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	                           Integrated Management System (IMS) Emergency Drill Procedure
                                         Owner/ Department: Quality & Risk Management



Purpose

To ensure SMSA is fully prepared for emergency situations by conducting scheduled drills that test and improve readiness across all operational facilities. Drills aim to:

· Verify the effectiveness of emergency response plans.

· Train employees and build awareness.

· Minimize injury, loss of life, asset damage, or service disruption.

· Ensure compliance with ISO 9001, ISO 14001, ISO 45001, ISO 22301, and ISO 27001.

Scope

Applies to all SMSA facilities, departments, contractors, and personnel involved in emergency preparedness, response, or recovery actions.

Definitions

· Drill: A scheduled activity simulating an emergency to test response and system efficiency.

· Exercise: A more elaborate simulation involving scenario planning and response evaluation.

· Table-top exercise: A discussion-based session that walks participants through emergency scenarios to assess plans and decision-making.

Responsibilities

· Management representative: Plan, execute, monitor, and record emergency drills.

· EHS committee (EHS certified sites): Active participation, role assignment, and field supervision.

· Department heads: Ensure employee participation, review outcomes.

· All employees: Attend, follow instructions, and provide feedback.

Emergency scenarios covered (where recovery required)

1. Fire

2. Medical emergency

3. Natural disasters (flood, earthquake, etc.)

4. Security breaches (theft, suspicious packages, etc.)

5. IT/cyber incidents (aligned with ISO 27001)

6. Business continuity disruption (aligned with ISO 22301)

7. Spill

Frequency

Where applicable and as required by low, each facility must conduct one drill per scenario annually.

· New employees undergo tabletop induction within the first week.

· One full-scope table-top exercise conducted annually for the Business Continuity Emergency Teams.

Drill planning

· Annual schedule prepared and approved by the management representative.

· Scenario matrix developed for frequency and scope of drills.

· Notification and preparation to be completed at least 2 weeks prior to the drill date.

Drill execution guidelines

· Drills to be performed using actual emergency communication systems.

· Evacuation routes and assembly points must be clearly marked and reviewed.

· Participation logs to be maintained.

· Recovery team must be activated.

· No drill is complete without role-playing by designated emergency team members.

Drills:
· Business Continuity certified sites will conduct drills using the BC system.

· Drills at EHS certified sites will be conducted using the manual drill checklist and report (DOC#2811 & DOC#2813).

Post-drill review and records

· Lessons learned documented and shared during safety or management review meetings.

· Non-conformities or gaps will be tracked through the IMS monitoring system.

· Records retained for 5 years as per Control of Records & Documents Procedure (GUIDE #8744).

· Reports submitted to the EHS committee or business continuity lead, depending on the site type.

Safety and equipment awareness

· All employees must prioritize life safety over property.

· Drills will include orientation on the use of fire extinguishers and emergency tools.

· Only trained individuals may attempt firefighting during drills if deemed safe.

Table-top exercise

· Held annually for Business Continuity Emergency Teams.

· Led by an assigned facilitator.

· Covers worst-case scenarios such as fire + cyberattack, supply chain disruption, and more.

· Output: Reviewed emergency plan, documented gaps, and identified training needs.

Alignment with ISO standards

	ISO standard
	Relevance
	IMS coverage

	ISO 9001
	Process readiness, document control
	Drill records, training logs

	ISO 14001
	Environmental incident response
	Spills, fire due to hazardous material

	ISO 45001
	Occupational health and safety
	Employee safety during drills

	ISO 22301
	Business continuity
	Table-top for service disruption

	ISO 27001
	Information security
	Breach or outage response drills


Related documents

· GUIDE #8744 – Control of Records & Documents

· GUIDE #2791 – OHS Risk Assessment

· GUIDE #2800 – Emergency Preparedness & Response Procedure

· GUIDE #4160 – Spill Management Procedure

· GUIDE #4153 – PPE Hazard Assessment

· DOC#2811 – Manual Drill Checklist

· DOC#2813 – Drill Evaluation Report
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