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	                            Incident / Accident, Emergency Preparedness & Response Procedure
                                         Owner/ Department: Quality & Risk Management



1. Purpose

To define a structured and systematic approach for identifying, assessing, and responding to actual or potential environmental and occupational health and safety (EHS) incidents, emergencies, or near misses. This procedure ensures timely action, regulatory compliance, and continuous improvement in protecting SMSA personnel, property, operations, and the environment.

2. Scope

This procedure applies to all SMSA sites and operational activities. It covers preparedness and response to:

· Hazardous material spills

· Fires or explosions

· Medical emergencies

· Natural disasters

· Environmental releases

· Accidents, near-misses, or regulatory-reportable incidents

3. Definitions

· Harmful Substance: Any material that, when released, may cause environmental damage or pose health risks.

· Environmental Incident: Accidental or intentional release of harmful substances into air, water, or soil (e.g., chemical spill, gas leak).

· Accident: An unplanned event causing injury, property damage, or environmental impact.

· Incident: An unplanned event with no injury or damage but requiring attention.

· Major Incident: A significant event involving serious injury, fatality, substantial property loss, environmental pollution, or requiring regulatory notification.

4. Responsibilities

· Managing Director
Ensures emergency preparedness systems, resources, and responsibilities are established, implemented, and periodically reviewed across SMSA.

· EHS Representative / QRM
· Leads development and maintenance of emergency response programs

· Coordinates emergency drills and incident investigations

· Maintains compliance with EHS legal and procedural requirements

· Acts as liaison with external authorities and emergency responders

· Department and Site Managers / EHS Committee Members
· Ensure staff awareness and training on EHS emergency procedures

· Provide adequate resources including PPE, alarms, spill kits, fire extinguishers, and first aid supplies

· Monitor and maintain readiness of emergency systems

· Lead response actions during incidents and participate in investigations

· All Employees and Contractors
· Comply with emergency instructions and report any unsafe conditions

· Participate in training, drills, and post-incident reviews

· Cooperate fully in investigations and implementation of corrective actions

5. Procedure

5.1 Hazard Identification

Potential emergencies are identified through:

· Review of OHS Risk Log (GUIDE# 2792) and Environmental Aspects Register (GUIDE# 2790)

· Chemical and materials inventory reviews (where applicable) 

· Evaluation of historical incident data

· Consideration of external influences (e.g., fire in adjacent property, earthquakes, flooding)

5.2 Emergency Plan Development

For each identified hazard, the EHS Representative and EHS Committee:

· Assess characteristics and quantities of materials

· Review regulatory obligations

· Determine likelihood and potential severity

· Identify necessary mitigation, communication, and response actions

· Establish plans specific to identified emergency types

5.3 Emergency Plan Elements

Emergency response plans may include:

· Delegation of authority and emergency roles

· Training requirements and personnel designation

· Evacuation procedures and routes

· Internal and external communication channels

· Notification procedures for regulatory bodies

· Coordination with fire services, hospitals, and civil defense

· Site-specific maps, contact lists, and equipment locations

5.4 Implementation and Maintenance

The EHS Representative ensures:

· Emergency plans are documented, current, and site-specific

· Equipment is regularly inspected and maintained

· Emergency drills are planned, executed, and reviewed

· Training records are maintained and refresher sessions scheduled

6. Emergency Response Execution

6.1 Immediate Actions

Upon identification of an incident or near miss:

· Immediately notify the EHS Representative or EHS Committee member

· Initiate containment, evacuation, or first response actions

· Ensure safety of all personnel and limit environmental exposure

· Activate site emergency response plan as applicable

6.2 Common Emergency Scenarios at SMSA

· Spills of hazardous materials

· Fire or explosion

· Medical emergencies

Site-specific operational controls and response procedures are developed for each of these scenarios. Regular drills are conducted to ensure awareness and implementation effectiveness.

7. Incident Reporting and Investigation

7.1 Reporting

All incidents (major, minor, near-miss, or violations) must be reported within one working day using the EHS Incident/Accident and CAPA Form (GUIDE# 2801).

7.2 Classification

An incident is classified as major if it results in:

· Fatality or serious injury

· Significant environmental pollution

· Major financial or property loss

· Involvement or notification of regulatory authorities

7.3 Proactive Monitoring

Weekly EHS checks are conducted across all SMSA locations using the Manual Weekly EHS Inspection Checklist (GUIDE# 8745). These checks aim to identify potential hazards and near misses proactively. All findings are logged in the EHS Incident Log and managed using the EHS Incident/Accident and CAPA Form (GUIDE# 2801).

7.4 Notifications

All major incidents must be reported immediately to:

· SMSA CEO, Managing Director & QRM

· EHS Representative

· Marketing Department 

· External authorities such as Fire Department, NCEC, Ministry of Labor, or Police (as applicable)

7.5 Post-Incident Review

· OHS Risk Log (GUIDE# 2792) and Environmental Aspects Register (GUIDE# 2790) must be updated based on new findings

· Root cause analysis must be conducted

· Corrective actions must be implemented using the EHS Incident/Accident and CAPA Form (GUIDE# 2801)

· All actions must be closed within 30 days

8. Program Updates and Review

· Departmental changes introducing new hazards must be reported to the EHS Representative

· Plans are revised after each emergency or significant operational change

· Emergency response programs are reviewed as part of internal EHS audits and during management reviews

9. Contractor Compliance

All contractors working at SMSA sites must:

· Review and acknowledge this procedure

· Attend EHS emergency orientation sessions

· Participate in drills and comply with emergency procedures if they are on site.

· Cooperate in investigations and corrective actions if applicable.

10. Related Documents

	Document Title
	GUIDE #

	EHS Incident/Accident and CAPA Form
	2801

	Spill Management and Control Procedure
	4160

	Fire Emergency Procedure
	2312

	Medical Emergency Procedure
	2817

	Control of Records and Documents Procedure
	8744

	Manual Weekly EHS Inspection Checklist
	8745

	OHS Risk Log
	2792

	Environmental Aspects Register
	2790
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