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Definitions 
Emergency: “The unforeseen combination of circumstances or the resulting state that calls for immediate action.” 

-WEBSTER’S 

Potential Emergencies 
 Death or serious injury to a person 

 Destruction or serious damage to equipment or cargo 

 Vehicle collisions 

 Fire 

 Flood 

 Explosion 

 Utility outages 

 Environmental (Ex. spills, emissions etc.) 

 Weather related events. 

Additional potential emergencies will be identified and discussed prior to beginning work. 

Emergency Response Policy 
All workers will be trained in their responsibilities during an emergency and, where appropriate, the use of any 

equipment required. 

The supervisor shall plan, implement and practice the emergency response plan(s) and confirm that all personnel are 

familiar with the plan and can adequately respond when required. 

Supervisors shall ensure that the minimum number and level of first aid qualified attendants are available at all times. 

Each crew/team shall know how to “sound” an emergency, where their evacuation muster point is, where to get first 

aid, and further steps that may be required. 

 

Jarvis Dawson, President  03/23/2016 

General Evacuation Steps 
1. Obtain as much information as possible about the threat. 

2. Contact a senior person in charge (ex. General Manager, Dispatcher, Shop Foreman), who will initiate the 

evacuation. 

3. The senior person in charge will contact EMS as appropriate. 

4. If possible, designated personnel will shut off power. 

5. The site evacuation signal shall be, for the shop, three short blasts on the air horn, followed by a five second 

delay, then three more short blasts on the air horn until the air horn is exhausted or all persons have been 

accounted for by the supervisor. For office areas, the alarm will be intermittent beeps or a page over the 

intercom. Prior to beginning work on off-site locations, methods of emergency communication should be 

reviewed and discussed prior to work start. 

6. Designated personnel will retrieve sign in sheets: 

a. Primaries: Receptionist (Front Office) / Service Writer (Shop) 

b. Alternates: HSE Manager (Front Office) / Shop Foreman (Shop) 

7. All workers shall leave the sire on hearing the alarm, walk to the nearest, safest exit and assemble at the muster 

point. 
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8. Each supervisor shall take role-call to ensure workers have been accounted for. 

9. Each supervisor shall then report the role-call results to the designated senior supervisor or manager. 

10. The senior supervisor/manager shall personally determine if the site is safe to return to work. 

11. The senior supervisor/manager shall conduct an investigation into the cause(s) of the evacuation and report to 

management. 

Fire, Leaking Gases, Liquids 
1. STOP –Turn off all equipment 

2. Call 911 or 780-532-5101. 

3. Know the location of all fire extinguishers and how to use them. 

4. PROTECT YOURSELF FIRST. Then try to assist others. If safe and trained to do so, try to contain the fire and/or 

shut off leaking gases or fluids. 

5. Evacuate the site if the fire cannot be put out or the gases/liquids cannot be shut off or contained in a small 

area. 

6. KNOW WHERE THE EXITS ARE and be sure they are not locked, or blocked. 

7. Complete steps 3 through 7 of the General Evacuation Steps. 

If a Victim Must Be Rescued 
1. Make sure that you are safe first. 

2. Keep upwind. 

3. Administer first aid to maintain life. 

4. Keep unnecessary people away or ask/send for qualified assistance if needed. 

5. Assist arriving EMS persons as they may request. 

6. DO NOT return to the affected area until told it is safe to do so by the supervisor or Fire Captain. 

Explosions 
Explosions include those caused by leaking gas, faulty or incorrectly placed heating equipment and other flammable 

vapours. 

1. Fall to the floor/ground and take immediate shelter under tables, desks, or anything that will give protection 

from flying debris. 

2. Explosions are usually followed by fire –see above: Fire, Leaking Gases, Liquids. 

3. Explosions often cause injuries –see above: If a victim must be rescued. 

Electrical Shock 
Electrical shock may throw the victim away from the point of contact OR the victim may be unable to let go. 

1. Switch off or unplug the electric power source only if safe to do so. 

2. Ensure the victim is not still connected to the electrical source –do not touch the victim if unsure. If necessary, 

use dry, non-metal broom handle or other insulated means to free the victim from the connection. 

3. Administer first aid to maintain life. 

4. Keep unnecessary people away or ask/send for qualified assistance if needed. 

5. Assist EMS persons as they may request. 

Utility Failure 
1. Use flashlights for temporary lighting. 

2. Gather all personnel in a safe area. 

3. Complete an equipment check and turn off all equipment and appliances. 
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4. Call Utility company, if required. 

5. Call 911, if required. 

6. Wait until power is restored to turn any equipment on. 

Shelter in Place 
In some situations, it is better to “Shelter in Place” than evacuate. 

Tornado or Severe Windstorm 
Upon receipt of direction to “Shelter in Place” for a tornado or severe windstorm, all building occupants shall: 

1. STOP –turn off all equipment. 

2. Evacuate the shop area. 

3. Take shelter in a small interior room, closet or hallway on the ground floor, if possible. 

4. Stay away from outside walls, windows and doors. 

5. Avoid large rooms. 

6. Stay close to the ground, and protect your head from flying objects. 

7. All occupants are to remain in the “safe area” location until advised that it is safe to return to regular work or 

leave the building. 

If a tornado strikes, DO NOT go outside to survey the damage. A second tornado may strike after the first one has moved 

through. 

If Outdoors 
If shelter is not available, or there is no time to get indoors, lie in a ditch or low-lying area or crouch near a strong 

building. Be aware for the potential of flooding, use arms to protect head and neck. 

Emergency Lock Down Shelter in Place 
1. Seek shelter in the nearest room. 

2. Close doors and close and cover windows. 

3. Turn off lights. 

4. Call 911 

5. Remain quiet. 

6. Crouch down in areas that are out of site from doors or windows. 

7. If outside, immediately take cover. 

In Case of a Collision or Cargo Damage 
1. Remain on the scene, do not move vehicles/equipment if possible. 

2. Turn on hazard lights. 

3. Call your supervisor and relay events. 

4. Proceed with Dangerous Goods Spill Contingency Plan, if necessary. 

5. Establish a “safe zone” from both directions by lying down triangles or marking off the area. For events occurring 

on a road way, ensure triangles/flares are set 30m in front and back, if on a flat surface, 75m or more if on a hill 

or corner for visibility. 

6. Take photos (time-stamped, preferably) and take photos in same direction groups. Take the following photos: 

a. The “safe zone” from all directions, include vehicle if possible. 

b. Your direction of travel from point of impact. 

c. Third party, or opposite direction of travel 

d. All directions from the impact scene, starting with North, East, South, West. 

e. Third party vehicle 
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f. Skid marks, if any 

g. Third party driver information: 

i. Driver’s License 

ii. Insurance 

iii. Registration 

iv. Licence Plate 

7. Secure additional third party information: 

a. Contact information occupants, witnesses 

b. Number of vehicle occupants 

c. Secure RCMP File number and name of officer, if applicable. 

d. Tow company information, if applicable. 

8. Do not admit fault or lay blame. 

9. Write out all events leading up to and including the incidents, discussions and events as soon as possible and 

write down the date and time down. 

In Case of Injury 
1. Make sure that you are safe first. 

2. Administer first aid to maintain life. 

3. Keep unnecessary people away or ask/send for qualified assistance if needed. 

4. Assist arriving EMS persons as they may request. 

5. Contact your supervisor as soon as possible. 

Incidents Involving Passengers 
In the event of a bussing accident or fire:  

1. Drivers are to take appropriate action to evacuate passengers from the bus to a safe and secure area.  

2. Drivers are to report the incident to their dispatcher who will immediately contact emergency services (police, 

fire, ambulance - 911) and confirm attendance at the accident scene.  

3. The dispatcher will arrange for alternate transportation for passengers and advise the affected parties of the 

accident.  

4. The dispatcher will obtain a list of all the passengers on the bus at the time of the accident and record 

information regarding whether any passengers were transported to hospital or continued en route to the 

original destination and communicate this information to the Safety Manager.  

Should the accident cause injury to passengers and/or the bus driver, the dispatcher will appoint a company 

representative to attend at the acute care hospital to ascertain the extent of injuries and to assist hospital officials as 

may be required. 

Procedures for Supervisors 
1. Take note of the time of the report. 

2. Identify whether the situation requires EMS, and dispatch if required. 

3. Communicate the incident to management, the circumstances and potential consequences. 

4. Remind and coach employee through applicable emergency procedures. 

5. Arrange for (an) alternate employee(s) to take over the job, and contact another supervisor to facilitate the 

switch.  

6. If the incident is Medium Risk (SEE: JDA Ventures Risk Matrix), persons involved must have a drug test 

administered as soon as possible. 
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7. Any supervisors going to site should ensure that photos are taken and critical information is 

obtained at the scene.  

8. Contact customer and inform them of the situation and any delays. 

9. Make a statement regarding your response to and recollection of the incident, and submit to HSE personnel. 

Procedures for Managers 
1. Secure Emergency Contact information for any injured parties, and make contact. 

2. Travel to location, if possible. Assist in delivery of the injured person to hospital, aid hospital staff as possible. 

3. Record events as they take place at the hospital, record pertinent information. 

4. Secure statements from involved parties. 

5. Conduct investigation and ensure follow-up on action item(s). 

Dangerous Goods Spill Contingency Plan 
The most important protection measure if a spill occurs is a good initial response. In case of a dangerous goods spill, the 
first person on scene shall complete the following actions:  

1. Assess the spill to ascertain if there is a threat to human safety and/or environmental hazard  

2. Notify supervisor/dispatcher and provide details of incident. The supervisor/dispatcher will indicate the 
appropriate response for the situation  

3. In cases where there is a threat to human safety, employees will stay clear of the area and assist in the 
evacuation of the area as directed by the supervisor/dispatcher  

4. Supervisor/dispatcher will contact RCMP and provide details of spill and location  

5. Work under direction of RCMP, Dangerous Goods Control and Environmental Department.  

6. If possible, remove the source of the spill or set the container upright to reduce the hazard or prevent more 
contamination  

7. Move container to a location where leakage can easily be contained  

8. Minimize the amount of traffic within the spill site  

9. Contain the spill by using berms or trenches  

10. Booms are necessary to contain spills on watercourses  

11. Spill cleanup will be attempted by qualified personnel to ensure environmental integrity is maintained.  

12. Complete a spill report form to ensure necessary information is recorded and relayed to the proper regulatory 
agency.  

 
When there is a dangerous goods occurrence, the person in charge shall immediately notify the police, their employer, 

and the owner of the goods. 

Fall Protection Plan 
The operator will complete a Fall Protection Plan (FPP) prior to work commencement for all work from a height of 3 

metres or more where the worker is not protected by guardrails and when a travel restraint or personal fall arrest is 

used. This FPP must be available at the work site and be reviewed with workers before starting work at heights. 

The FPP is site and situation specific and must be updated when conditions change.  

The FPP is to be followed in the event of an incident. 

Emergency Response 
A copy of JDA Ventures procedures is kept in the truck book and at our office locations. 



SECTION 15: EMERGENCY PREPAREDNESS AND FIRST AID 

8 

Emergency Equipment 
Each worksite and company vehicle will carry emergency equipment as required by OHS Regulations. These regulations 

will be used as a minimum standard. Supplies include:  

 First Aid provisions  

 Fire extinguishers  

 Breaker boxes  

 Copies of emergency procedures and lists of emergency contacts  

Locations of the equipment listed above can be identified on the building map, and all drivers are required to know 

where the emergency equipment is in the truck.  

Use of Emergency Equipment  
All employees shall be trained in the procedures that are to be followed in the event of an emergency as well as the 

location, use and operation of fire equipment and emergency equipment provided by JDA Ventures. 

Emergency Phone Numbers 
Emergency Services (Police, fire, ambulance) 911 

Poison Centre 1-800-332-1414 

Dangerous Goods 1-800-272-9600 

Oil and Gas Emergencies 1-780-538-5138 

ATCO Gas 1-800-511-3447 

ATCO Electric 1-800-668-5506 

Jarvis Dawson (President) 1-780-814-3469 

Tony Madoche (General Manager) 1-780-897-0034 

Mandy Dawson (HSE Manager) 1-780-380-9545 

Employees Trained in First Aid. 
All JDA Ventures Field Employees, Supervisors and Managers are trained in Emergency First Aid or greater. 

All field employees are required to have Standard First Aid training that is provided by an approved training center. JDA 

Ventures uses qualified third party instructors for all training. All employees that are listed as “First Aiders” must keep 

their training current, and receive their training from an approved training center.  

JDA Ventures has Alberta # 2 first aid kits in all of our units, and has a larger Alberta # 3 in our shop and is readily 

available. All first aid kits in trucks are to be kept in a well maintained condition, and all supplies be in their protective 

wrapper, and must be easily accessible in case of an emergency.  

If an emergency situation arises, go to emergency response section of this manual to guide you through the 

communication process.  

At the beginning of every job, the pre job hazard assessment/tailgate meeting will be used to identify transportation 

methods used in the event of a first aid emergency.  

While at the worksite, at least 50% of the workers present must have a valid first certificate and training.  

All first aid incident or records will be maintained for a minimum 3 years. These records are kept in the event that a 

reoccurring injury occurs and reference needs to be made to previous incidents. 
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Designated First Aiders 
 General Manager 

 HSE Manager 

 Shop Foreman 

 Truck Push 

 Dispatcher 

All drivers and swampers are trained in Standard First Aid and Emergency First Aid (Industry Out of Jurisdiction) before 

going into the field. 
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Figure 1: Revisions 

Date Written / Date of Effect Original Author 

09/08/2010 Mandy Dawson 

 

Date Revised / Date of Effect Author Summary of Changes 

03/23/2016 Mandy Dawson Amended potential emergencies. 

   

   

   

   

   

   

 


