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About this policy 
 
This Guidance may be applicable to all County Council Business Units, Schools and 
other facilities and could be used to supplement other advice. 
 
This document provides information and guidance to managers and staff on 
arrangements for preventing or reducing injury from an emergency situation. 
 
The Policy is supported by resources on the Council’s website. 
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Revision history 
 

Version Date Summary of changes 
 

1.0 September 2016  

 August 2017 No Change  

 August 2018 No Change  

 August 2019 No Change  

 January 2021 No Change  

 
 
 

Date of next review 
 

This policy will be reviewed in: 
 

September 2021 

The review will be undertaken by: 
 

Health and Safety  

 
 
Contact Details: 01248 752820 
 
Health&Safety@ynysmon.gov.uk  
 
 
 
 
 
 
 

We are happy to provide this policy in alternative formats on 
request.  Please use the above contact details. 
 
 
 
Mae’r ddogfen yma ar gael yn y 
Gymraeg.   

This document is available in Welsh.   

mailto:Health&Safety@ynysmon.gov.uk
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1.0  Background  
 
Ynys Mon County Council recognises that emergencies in the workplace can affect 
people both physically and psychologically.  It is the intention of Ynys Mon County 
Council to ensure that any risks arising from work activities are eliminated or reduced 
to a minimum.  However, the council acknowledges that despite these measures it 
cannot be assumed that a major incident will never occur.   
 
Although such an incident could never be foreseen, the council will implement certain 
emergency procedures to ensure injury and damage limitation in the event of such an 
incident is reduced so far as reasonably practicable. This procedure ensures that:  

 A self-managing system is maintained to ensure co-ordination and control of 
responses to emergencies; 

 Systematic procedures are established and tested to enable a rapid, 
appropriate and comprehensive response at the time of the emergency;  

 Emergency recovery management meets the needs of those who have been 
affected by the incident and ensures a rapid return to normal production 
operations; 

 Appropriate support and training is provided to all employees with roles in 
dealing with emergencies including critical incidents; 

 Review mechanisms are comprehensive and properly reported.  
 
Ynys Mon County Council will also endeavour to give information and training as often 
as is necessary to all employees (and other persons, such as contractors and visitors) 
to enable a better understanding of these matters. The relevant employees will be 
given training and be prepared in emergency situations such as fire, bomb threat, 
receiving of suspect packages, gas leaks, flood etc.   
 
2.0 Definition 

An emergency is a situation of any event happening with or without warning, causing 
or threatening death or injury, damage to property or the environment.   Most 
emergencies require urgent intervention to prevent a worsening of the situation.   

 

Types of major emergencies 
 

Major emergencies or incidents within the council boundary may fall within one or more 
of the following categories: 
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 Severe weather conditions / flooding;  
 Major structural collapse;  
 Major fire or explosion;  
 Threats to public health; 
 Incidents involving council employees or persons for whom the council has 

responsibility;  
 War /  terrorism;  

 Major public disorder / criminal activity.  

An emergency situation is an incident which requires an immediate response which 
cannot be dealt with under normal operating procedures.  Examples of an emergency 
situation are as follows:  
 
 Sudden loss of key facilities in a residence;  
 
 Immediate closure of a residence and displacement of residents;  
 
 Sudden and extensive outbreak of a communicable disease.  
 
3.0   Duties Under the Regulations 
 
Health and Safety at Work Act 1974: managers have a legal requirement to identify 
and manage potential and actual emergencies.  
 
Management of Health and Safety at Work Regulations 2002 as amended: under 
Regulation 8 employers shall establish and where necessary give effect to appropriate 
procedures to be followed in the event of serious and imminent danger to persons at 
work in there undertaking.  
 

Regulation 9 states that, "Every employer shall ensure that any necessary contacts 
with external services are arranged, particularly as regards first-aid, emergency 
medical care and rescue work." 
 
4.0 Preventive Measures in the Workplace 
 
Ynys Mon County Council recognises and accepts its corporate responsibility for 
providing, so far as is reasonably practicable, work places that are safe and without 
risks. The necessary procedures will be place to safeguard employees and other in 
the event of an emergency situation arising.    

Emergency Arrangements for Controlling a Major Incident 
 

In order to be prepared for any emergency event, Ynys Mon County Council will plan 
for reasonably foreseeable incidents and prepare a written plan outlining procedures 
to be followed in such an event. These plans will be discussed with the emergency 
services before being finalised.  Ynys Mon County Council senior management team 
will, in consultation with workers and their representatives carry out a risk assessment 
to identify foreseeable major incidents for which emergency procedures would be 
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required.  The team will establish procedures to be followed by employees in the event 
of an emergency situation, including:- 

 Raising the alarm; 
 

 Means of escape; 
 

 Assembly points and "safe havens"; 
 

 Summoning the emergency services; 
 
 Evacuation of disabled persons. 

 

They will appoint persons to be responsible for specific procedures in the event of an 
emergency situation (plus deputies for those listed below to cover holiday or sick 
leave), including:- 
 

 Incident controller; 
 

 Site main controller; 
 

 Employees responsible for shutting down plant and making it safe before 
evacuating the area; 

 
 Fire wardens and fire marshals; 

 
 Persons responsible for emergency power supplies and lighting; 

 
 Persons responsible for moving equipment to or from the scene of the 

incident; 
 

 First aiders; 
 

 Provide a written version of the procedures to all personnel, including details of 
the responsibilities. 

 
 Ensure that the plans cover night and shift working, weekend working and 

closures for holidays. 
 

 Ensure there is an up to date call-out list for key personnel and that this is 
readily accessible. 

 
 Clearly label all important items such as shut-off valves, electrical isolators and 

fire points or equipment. 
 

 At regular intervals stage evacuation drills, test and check emergency 
equipment and inspect the means of escape. 

 Keep all access routes for emergency services and all escape routes clear at 
all times. 
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 Assist the emergency services by clearly marking the premises and by drawing 
up a simple plan of the premises (e.g. showing the location of hazardous 
substances). 

 
 Reassess the emergency plan at regular intervals and following any major 

change in process plant and personnel, and update or alter it as necessary. 
 
Safe System of Work 
 

Once an emergency plan is in place, it is essential that all employees (particularly 
those with special responsibilities), take the appropriate actions outlined  if a major 
incident occurs.  
 
The main site controller for the council should carry out the following duties:- 
 

 Ensure that the emergency services and key personnel have been summoned 
and the emergency plan is activated. 

 
 Direct the shutting down and evacuation of any areas likely to be affected, in 

consultation with the incident controller and other key personnel, and control 
traffic movements around the premises.  
 

 Ensure that all personnel are accounted for; undertake a name a roll call to see 
who is present.   

 
 Continually review and assess developments to predict the likely course of 

events, including the effects on areas outside the council. 
 

 Liaise with emergency services, whilst keeping a log of the emergency event. 
 
The incident controller should ensure the following duties are undertaken:- 
 

 Direct operations at the scene of the incident, e.g. rescue and fire fighting, until 
the fire brigade arrives; 

 
 Evacuation of employees to assembly areas; 

 
 Set up communications with the emergency control centre; 

 
 Advise and inform the emergency services; 

 
 Brief the main site controller. 

 
Employees (without special responsibilities) should:- 
 

 Not attempt fire fighting or other emergency action for which they have not been 
trained; 

 Evacuate the building as soon as the alarm is heard; 
 

 Assist any disabled employees to evacuate the area; 
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 Switch off equipment which could further risk; 

 
 Report to the assembly points. 

Record Keeping 
 
Employers must maintain satisfactory records which must be readily available for 
inspection at any reasonable time by the relevant enforcing authorities. Records 
should be kept of the following. 
 

 Procedures to be followed in the event of an emergency; 
 

 Competent persons responsible for implementing procedures; 
 

 Details of emergency evacuation drills and any other relevant training provided; 
 

 Maintenance of emergency alarms and other equipment for use in an 
emergency. 

 
 

Further Information 
 
For further information contact the Corporate Health and Safety Team on 01248 
752820 
 
 


