
Evacuation Response Action Schedule  Flow of Command flows from left to right – Handover of command denoted by highlighted box

Employee
Action

Security Officer
Responsibilities

Site Incident Controller
Responsibilities Site Main Controller

If the emergency is a gas 
release, stay where you 

are and await 
instruction.  

All other emergencies, 
go to assembly point.  
Once in a safe area, 

contact security - If no 
answer call the 

emergency services 8 - 
999

If you are the first 
person at your assembly 
point, go to security and 
get the roll call sheets, 

then return to the 
assembly point and start 

the roll call

Call Site Incident Controller

If you cannot contact anyone within 
one minute call the Emergency 

Services

Call for radio silence 

Control traffic and access to the site - 
ask for help if needed

Communicate with the site via radio 
and the tannoy system – put out a call 

for first aiders if required

Assess the situation

Feedback information to security, Instruct security to 
call the emergency services if required 

If you cannot contact security call the emergency 
services yourself if required 8 - 999

Control the roll call if you cannot account for everybody 
Inform the Emergency Services that bodies are 

unaccounted for allowing them to control the rescue. 
Ensure that you account for all employees, contractors, 

visitors and lorry drivers.

Feed back result of roll call to security

Provide an escort for the emergency services if 
required

Arrange for any utilities to be isolated if required see 
check sheet (E)

Call for support  if required

On identifying an 
incident break glass to 

raise the alarm

If the alarm system sounds or you 
receive an emergency call, carry out 
tasks below and start to complete 

‘Emergency Log Sheet’

Depending on the incident refer to the relevant 
check sheet 

Isolation check sheet (E)
Substance spill (E1)

Electrical power dips (E2)
Gas leaks (E3)

Power house fire (E4)
Sulphur fire (E5)

Flood warning / Flooding (E6)
Baghouse fire (E7)
Cadmium fire (E8)

Stay at the assembly 
point until told to do 

otherwise 

The site 
emergency 

control centre is 
the security 

area.

If The Security area is 
compromised then 

the Stores Offices will 
become the 

Emergency control 
centre 

If the whole site is 
compromised  The Main 
Incident Controller will 

liaise with the Emergency 
Services and use the 

mobile facilities supplied 
by the Emergency 

Services 

Collect the emergency services grab 
pack and a copy of the Emergency Log 

Sheet

Press the yellow button to close the 
Darcy / Balloon Valve

If requested by the Site Incident 
Controller call the Site Main Controller 

and inform the Operations Manager 

If required brief and hand over responsibility to the 
Site Main Controller 

Log information on relevant check 
sheets E – E8 as required

Print off the roll call sheets

Command centre locations

If requested by the Site Incident 
Controller activate alarms in other 
designated areas or the whole site.

Take back control of site and continue with recovery 
assessment and procedures.  During this stage the 
workforce will be informed of any restricted areas

Monitor the Silver Plant gate to ensure 
people can leave and gain access if 

required

Collect data logged by others and continue to 
collate information.

liaise with Site Incident Controller and take 
over control of incident.

Report to security, collect red jacket, radio 
and safety equipment.

Liaise with emergency services on site and 
determine if they have any new information 

that may be useful or if they have any 
requirements themselves.  If instructed, hand 

over control to Emergency Services

In the case of fatal accidents, the police will 
have to be informed and they will take 

control.   Arrangement will be put in place to 
inform the next of kin.

Inform the Media Manager 


