		
 



QCP 7.04 CBE PLUS LTD 


EMERGENCY PLANNING AND PREPAREDNESS ARRANGEMENTS POLICY









1 Purpose
This procedure details the arrangements within CBE PLUS Limited for dealing with foreseeable emergencies, and the subsequent action planning required to restore services to normal in the safest manner, in the shortest timeframe. It also demonstrates compliance with the requirements of ISO 14001:2015 and ISO 45001:2018.
2 Scope of Application
[bookmark: _Hlk518552729]This procedure applies to reasonably foreseeable emergencies that may occur at Enterprise Drive, Holmewood, Chesterfield S42 5UZ in facilities controlled by CBE Plus Limited. Facilities not under CBE Plus  Limited control are beyond the scope of this procedure, however, CBE Plus LTD will co-operate with other Site users during all other emergencies at Enterprise Drive.
Other work sites, where CBE Plus Limited staff may be required to work are also beyond the scope of this procedure. Visiting staff shall be familiarised with local arrangements through site contact, induction and agreed safe systems of work.
3 References
Fire Risk Assessment
H & S Policy – Workplace Inspections 
H & S Policy – Fire Safety 
H & S Policy – First Aid 
Spill Prevention and Control Policy QCP 5.07 
4 Procedure
The arrangements detailed in this emergency planning procedure are intended to:
· Prevent/minimise physical or environmental harm and damage
· Provide an effective response during emergencies
· Mobilise emergency services through site wide co-ordination
· Identify roles and responsibilities during emergencies
· Minimise the consequences to staff, contractors, visitors and neighbouring businesses
· Recover business operation safely, in the shortest timeframe possible
4.1 Foreseeable Emergencies
The following foreseeable emergencies are considered in this document and are either specifically addressed or covered as part of a general emergency response:
· Security threats
· Chemical Spillage
· Severe weather
· Fire



4.2 Realisation of an Emergency
Any person working in the premises who becomes aware of an emergency must take the following action:
Security Threat
· The CBE Plus Limited incident officer will ensure that the building is evacuated and immediately contact others on the Enterprise Drive site in the event of a Security threat and between them contact the emergency services. actions required by CBE Plus Limited and must be able to respond in the described manner. 
Chemical Spillage
· From the moment a spill occurs and throughout response, responders should determine the risks that may affect human health, the environment and property. This could be instant because you know the liquid spilled because you were working with it, or it may involve some investigation. The spilled material can be identified from the container label or the Safety Data Sheet (SDS).
· Next, identify how much has been spilled and the primary dangers posed to the spill responders and the environment. Once the extent of the spill and the risks are understood, appropriate measures may need to be taken to isolate the spill area (e.g. setting up exclusion zones)
· The spill responder may already be wearing the necessary PPE because they were working with the spilled liquid, but if not, it is crucial that the appropriate PPE is chosen. Consulting the SDS, Chemical Manufacturers literature or the PPE Manufacturers literature can aid in choosing. If the danger is uncertain and the material is unknown, the worst should be assumed and the highest level of protection used.

· Confining the spill may be a simple task for spills of a few litres or it could be more difficult for larger spills, so it is important to make sure that the correct absorbents and size of spill kit are available for the liquids that have been spilled.

· Stop the spill. This step may happen before the spill is even confined depending on the extent or the size of the spill. This could simply involve turning a container upright or plugging a leak from a damaged drum or container.

· Once the spill is confined and the leak has been stopped, it is time to reassess the incident and develop a plan of action for implementing the spill clean-up. First, responders should make sure they have enough spill response supplies to deal with the incident.

· The site, personnel, and equipment should be decontaminated by removing or neutralising the hazardous materials that have accumulated during the spill. This may involve removing and disposing of contaminated media, such as soil, that was exposed during the spill incident. PPE may be able to be reused after inspection and clean up. An effective decontamination area should also be created to ensure the health and safety of emergency responders.

· As soon as possible after the spill, all spill notifications and reports required by local and national guidelines should be completed. Failure to do so can result in severe penalties. Typical reports include medical reports, local council or district reports, Environment Agency reports and company safety reports.

Severe Weather
· The actions to be taken by CBE Plus Limited will be decided upon and implemented by CBE Plus Limited Incident Officer according to real time observations.
Fire
· If immediate evacuation of the premises is required, operate the fire alarm via one of the wall mounted activation points.
· If the alarm does not sound, raise the alarm by shouting “Fire” or other appropriate message repeatedly until it has been heard by others.
· Fire Wardens are appointed in accordance with H & S Policy - Fire Safety who are responsible for ensuring working areas are clear of staff during a building evacuation
· If emergency services are required without evacuation of the premises, either the senior person present shall be informed, who will contact the emergency services by telephone (999) giving as much information as possible, or the person identifying the emergency shall do so. Line management should then be informed who will co-ordinate the emergency responders.
· If it is not safe or possible to use the fire alarm system (for example, in the event of a gas leak, where its operation may cause an explosion), then a planned evacuation must be carried out, organised through verbal communication and use of Fire Wardens.
· Where required, summon the nearest First Aiders who are distributed throughout the work areas and are identified throughout the site through photographs.
4.3 On-site Co-ordination and Emergency Services
There must be no assumption that someone has called the emergency services. Therefore, the person who becomes aware of the emergency should either inform the senior person present of the emergency or call 999 personally.
The following process for calling the emergency services shall be used:
· Dialling 999 from any telephone on give the following information:
· Emergency service required.
· Name, department and business of caller.
· Location of incident.
· Nature of incident.
· Telephone number from which call is made.
· Location of telephone.
· The location of the premises must be stated as follows:

Enterprise Drive, Holmewood, S42 5UZ.  If necessary, further detail on the exact location of the emergency and the nearest access point should be given. 


4.3.1 CBE Plus Limited Incident Officer
For every significant incident, CBE Plus Limited will appoint an Incident Officer. This should normally be the most senior person present on the premises at the time. The CBE Plus Limited Incident Officer is responsible for all liaison with the emergency services, throughout the course of the incident. The CBE Plus Limited incident officer is responsible for:
· Identification of utility supply and damage – Advising the emergency services of all relevant services in the premises and any damage to these services. The electricity provider is responsible for the isolation of any services. Power can be isolated to either units through main incoming board at the end of the workshops.
· Identification of Hazardous Materials/equipment – Advising the emergency services of any hazardous substances in the premises. Including but not limited to fuel, oils & solvents, gas cylinders and paints.
· Incident Control Point – Ideally the control point shall be located in a CBE Plus Limited controlled building which is not affected or likely to be affected by the emergency and has telephone (or other communication media) and first aid equipment present. 
· Other agencies – All liaisons with other organisations during the course of the incident, with the exception of the media.
· Communication – The CBE Plus Limited Incident Officer must be provided with a mobile telephone if one is not already available and he must advise the telephone number to the any incident team leader as required. Records of messages, advice given, etc., must be maintained by the Incident Officer wherever possible.
· Emergency services access – The CBE Plus Limited incident officer shall ensure that all emergency service personnel are met prior to accessing site. 
· Passage of information – Through the management team, the CBE Plus Limited incident officer shall keep all staff, contractors and visitors informed with emergent information which directly affects them, as it becomes available.
4.3.2 Public and Media Information
All public information to pass through a CBE Plus Limited Director. The CBE Plus Limited CEO will deal with all enquiries from the media. Any CBE Plus Limited staff, visitors or contractors who are approached by the media must refer them to the CBE Plus Limited CEO.
The CBE Plus Limited CEO is the only CBE Plus Limited representative authorised to release the names of persons involved in the incident to the media. 


4.3.3 Evacuation and Assembly
The assembly points for the CBE Plus Limited controlled areas are:
Main entrance gate to the property.
If necessary, the CBE Plus Limited Incident Officer will establish cordons around the incident, in conjunction with the emergency services, and control access to the affected area.
On hearing the alarm, all persons in the building must leave by the nearest safe exit and proceed to the designated assembly point. If there is time to do so, all electrical equipment, except lights, should be switched off and windows closed. Should there be any suspicion of a gas leak this instruction shall be ignored to avoid any potential explosion. The premises are signed with standard ‘safe condition’ signage (White pictogram/writing with green background), to indicate the location of and the direction to the nearest Emergency Exit. 
4.3.4 Fire Wardens and Incident Officer Duties
Appointed in each location, Evacuation/Fire Wardens are responsible for the supervision and control of the evacuation. They must:
· Wear the high visibility vest provided to identify themselves as Evacuation/Fire Wardens.
· Provided that it is safe to do so, check their designated area and instruct any staff present to evacuate immediately. If the signing in book is on their evacuation route, or can be accessed with no increased personal danger, then it must be collected before departure.
· Direct people to proceed immediately to the assembly point and clear the exits.
· Assist the CBE Plus Limited Incident Officer and emergency services as necessary.
· Prevent any member of staff to re-enter any building.
· Further details relating to fire safety, training, fire wardens are detailed in H & S Policy - Fire Safety.
· The CBE Plus Limited Incident Officer must:
· Leave the building by the shortest route and proceed manage the incident.  
· If possible, collect the signing in book on exit from the premises, so that visitors’ evacuation can be confirmed. Gather information from the Evacuation Wardens.
· Assist the emergency services as necessary and inform them of building clearance
· If the premises are to be evacuated without sounding the alarms, the following additional instructions apply:
· The senior person present will instruct the Evacuation Wardens to pass a message by word of mouth around the building.
· Staff should if appropriate, examine their area for suspicious packages and report any to the CBE Plus Limited Incident Officer who shall share this information with the emergency services.
Should it be necessary to evacuate the entire site, the incident officer shall co-ordinate this with other business in close proximity to CBE Plus Limited.
All persons must remain at the assembly point until given further instructions from the Evacuation Wardens or the CBE Plus Limited Incident Officer. The CBE Plus Limited Incident Officer will authorise a return to the premises when advised by the emergency services that it is safe to do so.



4.4 Equipment and Resources
The following sections describe the equipment and resources provided at the premises in connection with managing emergencies. Details of maintenance and testing are also given, together with details of other specialist resources that may be called in.
First Aid Provision – First Aid equipment is managed in accordance with the First Aid Risk Assessment.
Fire Wardens – Fire Wardens have been appointed to carry out certain actions during incidents as defined in this procedure and H & S Policy - Fire Safety.
Fire Alarm System, Fire-Fighting Equipment, Fixed & Portable – At strategic points on the site fire action notices are on display that shows instructions on how to call the emergency services and details of the nearest Fire Exit. 
Emergency Lighting/Power – The premises are equipped with emergency lighting, which operates automatically on loss of power. Testing is carried out with the fire alarm system by CBE Plus Limited. 
4.5 Preparedness, Training and Exercises
4.5.1 Inventory of Assets
CBE Plus Limited must maintain an inventory of assets within the premises. The CBE Plus Limited Incident Officer is responsible for preparing an inventory of any loss of CBE Plus Limited assets in the event of an incident.
4.5.2 Competence and Training
The CEO will ensure that all persons who have responsibilities under this procedure are trained and competent to carry out their duties. In particular, it will be ensured that all relevant employees:
· Receive fire safety training.
· Receive chemical spill training
· Will be made aware of what action to take during an emergency.
· Those with specific responsibilities will be involved in relevant briefings, training and exercises.
· Will be adequately informed of the information detailed in this procedure through the internal briefing process, tool box talks and notices and signage
4.5.3 Exercises
CBE Plus Limited shall participate in emergency planning exercises. They shall also co-ordinate a fire evacuation drill of their facilities within a period not exceeding 12 months, preferably where possible twice within 12 months.


5 Business Continuity Planning
Following any emergency that has directly impacted on CBE Plus Limited capability to maintain normal operations it shall be the priority of the organisation to minimise operational disruptions and to recover to normal operation in a safe manner, as rapidly as possible.
To ensure the response can be immediate a hard copy of this document must be retained for use in case the disaster is a loss of IT or access to data.
To ensure this priority is met, a Business Continuity Planning Team (BCPT), formed from key personnel within the organisation shall be assembled to manage major incident recovery and business continuity. This team will typically comprise of:
	Name
	Tel. Home
	Tel. Mobile
	Responsibility

	Kelvin Davison
	
	07918 558680
	Interim Health and Safety Provision (Incident Controller)

	Steven Whitehead 
	
	07814 219724
	Technical Issues 

	Marie Cooper
	
	07595 551793
	Responsible Person (Director)

	Lee Marriott
	
	07857 207604
	Production Manager

	Richard Holdgate
	
	07903 719625
	Production Manager

	
	
	
	



5.1 Business Continuity Objective
The overall business continuity aim of CBE Plus Limited is to maintain operations in a safe and environmentally responsible manner, where feasible. 
The general objectives of the Plan are to ensure that in the event of an incident or crisis situation:
· There will be a logical recovery of the business
· Impacts will be kept within acceptable levels as defined by the business department representatives in order to ensure a high level of service to our client.
· Business will continue as usual, as far as possible
The Plan will address the following planning priorities:
· Staff health & safety
· Safeguarding of assets
· Continuity of key business activities
· Protecting the Environment
· Maintaining cash flow
· Fulfilling obligations
The Business Continuity Plan (BCP) shall be recorded and will consider the following:
· Event overview
· Effect on service over specified timeframes
· Resources required for recovery
· Priority planning list
· BCPT contact information
The CEO shall ensure that the plan is completed at the earliest opportunity following an emergency.
Throughout the implementation of the plan an incident log will be completed by a nominated member of the BCPT.
The plan shall be reviewed and updated throughout its implementation. Once the organisation has returned to normal service and fully recovered, the BCPT shall conduct a review of any lessons learnt.
The policy will be reviewed on an annual basis but also discussed as part of the Company’s management review meetings to ensure relevance with any changes to the business strategy.
5.2 Critical Activities and Resources
In order for CBE Plus Limited to deliver a high level of service and customer satisfaction certain resources listed below are critical to the plan:
· Skills and knowledge retained within the workforce.
· Tools, Equipment and Machinery required to carry out the tasks
· I.T. arrangements to retain all business information such as quotes, purchase orders and health and safety arrangements.
· Premises to house all of the above to allow us to produce our high-quality products.
The risks related to the above have been evaluated to identify the likelihood of and also potential consequences of a potential breakdown in these critical resources on the business and its ability to deliver customer satisfaction.



	Resource
	Potential Risk
	Potential Consequences
	Control Measures to mitigate risk

	Knowledge and skills retained within key staff
	Knowledge can be lost through absenteeism or illness
	Service is not delivered to the same high standard
	Have a plan in place to upskill all workforce to a required standard where practicable

	Tools, Equipment and Machinery required for task
	Through a loss of appropriate equipment projects could fall behind schedule
	Negative effects on customer satisfaction
	All projects to be planned in advance. Sufficient suppliers of equipment to be on the approved suppliers list to replace any damaged equipment in a timely manner.

	IT system
	All detail retained for the smooth running of the business on IT system could be lost
	Delays on projects whilst information is recovered if lost
	All company files to be backed up onto an external cloud based system.

	Premises 
	If the buildings were to become damaged by fire or some other natural disaster.
	The business would not be able to operate until alternative premises were found.
	Emergency planning and preparedness in place to limit the effects of fire and natural disaster.



Tables that set out how the causes of disruption will be identified and set out the criteria for the commercial director to decide whether to invoke the business continuity plan are found in the Appendices of this document.
Appendix 2 – Loss of Staff
Appendix 3 – Loss of Tools and Equipment Required to Carry out Projects 
Appendix 4 - Loss of IT Systems or Access to Data
Appendix 5 - Loss of Access to Buildings, Premises and Work Environment


5.3 Foreseeable Disaster Recovery Planning
5.3.1 Significant Building Damage or Loss of a Building
Any requirement for emergency repair to buildings is the responsibility of CBE Plus Limited. If alternative services, such as buildings, water supplies, electricity and telephones are required, these will be arranged by the BCPT through CBE Plus Limited. Should a building be completely uninhabitable for any period of time then the following contingency arrangements have been identified: 
Offices – CBE Plus Limited have access to other offices away from the main head office where by office operations can be moved successfully to there within 1-2 days in order to have the business clerical side back up and running. 
Production – It is very likely that the company will need to partly or completely relocate following a significant disaster. Because of the complications and timescale involved, site relocation (if required) needs to be put into action immediately. It may need to be a two-stage operation: a short-term relocation to premises from which we can operate to some degree within a few hours or not more than a couple of days, then a long-term relocation to a more suitable site which can be prepared for us to operate from permanently if the original site is completely destroyed. The first stage is essential in order for the business to survive the disaster and is only likely to be successful if put into action immediately. 
When sourcing a site for relocation, we need to consider (as a minimum): vehicle access, accessibility for workforce, supply of products/materials, cost, communication and security, Power Supply. 
5.3.2 Loss of IT Service
5.3.2.1 CBE Plus Limited Backup System 
CBE Plus Limited have offsite working servers that need a regular backup to ensure data continuity, disaster recovery, retention and archive. 
File storage is distributed across both servers. Email is held and served from both server, but emergency access can be implemented from an external source in case of down time. All of the servers are held on virtual machines, with the ability of swapping virtual servers and hardware to enable quick restoration of service. This process will cause some limited down time.
5.3.2.2 Continuity – The servers are backed up daily and remotely.
5.3.2.3 Disaster Recovery – All content of server is backed up to cloud. 
5.3.2.4 Retention – No data has yet been destroyed by the organisation, it is the intention to keep for a minimum of 40 years.
5.3.2.4 Internet – Fibre optic broadband in place.
5.3.2.5 Remote Access – Remote access available to the server.


5.3.3 Loss of Staff
An immediate loss of shop floor staff will be recovered through agency workers. The loss of staff holding a core knowledge of the business will be recovered through a plan developed by the BCPT however it is hoped that through the organisations policy of upskilling staff to share knowledge will mitigate the loss of staff as it is unlikely that all staff retaining that knowledge would be lost in one instance. 
5.3.4 Loss of Tools, Equipment and Machinery
Where the loss of smaller plant and equipment occurs, it is expected that recovery will be completed the same day through our list of approved suppliers and at the most 1-2 days. Where the loss of more specialised and larger machinery takes place then the BCPT will be in place to rectify the situation through a robust BCP in the shortest time possible, through a transfer of work which could be the same day or maximum 2-3 days.
6 Communications
If the company experiences a disaster, we will need to obtain some services/supplies/materials from suppliers we may not deal with day-to-day (including disaster recovery specialists, commercial property agents) for urgently sourcing alternative premises either short term or longer term, site security/recovery, building/repair, electricians, utility suppliers (e.g. to get telephone calls diverted to another number or site etc), IT providers, machine suppliers, sub-con machining suppliers, transport for machinery, materials, product etc). 
In addition to this we will also need to communicate with our customers to let them know of potential disruptions of supply along with the details of our BCP to reassure the we are managing the situation in order to retain relationships and customer satisfaction.
Members of staff will be communicated to via telephone/ text or email.
Details of potential contacts required within a disaster situations are listed in Appendix 6.
7 Records 
Copies of the Business Continuity Plan shall be retained by the CEO, for a period of three years. 
Internal and external staff training records shall be entered onto the training database and maintained.
8 Monitoring 
The effectiveness of this procedure shall be assessed through the internal audit plan and during planned general inspections. 
Frequency of review: Annually
To be reviewed by: HSE Manager

There are copies of this plan kept/maintained? (To ensure that the current revision of the plan is updated and available in a crisis situation): 



9 Appendices
Appendix 1 – Incident Log
Appendix 2 – Loss of Staff
Appendix 3 – Loss of Tools and Equipment Required to Carry out Projects 
Appendix 4 - Loss of IT Systems or Access to Data
Appendix 5 - Loss of Access to Buildings, Premises and Work Environment
Appendix 6 – Emergency Contacts List

Appendix 1
Incident Log
	Date
	Time
	Notes/Decisions/Actions taken
	Recorded by

	

	
	
	

	

	
	
	

	

	
	
	

	

	
	
	

	

	
	
	

	

	
	
	

	

	
	
	

	

	
	
	

	

	
	
	

	

	
	
	

	

	
	
	

	

	
	
	


	

	
	
	





Appendix 2 – Staff
	Objectives
	Actions/Considerations

	Confirm the nature and impact of the disruption.
	· Establish what has happened?
· When did it occur?
· What services, activities or functions are affected?
· How serious is the disruption?
· What is the estimated duration of the disruption?
· Who has been informed?

	Decide whether to invoke the Business Continuity Plan. 
Consideration should be given to:
	· The impact of the disruption on staffing levels.
· The organisations ability to maintain its priority services, activities or functions.

	Enter specific actions or considerations to address loss of or disruption to staff (including communications requirements).
	· Are you keeping your staff informed and aware of the potential impact of the event? Do they know the dates? 
· Have you instructed your staff to ‘keep in touch’ and ring in to their office or manager, client or customer if they are going to be late due to the impact of road closures, diversions or general congestion?
· Staff using public transport may find that services have been diverted, or that demand on the day is so high that travel delays are inevitable. Have you informed your staff to check with their transport provider for re-routing of services prior to travel?
· If you are anticipating that some staff will arrive late can appointments or visits be prioritised to the most urgent or critical?  
· Is it possible to have in place measures to maintain and widen the availability of staff on the day i.e. having additional staff available on standby if a problem should arise? 
· Have you considered widening the availability of core skills and knowledge in the event of a reduction in staff availability i.e. through multi-skill training of staff and documenting processes or providing written instructions or checklists?
· Staff such as team leaders, supervisors or co-ordinators may not be able to access their normal place of work. Have you considered alternative ways of working, such as alternative offices in locations away from the route, or working from home if the required ICT is available?





Appendix 3 – Tool, Equipment and Machinery
	Objectives
	Actions/Considerations

	Confirm the nature and impact of the disruption.
	· Establish what has happened?
· When did it occur?
· What services, activities or functions are affected?
· How serious is the situation?
· What is the estimated duration of the disruption?
· Who has been informed?

	Decide whether to invoke the Business Continuity Plan. 
Consideration should be given to:
	· Are key suppliers available to replace any required equipment in a timely manner?
· Whether the key suppliers and supplies are required to support time sensitive activities or functions?  

	Enter specific actions or considerations to address loss of or disruption to tools and equipment (including communications requirements).











 
	· Do you have adequate stocks of core supplies and consumables required to support service delivery?
· Are your stocks of core supplies and consumables in the right locations and accessible by staff?
· Have you identified alternative sources of supplies in the event of disruption experienced by your regular suppliers? 
· Have you considered joint planning with other partner organisations i.e. loan of equipment, staff, and joint planning in the event of a surge?
· Have you requested Business Continuity Plans from your key suppliers? This will help to provide you with confidence in supplier resilience. 





Appendix 4 – Loss of IT or Access to Data
	Objectives
	Actions/Considerations

	Confirm the nature and impact of the disruption.
	· Establish what has happened?
· When did it occur?
· Which ICT systems are disrupted?
· What services, activities or functions are affected?
· How serious is the situation?
· What is the estimated duration of the disruption?
· Who has been informed?

	Decide whether to invoke the Business Continuity Plan. 
Consideration should be given to:
	· How long will ICT systems be unavailable?
· Are the ICT systems disrupted required to support time sensitive activities or functions?

	Enter specific actions or considerations to address loss of or interruption to information communication technology and access to data (including communications requirements).
	· Have you considered contingencies in the event of loss or interruption to your computer systems? Do you have your ICT provider Help Desk or emergency contact number to hand?
· Do you have pre-printed templates to record information in a consistent manner that can be later input into the computer system once the problem has been resolved?
· Have you considered printing out key data held on the computer system in advance for use ‘on the day’ in case your computer system fails? Such data might include appointments, visits, staff rotas, staff, client or customer contact details etc.
· Remember, if staff are relocated to alternative premises away from the route, then desktop telephone, answer-phone and fax numbers will be different and will need to be communicated to staff, clients, customers etc.





Appendix 5 - Loss of Access to Buildings, Premises and Work Environment
	Objectives
	Actions/Considerations

	Establish the current situation at the affected premises.










	· Establish what has happened?
· When did it occur?
· Is there access to the premises?
· What services, activities or functions are affected?
· How serious is the situation?
· Has anyone being harmed?
· What is the estimated duration of the disruption?
· Who has been informed?
· Do the emergency services need informing?

	Decide whether to invoke the Business Continuity Plan. 
Consideration should be given to:
	· How quickly the business will be able to enter the affected premises.
· The organisations ability to maintain its priority services, activities or functions.

	Enter specific actions or considerations to address loss of or denial of access to premises (including communications requirements).
	· Can workload or appointments be prioritised in advance to reduce potential impact ‘on the day’?
· Can some appointments or visits be rescheduled for another day or the same day before or after the event has passed?
· Have you informed your customers or clients of any changes to services, appointments, visits etc. and that those already scheduled may be subject to delay ‘on the day due to road closures, diversions and congestion?
· Have you instructed your staff to ‘keep in touch’ and ring in to their office or manager, client or customer if they are experiencing difficulties keeping to schedules (particularly important where vulnerable adults and children are involved)? 
· Have you an emergency contact number for clients and customers to ring if appointments or visits are late or missed? Are your clients and customers aware of this number?


Appendix 6 – Emergency Contact List
	Name/Organisation
	Office Telephone
	Service Provided

	Romero
	01642 917151
	Insurance provider

	Yorkshire Water
	03451 24 24 24
	Water provider and waste receiver 

	Bright Electrical
	01978 753341
	Electricians

	Eon
	0115 843 4373
	Electricity Provider

	Aqua Plumbing and Heating
	01246 208359
	Plumber

	SSE SWALEC
	0800 111 999
	Gas Provider

	Total Waste
	01246 252311
	Hazardous Waste Carrier

	Environment Agency
	0370 850 6506
	Environmental governing body

	HSE
	0345 300 9923
	Health and Safety governing body
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