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Revised: 2016-06-20
 EMERGENCY PROCEDURES MANUAL REVIEW
Completed by:
(Company representative)
Reviewed by:
(NEB representative)
                                                                                                                         's Emergency Procedures Manual (EPM or Manual), for the purpose of assessing compliance with the National Energy Board Onshore Pipeline Regulations (OPR) and CSA Z662.   In support of the review, the NEB requires the company to complete the  template below.  Please check off the applicable answer:
 
·     If the response is No or Partially, please explain why.
·     If the answer is Yes or Partially, please include the references as to where the documentation can be found. If the documentation exists but is not contained in the Manual(s), please provide a link or reference to the document(s) (these documents may be requested). If the information is confidential, describe the nature of the information.
·     When you have completed the template, return an electronic copy to the NEB staff member noted above before the due date.
·     Upon receiving the completed template from the company, NEB staff will complete the "NEB Assessment" for each section, sign the front page and email the signed template to the company.
·     When you receive the NEB signed version, please review, sign the front page and return an electronic version to the NEB staff member.
Should there be non-compliances identified throughout the assessment, the NEB may request additional information to assess the situation. Non-compliances may require enforcement actions be taken in accordance with the NEB enforcement policy and procedures.
 
This Review form contains references to regulations and standards for guidance purposes only. Other sections of the NEB Act, Regulations or standards may also apply to Emergency Procedures Manuals in certain cases, and compliance with any such requirements must also be demonstrated despite the lack of specific references on this form. 
 
 
 
ASSESSMENT
1.0 Document Control and Design 
Question 1.1: Are procedures in place to: 
- Approve
             
- Review         
            
- Update         
               
- Identify changes 
  
- Identify revisions 
  
- Control access 
            
- Provide on-going oversight
 
- Identify who is responsible for the EPM
 
Guidance: A distribution list of all persons holding copies of the plan should be maintained and kept current. Distribution lists should include: numbered copies, a letter of transmission, and an acknowledgement of receipt. (The NEB must be listed)
 
Provisions should be made for the review and updating of emergency plans and must identify the individual (or position) responsible. The plans should be reviewed and updated annually at a minimum and more often if major changes are required. (e.g.: Changes based on actual emergency responses, natural disasters or other problem areas identified through exercises and drills) Record of changes/revisions  - typically in table format that includes, at a minimum, the change #, date of change, who made the change and a summary of what was done. 
 
The company should have a debriefing procedure (or other process by which to solicit feedback) that includes who is responsible, documentation, and a statement that the resulting feedback/comments will be incorporated in the EPM revision and procedures.
 
Reference: OPR s.34, OPR ss. 6.5(i)(o), OPR s.s. 32(1.1), Clauses 3.1.2(g) and 10.5.2.3 of CSA Z662
Reference: OPR s. 33 and Clause 10.5.2.2  of CSA Z662
2.0 Definitions and Levels of Emergency
Reference: OPR ss. 32(1.1)
Guidance: The EPM should include a definition and criteria for the determination of an emergency and triggers for various levels of response to emergency situations. The purpose of the “Levels of Emergency” is to give context to the initial notification during emergencies (i.e. helps a company to get big quick).
 
3.0 Initial Actions and Response
 
Reference: OPR ss.32(1.1)
Guidance: The following "initial actions" should be described in the EPM:
·       who answers the call (e.g. control centre) 
·       the actions taken once the call is received
·       the notification process to dispatch the appropriate personnel, who have on-scene authority to evaluate the situation, assess the magnitude of the problem and activate the EPM
·       the actions taken to coordinate, manage and disseminate notifications to the appropriate company personnel and other response agencies
·       the dissemination of the initial assessment to establish level of response and priorities
 
4.0 Organizational Structure and Emergency Response Procedures
 
Reference:  OPR s.6.4, ss.32(1.1), ss.6.5(q) and Clause 3.1.2(b) CSA Z662
Guidance: The EPM should contain an organizational structure and Incident Management System (may be in the form of an organizational chart) illustrating the chain of command and functional responsibilities used to coordinate an emergency. This structure will vary from company to company due to the differences in the nature and scope of a company's business, operations and associated hazards and may be delegated to a contracted response organization. 
  
If the plan indicated that the company is using Incident Command System (ICS), it should be determined if the company has changed it significantly. If the company is not using ICS, the company should consider whether its incident management system includes at least the following fundamental elements:
·      reasonable span of control (refer to organizational chart)
·      key management functions (e.g. Command, Operations, Planning, Logistics and Finance)
·      integrated communications
·      response planning (e.g. people, framework, strategies, process to come up with an action plan)
·      unity and chain of command
·      management of resources
·      pre-designated facilities (e.g. Incident Command Post, staging areas, heliport, camps)
·      unified command
                       
Reference:  OPR ss.32(1.1) and s. 48
Guidance: Response tactics and control points must be appropriate and address the following considerations:
·     are there multiple down-stream control points?
·     how far are they?
·     are the control points easily accessible?
·     how much time for product to travel?
·     are alternative procedures considered, (i.e. in-situ burning?)
·     do maps include control points?
 
Reference:  Clause 10.5.2.1 CASA Z662
Guidance: Shut down procedures may include: 
·       contacting the control room to initiate the shut down 
·       criteria/conditions for shutting down (e.g. odour complaint from the public and visual confirmation)
·       steps required to shut down
·       procedures for unconfirmed incidents (e.g.: Will an unconfirmed incident still trigger shut down procedures? Are the procedures for this (including time-lines) included in the EPM?)
 
Guidance: The procedures should include how the public would be notified (e.g. by sirens, emergency broadcast system, mobile public address system and/or house to house contact, reverse 911) and should be specific about who is responsible for warning and evacuating members of the public and how this will be done.
 
5.0 Roles & Responsibilities
Reference:  OPR ss.6.4(b), s.32(1) and Clause 3.1.2(b) CSA Z662
Guidance: The EPM should identify each responder's role, responsibilities and reporting relationship. Sufficient details should be provided to ensure that all critical activities are covered such as:
·     identifying sensitivities (e.g. fates modelling (liquids only)), mapping, trajectory modelling (liquids only),
·     reconnaissance (air, water) (liquids only), wildlife care and environmental sensitivities
·     setting-up staging areas
·     vapour monitoring
·     first aid identifying properties of the spilled materials
·     disposal of hazardous materials
 
Reference:  OPR s.32(1), s.33 and Clause 3.1.2(b) CSA Z662
Guidance: Companies must consult with agencies during the development and updating of EPMs and response plans to facilitate clarity on roles, responsibilities and capabilities. These roles and responsibilities must be identified in the EPMs. 
·         Regulatory Agencies
·         Police
·         Fire Departments
·         EMS
·         Mutual Aid Partners
·         Contractors
·         Spill Cooperatives
·         Aboriginals
·         Affected persons
·         Other responders
·         Other agencies ( please list)
 
Reference:  OPR s.6, ss.6.4(c), ss.32(1.1)
Guidance: When companies rely on other organizations for aid, formal agreements should be in place. This includes the use of contracted response organizations, spill coops and other contractors. Contracts, Agreements and Memorandums of Understanding should be listed in the EPM.
 
Reference:  OPR ss.6.5(t)
Guidance: Possible Response/Contingency Plans  - must include reference/source-location/link and date of the current plan. Not all of these will be located within the EPM. We want to ensure that the plans used to respond to an emergency (and help shape the EPM) are current and accessible. 
·         Public Relations or Communications Plan
·         Wildlife Plan                                    
·         Fire Management Plan                            
·         Environmental Sensitivities                            
·         Natural Disaster Response          
·         Air/Vapour Monitoring                            
·         Waterways                                     
·         Volunteer Plan                                     
·         Decontamination & Disposal of Hazardous Materials                   
·         First aid identifying properties                   
·         Staging Areas                                     
·         Fates & trajectory modelling, mapping & reconnaissance                   
·         Traffic Plan                                     
·         Safety Data Sheets (SDS)                            
·         Waste Management                            
·         Ignition                                              
·         Notice to Mariners                                     
·         Notice to Airmen (NOTAM)                            
·         Site Specific
·         Other (List All) 
 
 
 
6.0 Product Information
Reference:  OPR ss.32(1.1)
Guidance: 
The EPM should include basic information about the product: 
·         Batching
·         Size of line
·         Flow /  Pressure Rates
·         Current product information (e.g.: Safety Data Sheets (SDS)) 
·         Modelling of the fate and behavior of spilled materials
 
7.0 Hazards and Site Safety
Reference:  OPR ss.6.5(c)(d) and Clause 3.1.2(f) CSA Z662
Guidance: Methods for organizing hazard information could include:
 (1) probability or frequency of occurrence; (2) magnitude; (3) impact or damage expected; (4) anticipated warning time; (5) location; (6) potential size of the affected area; (7) speed of onset (8) duration and (9) secondary reactions.
 
Reference:  OPR ss.6.5(e)(f)
Guidance: There should be a process for identifying and analyzing hazards, establishing and maintaining an inventory, and evaluating and managing the associated consequences. The risk evaluation process should identify the probable high-risk/consequence areas that are likely to be impacted by the hazards defined in the company hazard inventory. These processes should include the tools used to identify and manage the hazards and high risk/consequence areas. (e.g.: hazard analysis, risk assessment, mitigation measures, vulnerability assessment criteria, consequence modeling and analysis, and pre-planning (including criteria)) 
 
Reference:  OPR ss.6.5(f)
Guidance: The EPM should include the control measures in place as well as who is responsible for communicating these to all individuals who may be involved in the emergency response
 
Reference:  Clause 10.2.6.1 CSA Z662
Guidance: Components for site control and security procedures should include (at a minimum): 
·         Sign in (or other method for tracking responders)
·         Perimeter establishment, access restrictions and site specific control methods and areas
·         Hazard identification, assessment and control
·         Personal protective equipment (PPE)
·         Responder qualifications
·         Decontamination plans
·         Criteria for when to use protection measures (e.g.: shelter in place, evacuation) 
·         Security
·         Communication and warning procedures
·         Emergency medical care
 
Reference:  Clause 10.5.1.1(b) CSA Z662
Guidance: Maps should include: 
 
·         Access roads, local and dead-end roads
·         Pipeline and facilities information
·         Location of control points
·         Location of access control points (road blocking sites)
·         Location of emergency shutdown devices
·         Resident locations within the EPZ (including those outside the EPZ on dead end roads that would require egress through the EPZ) 
·         Corporate boundaries
·         Topographical features
·         Publicly used facilities
·         Trap lines, grazing leases, range allotments
·         High risk/consequence areas
 
8.0 Communication
Reference:  OPR ss6.5(m), ss.32(1.1), s.34
Guidance: It should be clear who is responsible for:
·                  Controlling and disseminating internal information
·                  Internal communication between roles and command centres
 
Ensuring that communications systems are adequate:
·                   among field supervisors
·         between field supervisors and Incident Management Team members
·         among field responders and emergency services (police, fire, ambulance)
·         among Incident Management Team members and emergency services (police, fire, ambulance)
·                   among Incident Management Team members
·                   for communicating with Government Agency representatives
                    for communicating with Indigenous Peoples
·                   for communicating with affected stakeholders (e.g. Liaison Officer during smaller incidents or the PIO for multi-agency/multi-jurisdictional incidents).
 
Reference:  Clause 3.1.2(d) CSA Z662
Guidance: The plan may identify people to fill public relations or media roles (e.g. identifies people on site and in head office,
use Public Information Officers) and also should include: 
·         Local media outlets- who and when to contact
·         List of external resources used
·         Preplan who/when/how to get information out to the general public
·         Process to have new information added
·         Confirmed approvals process
 
 The plan should address: 
·         How to identify and overcome communication shortfalls 
·         How communications between on-site and off-site personnel will be managed
·         Identify and describe the interoperable communications plan and compatible frequencies
·         Describe how 24-hour communications are provided and maintained
·         Alternative methods of communication (direct hot lines, 1-800 numbers, website, etc.)
 
 
 
Reference:  OPR ss.6.5(m)
Guidance: Actions taken (tools used) to manage communications between on-site personnel could include: 
·         Operating frequencies
·         Tactical channels
·         Cell phones
·         Landline
·         Two way radios
·         Data Links
·         Communications vehicle
·         Command post liaisons
·         Alternate methods (contingencies)
·         Other
 
9.0 Emergency Response Equipment
Reference:  OPR s.47 and Clause 10.2.7.1 CSA Z662
Guidance: 
In order to meet the above-noted requirements, companies should possess or have access to sufficient emergency response equipment (e.g. booms, skimmers, pumps, storage equipment appropriate for the type of product being stored and the conditions in which it is being stored) to respond to the worst-case emergency, as determined by its hazard assessments. The plan should also describe the resources (e.g., emergency equipment, facilities, and trained personnel) that are available from other contractors and organizations and the contracts or written agreements for accessing these resources should be referenced.
 
An inventory should be maintained so that equipment suited to specific needs may be found quickly. The list should be reviewed on a regular basis to see if the equipment is appropriate and maintained accordingly. 
 
The equipment list should include:
·         Storage Locations
·         24-hour access procedures
·         Maintenance schedule
 
The placement of equipment should be based on people, property and environmental considerations to minimize response times and to reduce potential impacts to incidents. The equipment should be reasonably accessible at all times.
 
Reference: OPR s.46 and Clause 3.1.2(c)(iii) CSA Z662
10.0 Internal and External Notification and Reporting
Reference:  OPR s.33, s.34 and Clause 10.4.3.1 CSA Z662
Guidance: Companies should use the hazard, safety and/or emergency planning zones that are calculated as part of the hazard assessment. These zones should be used to identify the parties with whom liaison should be established and where emergency response information should be directed. Companies should also keep up-to-date, readily accessible contact lists to ensure that all parties potentially involved in an emergency can be contacted when required. This list should identify the most recent revision date. 
 
Notification Lists could include:
 
·         Federal, Provincial, Territorial and Municipal Government departments and agencies
·         Contracted response organizations
·         Communication services
·         Air monitoring services
·         Fire-fighting services
·         Oil Spill Cooperatives
·         Company 24-hour notification numbers
·         Service/equipment providers and contractors
·         Other(please list) 
 
 
 
 
Reference:  OPR s.34
Reference:  OPR s.52
Reporting procedures should include: 
 
·         Responsibility for reporting
·         Primary reporting notification requirements
·         Secondary reporting notification requirements
·         Other notifications
·         Forms and reporting details
·         NEB 24-hour Incident Cell number
·         Transportation Safety Board Hot Line number
·         One window reporting information for NEB and TSB 
 
11.0 Documentation
Reference:  OPR ss6.5(n), ss.56(g)(vii) and Clauses 3.1.2(e) and 10.4.3.2 CSA Z662
Guidance:
 
At a minimum, the EPM should have summary of events and meeting summaries. Extended incidents would require an incident action plan, health and safety plan, and a communication plan at a minimum. If a company does not use ICS, the forms should include the essential functionalities mentioned above.
 
12.0 Continuing Education and Training
Reference:  OPR ss6.5(j)(k), s.35, s.46 and Clauses 3.1.2(c) and 10.5.2.4 CSA Z662
Guidance: Procedures should be established to provide for initial and refresher training for all personnel (internal and external) who will have a role in an emergency response. 
Exercises should be conducted to evaluate the company's response capabilities. The EPM should indicate the types of exercises and frequency with which they are conducted. 
 
Reference:  OPR s.35
Guidance: Procedures should be established to provide for continuing education for all personnel who will have a response role or be impacted in the event of an incident. (e.g.: police, fire departments, medical facilities, other organizations and agencies and the public residing adjacent to the pipeline etc.)
These procedures should indicate the type of education provided and the frequency.  
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