Ensure the schools / school buses are contacted to make arrangements for school age

children (if applicable).
Ç If a large number of people need to be evacuated (large industrial operations and/or

public facilities) refer to the Area Specific Information section (white tabs) for contacts
to obtain charter buses or changes to the normal notification procedures.

Ç Send Rovers (if required) to identify human activity in the area which is not already
identified within the ERP (drilling, pipeline construction, logging, hunting, farming, camping,
fishing, etc.).

Ç Prepare Evacuation Notices and provide copies to Rovers.
Ç Rovers can be used to assist with notifications, assist with evacuating special

needs residents, assist with air monitoring, etc.
Ç Determine the need for helicopters to identify human activity in the area.
Ç Determine the need for and location of Roadblocks to isolate and secure the area.

Ç Ensure all Roadblock personnel are properly trained and have appropriate roadblock
kits.

Ç Ensure all Roadblock personnel have the legal authority to restrict access to the area.
Ç Assess public impact outside of EPZ. See Section 5: External Agencies to determine what

assistance local authorities can provide for public protection outside the EPZ.
Ç Regularly update the Incident Commander.
Ç Confirm communication links with: Air Monitors, Reception Centre, Roadblocks, Rovers, and

Telephoners. Personnel should check in at scheduled intervals.
Ç Review and confirm evacuation of residents, area industrial users, transients, etc. from the area.
Ç Request that a Notice to Airmen (NOTAM) is issued to restrict the airspace above the EPZ.

Ç Provide air monitoring readings to
assist with decision making
(evacuation / shelter / ignition).

Ç Obtain and check equipment and
information (maps, forms,
communications, reports, monitors,
safety, and breathing equipment).

Ç Confirm communication links.

Ç Monitor closest downwind public
location or residence.

Ç Monitor environment for adverse
effects.

Ç Record all readings
on the Air Monitoring
Log.

Ç Report all readings at established
intervals to the Public Safety Group
Supervisor.

Ç For your own safety, ensure Public
Safety Group Supervisor is notified
immediately if readings are
approaching 10% LEL and / or 10
ppm H2S.

Ç Prepare Mobile Monitoring
Plan.

Ç Confirm reception centre is available for
use.

Ç Establish reception centre. Refer to
Section 2: Roles & Responsibilities.

Ç Confirm communication links.

Ç Receive evacuees and maintain
a Reception Centre Registration
Log.

Ç Arrange for food and accommodations for
the evacuees.

Ç Provide evacuees with a place to
request counselling services, if
required.

Ç Record and follow up on all evacuees who
choose to make their own accommodation
arrangements.

Ç Arrange for temporary care of livestock (if
possible) and the security of evacuated
property.

Ç Establish and oversee compensation
administration activities at the reception
centre.

Ç Reimburse evacuees for
their immediate out-of-
pocket expenses and log
details on a Resident
Compensation Log.

Ç Where possible, provide evacuees with
information regarding their property,
livestock, and the incident.

Ç Forward all media and incident inquiries to
the Information Officer.

Ç Report all names of evacuees who have
registered at the reception centre to the
Public Safety Group Supervisor.

Ç Address resident concerns and forward
them to the Public Safety Group
Supervisor.

Ç In conjunction with the Public Safety
Group Supervisor determine the
need for and location of roadblocks.

Ç Pickup and check roadblock kits.

Ç Proceed to roadblock locations.

Ç Confirm communication links.

Ç Establish roadblocks to secure the
EPZ.

Ç Follow the scripts and procedures in
the ERP. Refer to either Section 2:
Roles & Responsibilities or Section
6: Forms.

Ç Monitor area for H2S and /
or LEL with personal
monitors and document
readings on the Air
Monitoring Log.

Ç Report all H2S and / or LEL reading
changes / increases to the Public
Safety Group Supervisor.

Ç For your own safety, ensure the
Public Safety Group Supervisor is
notified immediately if readings are
approaching 10% LEL and / or 10
ppm H2S.

Ç Record all incoming
and outgoing traffic,
personnel, and
equipment on the
Roadblock Log.

Ç Forward information given to you by
people passing through your location
to the Public Safety Group
Supervisor.

Ç Maintain communication with the
Public Safety Group Supervisor.

Ç Maintain roadblock locations. Do not
leave until requested to do so by the
Public Safety Group Supervisor or
until relieved by other Roadblock
personnel.

Note: See Section 2: Roles &
Responsibilities for a media script for
Roadblock and Rover personnel.

Ç Confirm resident contact lists are
available.

Ç Confirm communication links.

Ç Know safe routes in and out of the EPZ.

Ç Search for residents and transients in
the Emergency Response and Planning
Zones.

Ç Check all buildings including barns,
shops, sheds, etc.

Ç Assist, as required, with the
notification, evacuation or
sheltering of persons within
the EPZ. Record all contact with
residents using the Resident Contact
Log.

Ç Post Evacuation Notices for
residents that are not at their
residence.

Ç Follow the scripts and procedures in the
ERP. Refer to Section 2:
Roles & Responsibilities or
Section 6: Forms.

Ç Monitor area for H2S and / or LEL with
personal monitors and document
readings on the Air Monitoring Log.

Ç Report all H2S and / or LEL reading
changes / increases to the Public
Safety Group Supervisor.

Ç For your own safety, ensure the Public
Safety Group Supervisor is notified
immediately if readings are
approaching 10% LEL or 10 ppm H2S.

Ç Report any suspicious behaviour to the
Public Safety Group Supervisor who
will notify the police as required.

Ç Maintain communication with the Public
Safety Group Supervisor.

Note: See Section 2: Roles &
Responsibilities for a media script for
Roadblock and Rover personnel.

Ç Confirm resident contact lists are
available.

Ç Confirm communication links.
Ç In conjunction with the Public Safety

Group Supervisor, determine who
needs to be notified (residents,
businesses, area users, etc.).

Ç Review with the Public Safety
Group Supervisor which
telephoner scripts to use:
Early Notification / Voluntary
Evacuation Message, Shelter-
in-Place Phone Message,
Evacuation Phone Message.

Ç Contact special needs
residents at a Level 1 Emergency and
provide them with the option to
evacuate.

Ç Contact the other residents and area
users in the EPZ and advise them to
evacuate or shelter.

Ç Contact the schools / school buses to
make arrangements for school age
children (if applicable).
Ç Advise that buses in the

affected area leave
immediately and that buses
should not enter the area.

Ç Request a school administrator
for the reception centre to
assist in managing the children
and releasing them to their
guardians.

Ç Document all resident
interactions using the
Resident Contact Log and
report this information to the Public
Safety Group Supervisor. Immediately
advise the Public Safety Group
Supervisor about unsuccessful
contacts and any residents requiring
assistance.

Located at the Incident Command Post (ICP) or the Regional Emergency Operations
Centre (REOC).

Location will be assigned. Location will be the reception centre. Location will be assigned. Location will be assigned.
Location will be Incident Command Post
(ICP) or Regional Emergency Operations

Centre (REOC).
Escalate, Downgrade or Stand-Down Levels of Emergency: As the emergency is brought under control, the decision to downgrade the level and/or stand down the emergency will be based on air monitoring readings in consultation with the Incident Commander and the applicable government regulator.  All affected persons and the media must be kept informed of
the status of an emergency. Emergency Follow-up: Once the emergency is over, the area residents, transients, industrial users, involved government agencies, and any individual notified will be informed of the stand-down by the Information Officer or Public Safety Group Supervisor.

Important
Prior to beginning any activities, each person in a role must:

Ç Obtain a completed ICS 201 Incident Briefing and ICS 207 Incident Organization
Chart from the Incident Commander.

Throughout the duration of the incident, each person in a role must:

Ç Chronologically document all actions, decisions, contacts and requests on an ICS
214 Activity Log. Copies can be found in Section 6: Forms.

After the incident is over, each person in a role must:

Ç Assist with post-incident activities.

All forms referenced can be found in Section 6: Forms

Revised January 2019



H2S, SO2, LEL or other toxic substance concentrations will be 
monitored continuously during the incident response. It is crucial 
that Air Monitors continuously update the Public Safety Group 
Supervisor with monitored results. If air monitoring readings show 
high levels of H2S, SO2, or LEL the Public Safety Group 
Supervisor may need to initiate evacuation / shelter of additional 
residences, change the location of the roadblocks, or ignite the 
release.  

Overview 

1. Using your map and the current wind conditions, travel downwind, 
with priority being directed to the nearest unevacuated residence 
or area where people may be present.  

2. Confirm the location with the Public Safety Group Supervisor 
and make sure you have a safe route to the assigned location 
that does not cross the hazardous area.  
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Air monitoring equipment is used to: 
Å Track the plume. 
Å Determine if ignition criteria are met. 
Å Determine whether evacuation and / or shelter-in-place criteria have 
been met. 

Å Assist in determining when the emergency can be downgraded. 
Å Determine roadblock locations. 
Å Determine concentrations in areas being evacuated to ensure that 
evacuation is safe.  

Regulatory Requirements 

Sour Gas Release ï Manned Operations  
Å Critical / Special Sour Wells & EPZ includes a portion of urban 
density development or urban centre: 
Å Must be minimum of two mobile air monitors: one to monitor 
the boundary of the urban density development or urban centre 
and the other to track the plume. 

 

The licensee must also: 
Å Ensure that one unit is in the area during drilling and / or completion, 
testing, and workover operations in potentially critical sour zones.  
Å Ensure that the other unit is dispatched if it is evident that well 
control measures are deteriorating and that a sour gas release is 
likely to occur. 
Å Prior to conducting operations in the sour zone, determine where 
the monitoring equipment is located and what the estimated travel 
time is to the well site. 

 

Å Critical / Special Sour Wells whose EPZ does not include a 
portion of an urban density development or urban centre and for all 
noncritical sour wells: 

 

The licensee must: 
Å Dispatch a mobile air quality monitoring unit(s) when it is evident 
that well control measures are deteriorating and that a sour gas 
release is likely to occur. 
Å Prior to conducting operations in the sour zone, determine where 
the monitoring equipment is located and what the estimated travel 
time is to the well site. 

Sour Gas Release ï Unmanned Operations 
Å If notified of a release by an alarm or by a reported odour, the 
licensee must investigate the source of the release and send 
out Air Monitors upon confirmation of the release location. 
 
Air quality monitoring occurs downwind, with priority 
being directed to the nearest unevacuated residence or 
area where people may be present.  
 
The licensee is expected to provide monitored H2S and SO2 
information on a regular basis throughout a sour gas 
emergency to the relevant government regulator, environmental 
agency, health authority, local authorities, and on request to the 
public.  

HVP Product Release 
Å Monitoring may occur downwind or upwind depending on how 
the plume is tracking, with priority being directed to the 
nearest unevacuated residence or areas where people may 
be present. 
 
Å The licensee is expected to provide monitored HVP product 
LEL information on a regular basis throughout the emergency 
to the relevant government regulator, environmental agency, 
health authority, local authorities, and on request to the public.  

Ç Air monitors should be dispatched at a Level 1 Emergency. 
Ç Ensure all equipment is operational and the appropriate 
documentation is available to verify testing and calibration 
requirements.  

Ç Use the buddy system where possible. 
Ç Breathing apparatus ï be prepared to don apparatus quickly. 
Ç Ensure all personnel have a personal gas monitor. 
Ç Speed and direction of wind may vary, therefore, be prepared to 
track gas plume. 

Ç Record all information:  
Å Concentrations in ppm or ppb 
Å Location and time of readings 
Å Wind speed and direction 

Ç Obtain and check equipment and information (maps, forms, 
communications, reports, monitors, safety, and breathing 
equipment). 

Ç Confirm communication links. 
Ç Monitor closest downwind public location or residence.  
Ç Monitor environment for adverse effects.  
Ç Record all readings on the Air Monitoring Log provided.  
Ç Report all readings at established intervals to the Public 
Safety Group Supervisor.  

Ç For your own safety, ensure the Public Safety Group 
Supervisor is notified immediately if readings are approaching 
the following levels: 10% LEL or 10 ppm H2S.  

Ç Prepare Mobile Monitoring Plan.  
Ç Document activities using the ICS 214 Activity Log.  
Ç Assist with post-incident activities.  
Ç Monitor H2S and LEL concentrations along the edge of the 
EPZ to determine if sheltering and/or evacuation criteria has 
been met beyond the EPZ. 

Air Monitor Roles 

Record information on the following forms located within this Section: 
 

Ç Air Monitoring Log 
Ç ICS 214 Activity Log 

Record Information 2. 

Air Monitors report to the Public Safety Group Supervisor.  
 
 Name: ___________________________________  
 
 Phone Number: ____________________________  
 
Reception Centre 
 
 Location: _________________________________  
 
 Phone Number: ____________________________  
 
Wind Direction: ___________________________________  
 * Estimate meteorological conditions where accurate readings are not available. 

Choosing a Position 1. 

Reporting and Contacts 

Tips 

Air Monitoring Equipment 

Time Location of Samples H2S 
(ppm) 

LEL 
(%) 

O2 
(%) 

SO2 
(ppm) Other Temp (ÁC) 

Wind Conditions * 
Comments 

From Speed (km/hr) 

19:06 12-05-13-16 W5M  5   4    10   19 NW 12 
Picked up 5 ppm reading upon 
entering lease access. Contacted 

control room at plant. 
19:15 12-05-13-16 W5M 6  7   12   18 NW 11 H2S reading increased 1 ppm at the 

access point.   

19:25 12-05-13-16 W5M 6   7   12   17 NW  11  No change in readings.  Wind and 
temperature is down.  

                  

                     

                      

                      

                      

                      

  
                      

                      

Air Monitoring Log - Example 

Downgrading Level of Emergency 
Å The decision to downgrade an incident will be based on the air monitoring results. 

Revised 
October 2018 
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Incident Name: 

Date / Time Initiated: 

Prepared by: Position / Title: 

Personnel Assigned 
Name ICS Position Location 

   

   

   

   

   

Activity Log 
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Reception Centre Feedback Loop 

In the event of an emergency in which residents need to be 
evacuated, a Reception Centre must be established to receive 
and register the evacuees. A Reception Centre 
Representative is assigned to manage / coordinate activities at 
the Reception Centre. The Reception Centre Representative 
continuously updates the Public Safety Group Supervisor 
with a list of those who have, and have not, checked in at the 
Reception Centre. 

Overview 

Reception Centre Registration Log - Example 

Ç Ensure you have enough staff to handle the needs of all of 
the evacuees.  

Ç Allow evacuees to vent their emotions.  
Ç Do not make any promises that cannot be kept.  
Ç Attempt to reunite families as quickly as possible.  
Ç Document the details of anyone who may have trouble 
coping with the incident so that they can be given proper 
psychological support.  

Ç Monitor whether residents that have been contacted by the 
Telephoners, Rovers, and Roadblock personnel have 
checked in at the Reception Centre. 

Tips 

Ç Reception Centres are usually located in schools, hotels / 
motels, or community halls.  

Ç It may be useful to coordinate the location of the Reception 
Centre with the local authority (city, town, county, M.D., etc.).  

Ç See Area Specific Information (white tabs) for pre-identified 
Reception Centres in your area.  

 
A Reception Centre should: 
 

Ç Have a conference room of some type where a large number 
of people can gather.  

Ç Have conferencing services including fax machine, internet 
access, and phone access.  

Ç Be large enough to house all of the evacuees.  
Ç Be outside of the hazard area.  
Ç Allow residents to evacuate to the Reception Centre without 
travelling through the hazard area.  

Ç Allow pets. 

Choosing a Reception Centre 1. 2. 

Record information on the following forms located within this Section: 
 

Ç Reception Centre Registration Log 
Ç Resident Compensation Log 
Ç ICS 214 Activity Log 
Ç Media Contact Log  

Record Information 
3. 
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Reception Centre Reps report to the Public Safety Group 
Supervisor.  
 
 Name: ___________________________________  
 
 Phone Number: ____________________________  
 
Reception Centre 
 
 Location: _________________________________  
 
 Phone Number: ____________________________  
 
Wind Direction: __________________________________  

Reporting and Contacts 

Resident ID 
Name (List all names in party) # of 

Occupants 
Number 
Arrived 

Arrival 
Time 

Depart 
Time 

Destination Phon # 
(Where they can be 

reached) 
Comments 

First Last 

 G124-A John  Doe   2  2 19:06  19:21 555-555-5555 
 John and his wife arrived safely then left to stay at 

a friendôs house in Red Deer. 

 H131-B  Jane  Doe  3  3  19:12 19:28 555-555-5555 
 Jane and her 2 children arrived safely then left to 

stay with her mother in Bentley. 

F122-A James Doe 5 3 19:20  555-555-5555 
James, his wife and 1 child arrived safely. The other 
two children are away on a school trip. They will 
stay at the reception centre for the night. 

         

         

         

         

         

Refer all media inquiries to the Media Representative in Calgary.  
However, if they insist on a statement, please use the following: 

 

ñWe are currently dealing with the situation at hand to 
ensure the safety of the public, our personnel, and the 

environment. A statement will be released by the company 
once the facts have been determined. If you would like to 
leave your business card or phone number, a company 
representative will provide you with more information as it 

becomes available.ò 
 

 Note:  See Section 3.0 Communication & Media for more information on media.  

Media Statement 

Revised 
February 
2019 

Ç Confirm Reception Centre is available for use. 
Ç Establish Reception Centre.  
Ç Confirm communication links. 
Ç Receive evacuees and maintain a Reception Centre 
Registration Log.  

Ç Arrange for food and accommodations for the evacuees.  
Ç Provide evacuees with a place to request counselling 
services, if required. 

Ç Record and follow up on all evacuees who choose to 
make their own accommodation arrangements.  

Ç Arrange for temporary care of livestock (if possible) and 
the security of evacuated property.  

Ç Establish and oversee compensation administration activities 
at the reception centre.  

Ç Reimburse evacuees for their immediate out-of-pocket 
expenses and log details on a Resident Compensation Log.  

Ç Where possible, provide evacuees with information regarding 
their property, livestock, and the incident.  

Ç Forward all media and incident inquiries to the 
Information Officer.  

Ç Report all names of evacuees who have registered at the 
Reception Centre to the Public Safety Group Supervisor.  

Ç Document activities using the ICS 214 Activity Log.  
Ç Assist with post-incident activities. 
Ç Confirm information to be released to public with the 
Information Officer. 

Ç Address resident concerns and forward them to the Public 
Safety Group Supervisor.  

Reception Centre Rep Roles 

Form

B1

Form

B2

Form

C2

Form

ICS
214

Form

B1

Form

ICS
214

Form

B1
Form

B2
Form

C2

Reception Centre personnel 
receive a list of evacuees from 
the Public Safety Group 

Supervisor.

Are all evacuees 
accounted for? 

Did the missing evacuees 
indicate that they would be 
using an alternative shelter 
location (i.e., a friend or family 

members home)?

Is there an update 
to the evacuee 
status list?

Attempt to contact the evacuees 
at the phone numbers provided. 
Have they arrived safely at their 
destination and / or  are they out 
of the emergency area?

Notify the Public 
Safety Group 
Supervisor of 
missing 
evacuees.

NO

YES

NO

YES

NO

Maintain the 
reception centre 
and continue with 
responsibilities.

YES

YES

NO

Public Safety 
Group 

Supervisor to 
notify RCMP.

A list of Reception Centres can be 
found under Reception Centres 
located in the Area Specific 
Information section. 



Resident 
id 

Name (list all names in party) 
# Of 

Occupants 
Number 
arrived 

Arrival 
time 

Depart 
time 

Destination 
phone # 

(where they can 
be reached) 

Comments 
First Last 

         

         

         

         

         

         

         

         

         

         

         

 

Residentôs Name: Home Address: Home Telephone #: Location of Land (LSD): 

Business Telephone #:  

Number of Residents Evacuated: Evacuated to: Telephone # While Evacuated: 

 
No. Date Location Trans. Accom. Meals Phone Sundry Total Details of Expense 
          

          

          

          

          

          

          

          

          

          

          

          

Total Reported Expenses        

 
Approved By: _________________________________________   Date: ________________________ 

 

Date: _______________________________________ Responder Name:________________________________________________________________________________ 

Page of Responder Position: _______________________________________ Responders Phone No.: ___________________ 
Incident Name: 

Date / Time Initiated: 

Prepared by: Position / Title: 

Personnel Assigned 
Name ICS Position Location 

   

   

   

   

   

Activity Log 
Time Actions 

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

 

ICS 214 Activity Log  

 

B1 Reception Centre Registration Log  

 

B2 Resident Compensation Log  

 



Setting up a Roadblock 

In the event of an emergency, roadblock locations and road detours will be 
established. The company will initially establish and maintain roadblocks 
until relieved by highway maintenance contractors or the RCMP. 
Roadblock personnel will be assigned in teams of two, one member to 
stop approaching traffic, the other will record the information gathered and 
relay to The Public Safety Group Supervisor. The Public Safety Group 
Supervisor must be continuously updated by Roadblock personnel so 
that all vehicles entering and exiting the EPZ are accounted for. 

Overview 

Ç Make sure your vehicle is equipped and suitable for the travel conditions. 
Ç Check roadblock kit to confirm all items are present (see sample of roadblock kit contents to 
left). 

Ç Confirm that your handheld monitor for H2S and / or LEL is functioning properly. 
Ç Check all communications devices.  
Ç Check that the red signaling baton flashlight is working and has spare batteries. 
Ç Confirm that you have enough copies of the Roadblock Log form. 
Ç Confirm the location of the roadblock with the Public Safety Group Supervisor and make 
sure you have a safe route to the assigned location that does not cross the hazardous area. 

Ç Park vehicle as 
illustrated, activating 
four way flashers and 
roof mounted rotating 
beacon. 

Ç Put on reflective vests. 
Ç Take a reading with 
your handheld monitor 
for H2S and / or LEL; 
ensuring your 
roadblock is not too 
close to the edge of 
the EPZ. Record 
readings on the Air 
Monitoring Log. 

Ç Notify the Public 
Safety Group 
Supervisor once your 
roadblock is set up. 

Ç Continue to monitor 
and record H2S and / 
or LEL levels at 
scheduled intervals. 
Report to the Public 
Safety Group 
Supervisor at 
scheduled intervals. 

Ç Maintain roadblock 
until the emergency is 
over and the ñall clearò 
message is given or 
until relieved by other 
Roadblock personnel. 

1. Hold the reflective stop / slow paddle erect and away from your body. Never wave the sign. 
2. Look directly at the approaching driver. 
3. Raise your free arm with the palm of your hand exposed to the driver. 
4. Bring the vehicle to a full stop. 
5. After the first vehicle has stopped, move to a spot (near the centre line of the roadway) where you 
can be seen by other approaching vehicles. 

 

Because visibility is reduced at night, it is important that you use utmost care when stopping traffic 
through a roadblock area, and that you protect yourself from injury by: 
 

Ç Standing in a safe position on the shoulder of the road. 
Ç Waving the red signaling baton flashlight back and forth.  
 
Note: The red signaling baton flashlight should only be used in place of the reflective stop / slow 
paddle at night or in conditions of low / poor visibility. 

3. 

How to Stop Traffic 4. 

Roadblocks should be established: 
Ç Approximately where the EPZ intersects any highways / roads.  
Ç Outside of the hazard area. 
Ç At a conspicuous location where the Roadblock personnel will be visible to approaching traffic, 
providing them with enough time to safely stop. 

Ç At a location where traffic can easily turn around or detour (consider the potential for larger 
vehicles such as buses, semi-trailers, drilling rigs, etc.). 

Ç Where possible at natural roadblock locations (e.g., gates, bridges, junctions, etc). 

When establishing a 
roadblock consider: 
Ç Visibility 
Ç Distance 
Ç Bends in the road 
Ç Level of the ground 

Possible Scenarios for Roadblock Personnel: 
 

§ Motorist obeys request and drives away from the EPZ. 
§ Motorist is leaving the EPZ and agrees not to return until further notice. 
§ Emergency responders (service companies, fire, ambulance, etc.) are entering the EPZ to help 
respond to the incident. 

§ Motorist disobeys request to leave the area and enters the EPZ. 
 

In all cases, notify the Public Safety Group Supervisor and log all information. 

Remember to: 
Ç Remain calm 
Ç Be courteous 
Ç Record names 
Ç Notify the Public Safety 
Group Supervisor 

Roadblock personnel report to the Public 
Safety Group Supervisor.  
 
 Name:____________________________ 
  
 Phone Number:_____________________ 
 
Reception Centre 
 
 Location:__________________________ 
 
 Phone Number:_____________________ 
 
Wind Direction:_________________________ 

The roadblock kit may contain the following items: 
Recommended 
Ç Direct communication capability (radio, cell phone, etc.) 
Ç ERP maps and roadblock forms  
Ç Flashlight and batteries 
Ç High visibility / reflective vests 
Ç Orange traffic cones / reflectors 
Ç Pens and / or pencils 
Ç Personal Air Monitoring Device (H2S, CO, O2, LEL) 
Ç Portable rotating emergency light 
Ç SCBA 
Ç Hand-held stop sign with reflective tape 
Ç Waterproof bag 
Optional 
Ç Caution tape  
Ç Rain suit  
Ç Road barrier 

Roadblock Kit Contents - Sample 

Reporting and Contacts 

Choosing a Roadblock 1. 

Before Departure 
2. 

If the media arrives at your roadblock location, company personnel may give the following statement: 
 

ñWe are currently dealing with the situation at hand to ensure the safety of the 
public, our personnel, and the environment. A statement will be released by the 
company once the facts have been determined. If you would like to leave your 
business card or phone number, a company representative will provide you with 

more information as it becomes available.ò 
 

Contact the Public Safety Group Supervisor if a media representative arrives at your roadblock. 
 

NEVER offer your opinion of what is happening at the location to a media person or stranger. This can 
be interpreted as the companyôs position. DO NOT give statements, other than the above message, 
regarding the emergency situation to the MEDIA. Refer them to the Information Officer. 

 

Be courteous but firm. 
If the questioning persists, just keep politely repeating word for word the statement above.  

Media Statement 
5b. 

Roadblock personnel cannot force an evacuation or restrict 
access to the area unless proper authority has been 
granted. The authority for forced evacuation is gained only 
through the declaration of a State of Local Emergency by 
the local authority. 

To give motorists time to prepare to come to a stop, it is 
recommended that the Roadblock personnel set up all 
available collapsible reflective triangles 100 metres apart, at 
a minimum distance of 200 metres before the roadblock. 
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Ç In conjunction with the Public Safety Group Supervisor, determine 
the need for and location of roadblocks.  

Ç Pickup and check roadblock kits. 
Ç Proceed to roadblock locations.  
Ç Confirm communication links and establish communication interval 
times. 

Ç Establish roadblocks to secure the EPZ.  
Ç Follow the scripts and procedures in the ERP.  
Ç Knowledge and ability to communicate safest route away from 
hazard. 

Ç Monitor area for H2S and / or LEL with personal monitors and 
document readings on the Air Monitoring Log.  

Ç Report all reading changes / increases to the Public Safety Group 
Supervisor.  

Ç For your own safety, ensure the Public Safety Group Supervisor is 
notified immediately if readings are approaching 10% LEL and / or 10 
ppm H2S.  

Ç Move location of Roadblock immediately if readings are approaching 
10% LEL and / or 10 ppm H2S. 

Ç Record all incoming and outgoing traffic, personnel, and 
equipment on the Roadblock Log.  

Ç Forward information given to you by people passing through your 
location to the Public Safety Group Supervisor.  

Ç Document activities using the ICS 214 Activity Log.  
Ç Maintain communication with the Public Safety Group 
Supervisor.  

Ç Maintain roadblock locations. Do not leave until requested to do so by 
the Public Safety Group Supervisor or until relieved by other 
Roadblock personnel. 

Ç Assist with post-incident activities.  

Roadblock Personnel Roles 

Form

ICS
214

Form

A5

Form

B4

Ç When talking to motorists at the roadblock, ONLY provide them with 
the information as directed by the Public Safety Group Supervisor. 

Ç Ask for identification prior to granting access. 
Ç You do not have the legal authority to restrict access to the area 
without an order from the relevant authority. Report any person who 
chooses to proceed, without permission, through the roadblock.  

Ç Check with the motorists and ensure all members of their 
residence are accounted for and documented on the Resident 
Contact Log. Report any resident that is left behind in the EPZ.  

Ç The roadblock should be setup to allow optimal visibility and sufficient 
distance for traffic to come to a safe and complete stop. 

Ç Roadblock personnel should be highly visible on the side of the road 
and have an escape route in case of an emergency. 

Ç DO NOT leave your position until you are directed to do so. 

Tips 

Form

B3

Form

A5

Record information on the following forms located within this section: 
Ç Roadblock Log 
Ç Resident Contact Log 
Ç Air Monitoring Log 
Ç ICS 214 Activity Log 

Record Information 6. 

Form

ICS
214

Form

A5
Form

B3
Form

B4

"I am representing [Insert Company Name] and we are presently experiencing 
control problems ahead. This situation is serious enough to warrant restricted 
access beyond this point. For your own safety I must ask you not to proceed.ò 

Note: 
§ Record driverôs name, vehicle make, colour, etc. and at least the license plate number of all 
vehicles approaching your roadblock; also make a note of the time and of the direction the 
vehicle took when leaving (e.g., east, south, west, north) on your log sheet.  

§ Remember you have no legal position to restrict access to the general public. You are there to 
protect and notify ï to protect the health and safety of the people by notifying them of the 
danger and secondly to protect the property of the residents who have evacuated the area. 

§ Should someone continue into the restricted area, regardless of your warning about personal 
safety, then use the 2-way radio or cell phone to notify the Public Safety Group Supervisor 
and the matter shall be immediately turned over to the Police. 

Roadblock Script 5a. 

WARNING MARKERS ï these  
markers will be indicators that 
there is a roadblock ahead 

1
0
0
 

m

E
N
T
E
R
I
N
G
 
E
P
Z

L
E
A
V
I
N
G
 
E
P
Z

1
0
0
 

m

S
h
o
u
l
d
e
r

HAZARD AREA



 

Date: __________________________________ Responder Name:______________________________________________________________________ 

Page of Responder Position: _______________________________ Responders Phone No.: _________________ 

Time Resident name Resident ID Shelter / Evacuate 
Number of people Assistance or 

transportation 
required? 

Comments 
Inside Outside 

   ¾  Shelter  
¾  Evacuate 

  ¾  Yes 
¾  No 

 

   ¾  Shelter  
¾  Evacuate 

  ¾  Yes 
¾  No 

 

   ¾  Shelter  
¾  Evacuate 

  ¾  Yes 
¾  No 

 

   ¾  Shelter  
¾  Evacuate 

  ¾  Yes 
¾  No 

 

   ¾  Shelter  
¾  Evacuate 

  ¾  Yes 
¾  No 

 

   ¾  Shelter  
¾  Evacuate 

  ¾  Yes 
¾  No 

 

   ¾  Shelter  
¾  Evacuate 

  ¾  Yes 
¾  No 

 

   ¾  Shelter  
¾  Evacuate 

  ¾  Yes 
¾  No 

 

   ¾  Shelter  
¾  Evacuate 

  ¾  Yes 
¾  No 

 

   ¾  Shelter  
¾  Evacuate 

  ¾  Yes 
¾  No 

 

   ¾  Shelter  
¾  Evacuate 

  ¾  Yes 
¾  No 

 

   ¾  Shelter  
¾  Evacuate 

  ¾  Yes 
¾  No 

 

 

 

Date: __________________________________ Responder Name:______________________________________________________________________ 

Page of Responder Position: _____________________________ Responders Phone No.: ___________________ 

Vehicle 
type 

License plate # and 
province / state 

Name of driver 
(if available) 

# of people 
in vehicle 

Time entering 
zone 

Time Exiting 
zone 

Comments  
(record all vehicles turned away) 

       

       

       

       

       

       

       

       

       

       

 

Incident Name: 

Date / Time Initiated: 

Prepared by: Position / Title: 

Personnel Assigned 
Name ICS Position Location 

   

   

   

   

   

Activity Log 
Time Actions 

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

 

ICS 214 Activity Log  

 

B3 Resident Contact Log  

 

B4 Roadblock Log  

 



Rovers are responsible for patrolling the Emergency Planning 
Zone to locate and notify residents, businesses, industrial 
operators, transients (i.e. hunters, trappers, recreational users, 
non-resident landowners), and the general public. The Public 
Safety Group Supervisor must be continuously updated by the 
Rovers so that unsuccessful attempts to evacuate residents, 
transients, etc. can be followed up on immediately.  

Rovers report to the Public Safety Group Supervisor.  
  
 Name: ___________________________________ 
 
 Phone Number: ____________________________ 
 
Reception Centre: 
 
 Location: _________________________________ 
 
 Phone Number: ____________________________ 
 
Wind Direction: ___________________________________ 

Overview 

If a media representative approaches you, company personnel 
may give the following statement: 
 

ñWe are currently dealing with the situation at hand to 
ensure the safety of the public, our personnel, and the 
environment. A statement will be released by the 

company once the facts have been determined. If you 
would like to leave your business card or phone 
number, a company representative will provide you 
with more information as it becomes available.ò 

 

Contact the Public Safety Group Supervisor if a media 
representative approaches you. 
 

NEVER offer your opinion of what is happening at the location to 
a media person or stranger. This can be interpreted as the 
companyôs position. DO NOT give statements, other than the 
above message, regarding the emergency situation to the 
MEDIA. Refer them to the Information Officer. 

 

Be courteous but firm.  
If the questioning persists, just keep politely repeating word 

for word the statement above. 

Media Statement 

Reporting and Contacts 

R
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Ç Confirm resident contact lists are available.  
Ç Confirm communication links. 
Ç Know safe routes in and out of the EPZ.  
Ç Search for residents and transients in the Emergency Planning 
and Response Zones.  

Ç Check all buildings including barns, shops, sheds, etc.  
Ç Assist, as required, with the notification, evacuation or 
sheltering of persons within the Emergency Planning 
Zone. Record all contact with residents using the 
Resident Contact Log. 

Ç Post Evacuation Notices for residents that are not at their 
residence.  

Ç Follow the scripts and procedures in the ERP.  
Ç Monitor area for H2S and / or LEL with personal monitors 
and document readings on the Air Monitoring Log. 

Ç Report all reading changes / increases to the Public 
Safety Group Supervisor. 

Ç For your own safety, ensure the Public Safety Group 
Supervisor is notified immediately if readings are approaching 
the following levels: 10% LEL and / or 10 ppm H2S.  

Ç Report any suspicious behaviour to the Public Safety 
Group Supervisor who will notify the police as required.  

Ç Document all activities using the ICS 214 Activity Log.  
Ç Maintain communication with the Public Safety Group 
Supervisor.  

Ç Assist with post-incident activities.  

Rover Personnel Roles 

Form

ICS
214

Form

B3

Form

B5

Form

A5

DATE: ________________ 
TIME: ________________ 

 

EVACUATION 
NOTICE 

 
[Insert Company Name] has an emergency at its nearby 

location. 
 

As a safety precaution, please leave the area in a 
(north / east / south / west) direction and proceed to the 

Reception Centre located at 
 
 

______________________________________________. 
 
 
 

[Insert Company Name] representatives will be available at the Reception Centre to 
address your questions or concerns. 

 
 

For assistance, call [Insert Company Name]  at 
 
 
 
 

______________________. 
 
 
 

Thank you 

Evacuation Notice - Example 

Remember to: 
Ç Remain calm 
Ç Be courteous 
Ç Document all actions and comments 
Ç Notify the Public Safety Group Supervisor 

Tips 

Remember to use a handheld H2S and / or LEL monitor to continually test the atmosphere. 
Report all H2S and / or LEL reading changes / increases to the Public Safety Group Supervisor. 

Response personnel cannot force an evacuation or restrict access to the area unless proper authority 
has been granted. The authority for forced evacuation is gained only through the declaration of a State 
of Local Emergency by the local authority. 

Form

B5

Ç Protect yourself 
Ç Ensure you are equipped with all necessary equipment: 

Ç SCBA 
Ç Gas monitors 
Ç Mobile communications or other form of communication 
Ç Forms 
Ç Vehicle (4x4) with full tank of fuel 
Ç Map 

Ç Confirm that your handheld monitor for H2S and / or LEL is functioning properly. 
Ç Confirm that you have enough copies of the Evacuation Notice. 
Ç Confirm your assignments with the Public Safety Group Supervisor and make sure you have a 
safe route to the assigned location that does not cross the hazardous area.  

The Public Safety Group Supervisor may request you to patrol the Emergency Planning and 
Response Zones in search of transients (people passing through the area) and / or residents that 
couldnôt be reached by phone. Make contact with residents / transients and after providing an 
explanation record their names, contact information, purpose for being in the area (travelling through, 
live in the area, etc.), current condition, timing of your arrival, and whether or not they require 
evacuation assistance.  
 

ñHi, I am [Insert Name] representing [Insert Company Name]. The company is presently 
experiencing control problems at a nearby location. The situation is serious enough that we are 

evacuating the public in the area. For your own safety I must ask you to leave the area 
immediately and check in with a company representative at the Reception Centre. 

Representatives at the Reception Centre will address any questions you may have and will 
make arrangements for your temporary accommodations.ò 

 

Ç Ask if they will require evacuation assistance and arrange additional transportation assistance if 
necessary.  

Ç Make sure they are all accounted for.  
Ç Ensure they gather any supplies they will need for the next 24 hours (medicines, baby food, diapers, 
etc.).  

Ç If they are able to transport themselves to the Reception Centre provide them with directions that 
will keep them away from the hazard.  

Ç Ask them if they have any questions.  
Ç Provide them with your name and contact information in case they need assistance later.  
Ç Report to the Public Safety Group Supervisor. 

Notifying Residents / Transients 
2. 

The Public Safety Group Supervisor may request you to provide evacuation assistance for residents 
that have requested it. Ensure you obtain the number of residents requiring assistance, residentôs 
names, location (legal and address), and the reason evacuation assistance is required (medical issue, 
children home alone, etc). A Telephoner should have already contacted and explained the situation to 
the residents; however, it is a good idea to confirm with the Public Safety Group Supervisor that they 
know you are coming to assist them. If they have not already been informed, contact the resident to tell 
them you are on your way and provide an estimated time of arrival.  
 

ñHi, I am [Insert Name] representing [Insert Company Name]. I am here to help you evacuate 
out of the hazard area and make sure you arrive safely at the Reception Centre. A company 
representative at the Reception Centre will address any questions you may have and will make 

arrangements for your temporary accommodations.ò 
 

Ç Try not to scare them. They are aware you might be coming but donôt know what to expect.  
Ç Make sure they are all accounted for.  
Ç Ensure they gather any supplies they will need for the next 24 hours (medicines, baby food, diapers, 
etc.) 

Ç Ask them if they have any questions.  
Ç Once you are satisfied that all personnel from the residence are accounted for, deliver them to the 
Reception Centre.  

Ç On the way to the Reception Centre, notify the Public Safety Group Supervisor of your progress 
and estimated time of arrival at the Reception Centre.  

Ç Ensure that the residents check in at the Reception Centre with the Reception Centre 
Representative before you leave for your next assignment.  

Requested Evacuation Assistance 
3. 

Before Departure 1. 

 

Record information on the following forms located within this section: 
Ç Resident Contact Log 
Ç Air Monitoring Log 
Ç ICS 214 Activity Log 
Ç Evacuation Notice 

Record Information 
4. 

Form

ICS
214

Form

B3
Form

B5
Form

A5
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In the event of an emergency in which residents and area users need to be 
sheltered and / or evacuated, a team of Telephoners will be established to 
contact people in the area and provide instructions to ensure their safety. The 
Public Safety Group Supervisor must be continuously updated with the 
Telephoners progress so that unsuccessful contact attempts and requests for 
evacuation assistance can be followed up on immediately.  

Overview 

Telephoner Communication Flow 

Record Information 

 
Record information on the following forms located within this section:  
Ç  Resident Contact Log 
Ç  ICS 214 Individual Activity Log 
Ç  Voluntary Evac Message 
Ç  Shelter-in-Place Message 
Ç  Evacuation Message 

Telephoners report to the Public Safety Group Supervisor.  
 
 Name: ________________________________  
  
 Phone Number: ________________________  
 

Reception Centre 
 Location: ______________________________  
 
 Phone Number: ________________________  
 

Wind Direction: _______________________________  

Note: Refer to Shelter-in-Place instructions on page 2 of the Shelter-in-Place Phone Message located in this section.  

Ç Ensure you have enough personnel to quickly and efficiently shelter / 
evacuate the required residents / area users.  

Ç A general guideline is to have one Telephoner for every seven residences 
that need to be contacted and one Telephoners Leader for every ten 
Telephoners.  

Ç Special needs residents should be contacted at a Level 1 Emergency and 
given the option to evacuate.  

Tips 

Response personnel cannot force an evacuation or restrict access to the area unless 
proper authority has been granted. The authority for forced evacuation is gained only 
through the declaration of a Local State of Emergency by the local authority. 

Ç Residents  
Ç Schools / School Bus Transportation  
Ç Businesses 
Ç Public Facilities 
Ç Recreation Areas 
Ç Urban Centres (contact local authority to coordinate) 
Ç Area Users (other oil and gas operators, rail, logging, etc.) 
Ç Trappers 
Ç Guides / Outfitters 
Ç Grazing Lease / Allotment Holders 
 

Priority is given to: 
Ç Those closest to the hazard 
Ç Those downwind of the hazard 
Ç Those with sensitivity issues (health issues, require assistance, etc.)  

Who to Contact 1. 

Reporting and Contacts 

Hello, this is  (your name)  of  (company name)       . 

Is this the  (name) residence at   (telephone number) ? 

 (company name)  is responding to a (potential) emergency at (location) in your 
area. 

For your safety, it is extremely important that you, and those with you, stay indoors until the potential hazard no longer 
exists, or you are advised to evacuate. 

To help us understand your immediate needs, we need to know: 

How many people are at your location now? 

  
Adults  

Children  

Is there anyone in your household that you cannot contact to inform them of the situation and advise them to get in doors 
or stay out of the area? 

Ã Yes  Ã No 

IF YES Whom?   

Location of the person(s)   

We will send someone to find them as soon as possible. 

Do you have children in school at this time? 

Ã Yes  Ã No 

IF YES What school?   

Childrenôs names   

We will contact the school to ensure the safety of your children. Buses will be directed to leave the area 
immediately. If school is in session, your children will be redirected to the reception centre by their regular 
bus driver when the school day is over. 

Do you have the ñShelter-in-Placeò instructions previously provided to you by  (company name)    ? 

Ã Yes  Ã No 

IF YES Please follow the Shelter-in-Place instructions located inside the resident pamphlet. 

IF NO Verbally walk the resident through the Shelter-in-Place instructions on the next page. 

Do you understand what I have told you? 

Is there an alternate number we can contact you at?   

If you have any urgent questions, please contact  (company name)       at  (telephone number) . 

Thank you for your cooperation. 

(Pass on all information regarding this call to the Public Safety Group Supervisor immediately) 

Shelter-In-Place Phone Message 2a. 
Hello, this is   (your name)  of  (company name) . 

Is this the  (name)  residence at  (telephone number) ? 

 (company name)  is responding to a (potential) emergency at  (location) in your area. 

For your safety, it is extremely important that you and your family leave your residence immediately and travel in a  
north / east / south / west direction to our reception centre located at: 

  

To help us understand your immediate needs, we need to know: 

How many people are at your location now? 

  
Adults  

Children  

Is there anyone in your household that you cannot contact to inform them of the situation and advise them to evacuate 
away from the area? 

Ã Yes  Ã No 

IF YES Whom?   

Location of the person(s)   

We will send someone to find them as soon as possible. 

Do you have children in school at this time? 

Ã Yes  Ã No 
IF YES What school?   

Childrenôs names   

We will contact the school to ensure the safety of your children. Buses will be directed to leave the area 
immediately. If school is in session, your children will be redirected to the reception centre by their regular 
bus driver when the school day is over. 

Do you require evacuation / transportation assistance? 

Ã Yes  Ã No 

IF YES We are sending someone to assist you. Please stay indoors and close all doors and windows until a Rover 
or the local police arrive to evacuate you. 

IF NO Provide the resident with: 
Ã Directions to safely travel to the reception centre 
Ã A list of items to bring with them to the reception centre (medications, cell phone, etc.) 
Ã An idea of how long they may be expected to stay at the reception centre 
Ã The option to bring their house pets to the reception centre  

Please contact   (company name)   if you are unable to make it to the reception centre for any reason. Please 
keep your phone line free so that we can contact you if necessary. 

Is there an alternate number we can contact you at?   

A company representative at the reception centre will address any questions you may have and will make arrangements 
for your temporary accommodations. Do you understand everything I have told you? Are you leaving immediately? 

If you have any urgent questions, please contact   (company name)  at   (telephone number) . 

Thank you for your cooperation. 
(Pass on all information regarding this call to the Public Safety Group Supervisor immediately) 

Evacuation Phone Message 2b. 

Ç Immediately gather everyone indoors and stay there. Do not leave even if 
you see people outside.  

Ç Close and lock all outside doors and windows. Tape gaps around doors and 
windows. Leave all inside doors open.  

Ç Turn off appliances or equipment that blows out indoor air or sucks in 
outside air.  

Ç Turn down furnace thermostats to the minimum setting and turn off air 
conditioners.  

Ç Extinguish all potential sources of ignition (do not smoke or attempt to start 
your vehicle).  

Ç Stay off of the phone so that you can be contacted by emergency 
personnel.  

Ç Stay tuned to local radio and television for possible updates. 
Note: For the full Shelter-In-Place instructions see page 2 of the Shelter-In-Place Telephoner Text form 
located in SECTION 6.0: FORMS.  

Shelter-In-Place Instructions 
FORM
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Ç Confirm resident contact lists are available.  
Ç Confirm communication links. 
Ç In conjunction with the Public Safety Group Supervisor, determine 
who needs to be notified (residents, businesses, area users, etc.).  

Ç Review with the Public Safety Group Supervisor the telephoner 
scripts to be used: Early Notification / Voluntary Evacuation 
Message, Shelter-in-Place Phone Message, Evacuation Phone 
Message. 

Ç Contact special needs residents at a Level 1 Emergency and provide 
them with the option to evacuate.  

Ç Contact the other residents and area users in the EPZ and advise them to 
evacuate or shelter. 

Ç Contact the schools / school buses to make arrangements for school age 
children (if applicable). 
Ç Advise that buses in the affected area leave immediately and that buses 
should not enter the area.  

Ç Request a school administrator for the reception centre to assist in 
managing the children and releasing them to their guardians.  

Ç Document all resident interactions using the Resident Contact Log 
and report this information to the Public Safety Group Supervisor. 
Immediately advise the Public Safety Group Supervisor about 
unsuccessful contacts and any residents requiring assistance.   

Ç Document all activities using the ICS 214 Individual Activity Log.  
Ç Assist with post-incident activities.  

Telephone Personnel Roles 

Form

ICS
214

Form

B3

Form

B6
Form

B7
Form

B8

Form

ICS
214

Form

B3
Form

B6
Form

B7
Form

B8

Telephoners receive a list of 
residents / area users from 
the Public Safety Group 

Supervisor.

Provide 
appropriate 
message

Evacuation 
Message

Shelter-in-Place 
Message

Voluntary 
Evacuation 
Message

Provide Public Safety Group 
Supervisor with a list of unsuccessful 

contacts.

Provide Public Safety Group 
Supervisor with a list of unsuccessful 
contacts and those requiring 
evacuation assistance. 

Provide Public Safety Group 
Supervisor with a list of unsuccessful 

contacts, those choosing to 
evacuate, and those requiring 
evacuation assistance. 

Public Safety Group 
Supervisor to dispatch 

Rovers



Before calling, determine a safe evacuation route for the residents to travel, away from the emergency hazard area, upwind if possible, towards the 
reception centre. 

Hello, this is    (your name)       calling from  (company name)  .  Is this the  (name of residence / business)   at    (telephone number)   ?  

(Company name) is responding to a (potential) emergency at   (location)   in your area. 

You are in no danger at this time. All efforts are being made to resolve the problem and this phone call is only to inform you and provide you with an early 
notification. 

To help us understand and your immediate needs we need to know:  

How many people are at your location now?  (Adults)    (Children)        

Do you wish to leave your residence at this time?  

IF YES Please travel in a a north / east / south / west direction to our reception centre located at: 
   
  ______________________________________________________________________________________________________ 

If you have urgent questions, please contact  (company name) at  (telephone number)  . 

Thank you for your cooperation.  

(Pass on all information regarding this call to the Public Safety Group Supervisor immediately)  

IF NO Please standby for further contact. Please do not use your telephone for outgoing calls as this may prevent us form contacting you   
 with updated information or when the problem has been eliminated. 

Time Resident name Resident ID Shelter / Evacuate 
Number of people Assistance or 

transportation 
required? 

Comments 
Inside Outside 

   ¾  Shelter  
¾  Evacuate 

  ¾  Yes 
¾  No 

 

   ¾  Shelter  
¾  Evacuate 

  ¾  Yes 
¾  No 

 

   ¾  Shelter  
¾  Evacuate 

  ¾  Yes 
¾  No 

 

   ¾  Shelter  
¾  Evacuate 

  ¾  Yes 
¾  No 

 

   ¾  Shelter  
¾  Evacuate 

  ¾  Yes 
¾  No 

 

   ¾  Shelter  
¾  Evacuate 

  ¾  Yes 
¾  No 

 

   ¾  Shelter  
¾  Evacuate 

  ¾  Yes 
¾  No 

 

   ¾  Shelter  
¾  Evacuate 

  ¾  Yes 
¾  No 

 

   ¾  Shelter  
¾  Evacuate 

  ¾  Yes 
¾  No 

 

   ¾  Shelter  
¾  Evacuate 

  ¾  Yes 
¾  No 

 

   ¾  Shelter  
¾  Evacuate 

  ¾  Yes 
¾  No 

 

   ¾  Shelter  
¾  Evacuate 

  ¾  Yes 
¾  No 

 

 

 

Date: __________________________________ Responder Name:______________________________________________________________________ 

Page of Responder Position: _______________________________ Responders Phone No.: _________________ 

Incident Name: 

Date / Time Initiated: 

Prepared by: Position / Title: 

Personnel Assigned 
Name ICS Position Location 

   

   

   

   

   

Activity Log 
Time Actions 
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Planning “P”

Section 2: Ongoing Response

Initial Response:

All incidents begin with the initial response (reactive phase) during the first operational period. At the onset of
an emergency response an Initial Emergency Report (A1) Form is completed to determine the severity of the
emergency and extent of the response. 95% of emergency responses begin and end in the first operational
period.

After response personnel ensure their own personal safety by following the First On-Scene Actions, the Five
Step Initial Response Guide, and associated tools, provide a structure for the Incident Commander to
formulate a response and outlines the steps (key considerations) that need to be addressed and re-
addressed when evaluating the incident and associated emergency response.

Ongoing Response:
An ongoing response (proactive phase) is required for an extended emergency response that spans over
multiple operational periods and revolves around establishing the objectives, strategies, and tactics for the
next upcoming operational period. 5% of incidents require an ongoing response, but once engaged
emergency responders will circulate through this cycle multiple times.

After the initial response has been completed, the Five Step Ongoing Response Guide and associated tools
provide a cycle to plan the next steps of the emergency response. This continual cycle provides a structure
for the Command Staff and General Staff to complete the Incident Action Plan (IAP) and associated
documents. The ongoing response cycle and an associated IAP must be completed for each operational
period until the incident is stood down.

Step 1
Level of Emergency

Step 2
Internal Notification

Step 3
External Notification

Step 4
Incident Briefing

Step 5
Public Safety
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 preparation and

approval

Step 3
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Preparing for
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Preparing for
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Step 4
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Briefing

Step 5
Execute

Step 2
Tactics Meeting
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1st Operational Period
(Up to 12 hours)

2nd + Operational Period
(Full Operational Period

is 8 – 24 hours)

First On-Scene
Actions



Planning “P”

Section 2: Ongoing Response
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Ç Develop draft strategies and tactics for each defined objective. 
Ç Outline work assignments and develop an operations organization chart using the 
ICS 207 form. 

Ç Identify future tactical plans to optimize the Tactics Meeting. 
Ç Begin to prepare a safety analysis once all hazards have been identified using ICS 
215A form. 

Prepare for Tactics Meeting 

Note: This document is to be used as a guide only. It is not meant to replace the use of the ERP and does not eliminate the need for ERP related training. 

Ç Perform work assignments according to assigned roles. 
Ç Document all actions, decisions, and conversations. 
Ç Constantly evaluate how well the plan is designed and being conducted. 
Ç Adjust the plan and associated actions accordingly. 
Ç Identify additional objectives for the upcoming operational period. 
Ç Schedule next Objectives Meeting if applicable. 

Step 5 - Execute 

Ç Planning Section Chief conducts the meeting. 
Ç Review the incident status using the updated ICS 209 form. 
Ç Confirm the strategies and tactics assigned to achieve the defined objectives. 
Ç Ensure that all assigned tactics can be performed safely and follow the defined 
safety analysis using the ICS 215A form. 

Ç Incident Commander to give tentative approval of proposed plan and review with key 
response personnel. 

Step 3 - Planning Meeting 

Ç Review and update the ICS 209 form. 
Ç Confirm availability of resources and locations.  
Ç Prepare all information for review at the Planning Meeting. 
Ç Gather any additional incident documentation (i.e., maps and status boards). 

Prepare for Planning Meeting 

Ç Incident Commander conducts the meeting. 
Ç Review the ICS 201 form completed during the Initial Response phase and begin the 
ICS 209 form by evaluating the current incident status. 

Ç Identify issues/problems to resolve using the PPOST methodology. 
Ç Develop SMART (Specific, Measurable, Attainable, Realistic, & Time-Sensitive) 
objectives to mitigate the identified problems. 

Ç Prioritize the objectives using the ICS 202 form. 
Ç Complete the ICS 202 form and identify initial staffing on the ICS 207 form. 
Ç Utilize IAP Checklist (A4) to complete the IAP.  

Step 1 - Objectives Meeting 

Five Step 
Ongoing 
Response 
Guide 

Ç Operations Section Chief conducts the meeting.  
Ç Review the incident status using the ICS 209 form that was completed during the 
Objectives Meeting. 

Ç Operations Section Chief proposes strategies and tactics. 
Ç Evaluate and assign resources and personnel. 
Ç Ensure that all strategies have associated tactics to ensure responder safety and 
complete the ICS 215A form. 

Ç Complete the ICS 215 form and update the ICS 207 form started during the 
Objectives Meeting. 

Step 2 - Tactics Meeting 

Ç Incident Commander conducts the meeting. 
Ç Provide personnel with work assignments from the IAP. 
Ç Operations Section Chief to brief the organization and provide clarification on all 
tactical assignments. 

Ç Ensure that all responders know and understand the safety analysis, hazards, and 
controls. 

Step 4 - Operations Briefing 

Note:  Ongoing 
Response is cyclical 
and takes place over 
one or more operational 
periods (optimally 8 to 
12 hours).  It is 
designed to outline the 
Incident Action Plan for 
the next operational 
period.  

Ç Produce a coordinated and sustainable Incident Action Plan using the IAP Checklist 
(A4), ICS forms 202, 207, 209, 215, 215A, and gather any additional incident 
documentation (i.e., maps and status boards). 

Ç Receive final approval from the Incident Commander.  
Ç Define work assignments and break the work into manageable units. 
Ç If necessary, other documents may be included such as a Demobilization plan. 

Incident Action Plan Preparation and Approval 

Ç Incident Commander conducts the meeting. 
Ç Review the ICS 201 form completed during the Initial Response phase and begin the 
ICS 209 form by evaluating the current incident status. 

Ç Identify issues/problems to resolve using the PPOST methodology. 
Ç Develop SMART (Specific, Measurable, Attainable, Realistic, & Time-Sensitive) 
objectives to mitigate the identified problems. 

Ç Prioritize the objectives using the ICS 202 form. 
Ç Complete the ICS 202 form and identify initial staffing on the ICS 207 form. 
Ç Utilize IAP Checklist (A4) to complete the IAP.  

Step 1 - Objectives Meeting 

Step 1
Objectives Meeting

Incident Action Plan preparation and 
approval

Step 3
Planning Meeting

Preparing for 
Planning 
Meeting

Step 4
Operations Briefing

Step 5
Execute

Step 2
Tactics Meeting

_______________ AM / PM
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_______________ AM / PM
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To

_______________ AM / PM

_______________ AM / PM
To
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______________ AM / PM
To

______________ AM / PM

Preparing for the Tactics Meeting

Time Frames

The length of this cycle will 
change throughout the 
incident. You will likely need 
to meet more frequently 
early on during an incident. 
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Objectives Meeting

Section 2: Ongoing Response

Owner: Incident Commander Date: Time:

**Roles below will attend only if designated and available**
Attendees:
Ã Incident Commander: Ã Planning Section Chief:
Ã Deputy Incident Commander: Ã Logistics Section Chief:
Ã Operations Section Chief: Ã Finance/Admin. Section Chief:
Ã Planning Section Chief: Ã Safety Officer:
Ã Liaison Officer: Ã Other:
Ã Information Officer: Ã Other:
Summary:
The objectives of this meeting are to:
¶ Have a completed ICS 202 form agreed upon by all attendees (Command and General Staff).
¶ Establish objectives and priorities for the upcoming operational period.
¶ Begin an ICS 209 Incident Status Summary report.
¶ Begin identifying all required roles on the ICS 207 form.
¶ Begin addressing the Incident Action Plan Checklist (A4).
¶ Schedule and prepare for the Tactics Meeting.
Resources: ICS 202, 207, 209 forms, and the IAP Checklist (A4)

Agenda Items:
Ã Status Update and review the ICS 201 Incident Briefing form.

Ã Determine incident priorities. Reference the PPOST methodology.
Ã Establish an incident organization that is capable of meeting initial and long-term challenges required to

mitigate the incident.
Ã Determine the incident response objectives and complete and ICS 202 Incident Objectives form.  They

must be SMART (Specific, Measurable, Attainable, Realistic, & Time Sensitive).
Ã Identify initial staffing requirements and begin filling out the ICS 207 Incident Organizational Chart.

Ã Identify and select incident support facilities.
Ã Review the incident objectives for the next operational period so your management team can begin work

on the IAP.
Ã Document the incident status to relay to all responding personnel.

Key Points:

¶ Ensure that the meeting is documented / recorded. (Utilize the back side of this page.)

¶ Define the hours of work and operational period.

¶ Utilize Incident Action Plan Checklist (A4).

¶ Identify constraints and limitations.

¶ Clarify any staff roles and responsibilities.

¶ Determine expectations of the team for how all communications are to be made.
¶ Discuss and agree on process issues such as resource ordering, cost accounting, operations security,

and sensitive information.
¶ Continue to develop tasks for Command and General Staff.

¶ Agree on division of command workload, such as press and agency briefings.



Objectives Meeting

Section 2: Ongoing Response

Notes:



Tactics Meeting

Section 2: Ongoing Response

Owner: Operations Section Chief Date: Time:

**Roles below will attend only if designated and available**
Attendees:
Ã Incident Commander: Ã Planning Section Chief:
Ã Deputy Incident Commander: Ã Logistics Section Chief:
Ã Operations Section Chief: Ã Finance/Admin. Section Chief:
Ã Planning Section Chief: Ã Safety Officer:
Ã Liaison Officer: Ã Other:
Ã Information Officer: Ã Other:
Summary:
The objectives of this meeting are to:
¶ Define tactics, work assignments, and resources to meet actions identified during the Objectives

Meeting.
¶ Have completed ICS 215 and 215A forms agreed upon by all attendees (Command and General Staff).
¶ Update the ICS 207 Incident Organization Chart.
¶ Refer to Incident Action Plan Checklist (A4) and continue to add to items accomplished.
¶ Schedule and prepare for the Planning Meeting.
Resources: ICS 209, 215, 215A, and IAP Checklist (A4)

Agenda Items:
Ã Review ICS 209 Incident Status Summary.
Ã Review incident objectives.
Ã Define tactics to complete objectives set out during the Objectives Meeting.

Ã Provide an operational update and identify tactics to deal with incident.

Ã Identify roles and responsibilities that have to be performed to implement tactics.
Ã Build on already established ICS 207 Incident Organization Chart, check span-of-control, and match up

with ICS 215 assignments.
Complete the Operational Planning Worksheet, ICS 215 (Utilize one form for every established objective).
Ã Identify work assignments
Ã Identify resources requirements to achieve each work assignment
Ã Identify overhead staffing needs to support each work assignment
Ã Identify specialized equipment and supply needs for each work assignment
Ã Specify reporting times and location for personnel

Complete the Incident Action Plan Safety Analysis, ICS 215A.
Ã Identify potential hazard types
Ã Identify mitigations for associated hazard types

Ã Identify support facilities and locations.

Key Points:

¶ Ensure that the meeting is documented / recorded. (Utilize the back side of this page.)

¶ Review planned actions against incident objectives and priorities.

¶ Utilize a map or chart to depict the operational areas, support facilities, and any key information.

¶ Discuss any applicable open action items.

¶ Consider contingencies and secondary options.



Tactics Meeting

Section 2: Ongoing Response

Notes:



Planning Meeting

Section 2: Ongoing Response

Owner: Planning Section Chief Date: Time:

**Roles below will attend only if designated and available**
Attendees:
Ã Incident Commander: Ã Planning Section Chief:
Ã Deputy Incident Commander: Ã Logistics Section Chief:
Ã Operations Section Chief: Ã Finance/Admin. Section Chief:
Ã Planning Section Chief: Ã Safety Officer:
Ã Liaison Officer: Ã Other:
Ã Information Officer: Ã Other:
Summary:
The objectives of this meeting are to:
¶ Finalize an Incident Action Plan with the necessary forms based on the objectives, tactics, and

strategies outlined from the previous command meetings.
¶ Schedule and prepare for the Operations Briefing.
Resources: IAP Checklist (A4) and all associated ICS forms

Agenda Items:

Ã Review Incident Action Plan forms (ICS 202, 207, 209, 215, and 215A).

Ã Review Command’s incident objectives, priorities, decisions, and direction.

Ã Provide briefing on current situation, resources at risk, weather forecast, and incident projections.
Ã Operations Section Chief provides briefing on:
Ã Current operations.
Ã An overview on the proposed plan including strategy, tactics or work assignments, resource

commitment, contingencies, organization structure, and needed support facilities.
Ã Review the proposed plan to ensure that Command direction, priorities, and operational objectives are

met.
Ã Delegate assignments and deadlines to appropriate staff members to assure timely and effective IAP

development.
Key Points:

¶ Ensure that the meeting is documented / recorded. (Utilize the back side of this page.)

¶ Review IAP Checklist (A4) to ensure that all critical materials have been accounted for in the IAP.

¶ Planning Section Chief brings meeting to order, cover ground rules, and review agenda.

¶ Planning Section Chief requests tacit Command approval of the plan as presented.
¶ Planning Section Chief reviews and validates responsibility for any open actions and management

objectives.
¶ Planning Section Chief conducts round table of Command and General Staff to solicit their final input

and commitment to the proposed plan.



Planning Meeting

Section 2: Ongoing Response

Notes:



Operations Briefing

Section 2: Ongoing Response

Owner: Incident Commander Date: Time:

**Roles below will attend only if designated and available**
Attendees:
Ã Incident Commander: Ã On-Site Group Supervisor
Ã Deputy Incident Commander: Ã Public Safety Group Supervisor
Ã Operations Section Chief: Ã Air Monitor Team Lead
Ã Planning Section Chief: Ã Roadblock Team Lead
Ã Liaison Officer: Ã Rover Team Lead
Ã Information Officer: Ã Telephoner Team Lead
Ã Planning Section Chief: Ã Reception Centre Representatives
Ã Logistics Section Chief: Ã Other:
Ã Finance/Admin. Section Chief: Ã Other:
Ã Safety Officer: Ã Other:
Ã Staging Area Manager: Ã Other:
Summary:
The objectives of this meeting are to:
¶ Review a summary of the incident status with all responders.
¶ Relay objectives, tactics, and strategies.
¶ Reinforce/relay the safety message.
¶ Assign roles & responsibilities and tasks for all responders to accomplish.
¶ Execute the response.
¶ Tentatively schedule next Objectives Meeting and identify potential problems/issues to address in the

next operational period.
Resources: IAP Checklist (A4) and all associated ICS forms

Agenda Items:

Ã Planning Section Chief briefly walks through the IAP components and makes changes as needed.
Ã Operations Section Chief conducts roll call of the Operation Section Supervisors and provides a briefing

on emergency response.
Ã Operations Section Chief briefs supervisory personnel on their assignments along with clarification on

any of their issues and concerns.
Ã Safety Officer covers major safety issues.
Ã Logistics Section Chief covers logistical support of operations (communications, supply, transportation,

medical, etc).
Ã Finance / Admin. Section Chief covers time & cost tracking, procurement, and compensation process.

Ã General Staff to cover issues applicable to Operations Section personnel.

Key Points:

¶ Ensure that the meeting is documented / recorded. (Utilize the back side of this page.)
¶ Planning Section Chief opens briefing, covers ground rules, agenda, and conducts roll call of Command

and General Staff members.
¶ Establish a briefing and message for all responders.

¶ Review pre-determined public and media statements.

¶ Planning Section Chief solicits final comments and adjourns briefing.



Operations Briefing

Section 2: Ongoing Response

Notes:
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Media Relations and Generic Media Statement

Any incident that affects the environment, the health and safety of individuals, or causes extensive property
damage could be a news "item". When such an incident occurs, the media should not be avoided. The key is
to establish good rapport with the media early in the life of the emergency. Open and honest communication
will help to create favourable public opinion and could help to prevent the public from overreacting to the
incident.

Media releases are generated and released as significant developments occur. The company is expected to
coordinate media releases with the relevant government agencies prior to release to provide consistency and
accuracy of information. Information is communicated through written news releases, news conferences, and
any other effective means that the company chooses to use. The company must identify a spokesperson to
carry out this role and to interact with applicable government agencies.

Media releases will be developed by the Incident Commander in conjunction with the applicable regulatory
agency. The Incident Commander will assign a Media Spokesperson to deliver the approved messages.

Media at the field level will be coordinated by the Information Officer with the Support of the Incident
Commander. If media have arrived at the emergency site and the designated Information Officer is not yet
available, only the Incident Commander or their designate can act as the company spokesperson, and will
issue only the information below.

Future statements will be prepared by the Incident Commander and should be issued only by the designated
Media Spokesperson. All media statements will be reviewed with the regulatory agency’s Media Coordinator.

All information that is given to the media should be recorded. See Section 6: Forms for the C2 Media
Contact Log.

Generic Media Statement

“We are currently dealing with the situation at hand to ensure the safety of the public, our personnel,
and the environment. A statement will be released by the company once the facts have been
determined. If you would like to leave your business card or phone number, a company
representative will provide you with more information as it becomes available.”

Media Management

�x Do not wait until you are contacted by the media to react to their inquiries. By preparing in advance,
the company will appear to be organized, aware, and actively responding to the situation. The
essence of effective media management is preparation in advance of any media contact.

�x It is important when contacting the media with a news release that you do not favour one media
organization or agency over another.  To minimize the chances of creating a prejudicial situation, deal
solely with major umbrella press agencies.

�x If media representatives are not provided with the basic information, it can be assumed that they will
fill the gap with material from less reliable sources.

Be aware at all times that it is possible for the media or others to be monitoring your radio, cellular phone, or
telephone conversations.
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On-Site Media Spokesperson

Depending on the specific emergency an on-site spokesperson may be required to handle all on-camera
activities requested by the media. Only approved and trained spokespeople will be allowed to provide
comment to the media. The Information Officer or Incident Commander will identify any and all media
spokespersons. The Information Officer or Incident Commander may serve as the on-site Media. This
representative will endeavor to maintain a favourable public image on behalf of the company. It is important
that they keep in mind the following:

�x The Dos and Don’ts of conducting yourself on camera; 75% of information comes from non-verbal
actions (gestures, tone, posture, etc.)

�x Public appearance, ensuring appropriate and approved wardrobe

�x Preparation in communicating the media release in advance so the message feels natural

�x How to handle impromptu or “off the record” inquiries from the media

Managing the Media On -Site

Depending upon the size and/or scope of the emergency to the incident site, the media will likely travel to site
and attempt to secure coverage of the situation. Usually the size and nature of an emergency will determine
the amount of media attention garnered. It is important everyone on-site understands how to properly manage
the media and that only designated individuals are to speak to the media. It is recommended that only
individuals with adequate media training have even casual interactions with the media.

Media Briefing Areas are to be designated by the Incident. The Information Officer will, if required by the
Incident Commander, determine the need for media management at the incident site.

As appropriate, the Information Officer should be designated to oversee local news media management. In
order to address the needs of the media at the incident site, the following guidelines should be considered:

�x If practical, an information centre will be set up nearby the incident site. All on-site media will be
informed that this will be the only place where information is to be released.

�x During an emergency situation, media access to company property is strictly prohibited unless prior
approval has been given by the Incident Commander. If the Incident Commander deems the situation
safe and access is granted to company property, media personnel must be accompanied at all times
and wearing appropriate personal protective equipment (PPE).

�x Ensure that if any media personnel are granted access on-site all potential hazards are identified and
handled appropriately prior to their arrival (i.e. all on-site personnel are wearing proper PPE,
operating equipment safely, etc.).

�x With the exception of providing the initial prepared company statement, any requests by the media for
information or interviews should be referred to the Information Officer.

�x For an emergency that lasts more than 24 hours, consideration will be given to establishing a
newsroom for all required personnel.

o Ensure it is located a safe distance away from the incident.

o Ensure proper internet and telephone access is made available.

o Large enough to accommodate all of the potential media personnel.
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