DARESBURY LABORATORY AND COCKCROFT INSTITUTE

EMERGENCY TEAM AND INCIDENT CONTROLLER
OPERATING GUIDELINES – 4th November 2010
1. ELIGIBILITY 

The Emergency Team consists of staff members (presently 7);  this number  will  be reviewed  whenever activities likely to be of significant risk to personnel are introduced or removed from the site ensuring the  provision  is  suitable  and sufficient  to meet  the future  needs.  
A person must be approved by their line manager on the basis of:

· having the time and on site availability to commit to fulfilling this role full time;

· having a broad understanding of the site geography and hazards;

· having passed a medical to confirm physical fitness appropriate to the tasks, and maintaining physical fitness as determined by subsequent annual medicals; 

· being a qualified first aider, trained to use defibrillator equipment, give oxygen and administer aspirin;

· being able to fulfil all of the duties set out in section 3 of these guidelines; and

· complement the experience and knowledge of the existing team.

Full consultation will be carried out with the DL SHE and Occupational Health advisors.  
Suitable and sufficient training will be given.
2.
ALLOWANCES 

a) A monthly allowance of 3.7% of Band C standard pay is payable to members of the Emergency Team.

b) A monthly allowance of 1.5% of Band C standard pay is payable to the appointed Incident Controller.

c) A monthly allowance of 0.75% of Band C standard pay is payable to appointed deputy Incident Controllers.
d) A monthly First Aid allowance of 1% of Band C standard pay is payable to members of the Emergency Team.
e) The allowances will continue to be paid during periods of annual leave.

f) The allowances will not be paid for periods of sick leave or unpaid leave amounting to one calendar week or more.  For periods of up to 4 days sick leave or unpaid leave in 1 week, the full allowance will be paid. 

g)
The allowances will be regarded as a pensionable emolument, and will be subject to income tax. 

h)
The allowances will constitute a flat-rate monthly payment and will not be paid for overtime attendances. 

i)
If a member of the Emergency Team is found to be medically unfit and unable to continue with the duties, a 6 week continuity payment would be made prior to termination or suspension. 
3.
DUTIES & RESPONSIBILTIES 

a) The prime function of the Emergency Team is to provide immediate intervention in case of any emergency, pending the arrival of external emergency services, during normal working hours (including meal breaks). Specifically:

i. Confirm or otherwise the presence of a fire in the event of a fire alarm activation;

ii. Co-ordinate the search and evacuation of buildings in the event of an alarm;

iii. Where safe to do so tackle small fires; 
iv. Acting, as appropriate, as a point of contact/briefing for emergency services in the event of fire or incident;

v. Act to minimise the impact of potential environmental damage, particularly to the canal;

vi. Provide and coordinate first aid as appropriate; 

vii. Undertake as appropriate emergency evacuation of injured persons or those unable to exit buildings for example using Evac chairs; 
viii. Undertake rescue from height, excluding confined spaces;
ix. Maintain specialist emergency equipment e.g. fire hoses. 
b) Members must maintain competence by attending drills and separately formal practices, some during silent hours. A minimum attendance of 9 out of every 12 practice sessions is required and attendance to all call-outs when working on site during normal working hours. When a session has been missed, the Incident Controller/Deputy will ensure that the Emergency Team member is made aware of any vital information. Failure to attend practices, drills or to maintain the equipment issued to individuals can affect payment of the allowance.  Unless the absences can be justified, payment of the allowance will be suspended. Justifiable absences include those falling within periods of sick leave and annual leave. All other reasons will be considered on their merits. Persistent failure to attend practices and call-outs will lead to being discharged from the Emergency Team.

c) The expectation is that all Emergency Team members, when on site during normal working hours, must attend all callouts, drills and practices. Where exceptional circumstances prevent an individual’s availability to deal with an emergency, e.g. taking an examination, the Incident Controller/Deputy must be notified. Exemption would also apply when undertaking duties directly impacting the immediate safety of others e.g. supervising a confined space entry.
d) In the event of an industrial dispute the operation of the Emergency Team will continue. There will be no action by either Management or the Trade Union Side which will prevent normal functioning of the Emergency Team. 
e) If the performance of an Emergency Team member is below the required standard, a fixed period of notice will be given to allow any necessary corrective training to be undertaken and improvements to the required standard be clearly demonstrated.

f) Each Team Member will be issued with a pager, radio and keys and it is their responsibility to ensure that the equipment supplied is maintained and operational at all times.
EMERGENCY TEAM MEMBERS AND INCIDENT CONTROLLERS
Billy Owens (Incident Controller)

Bob Bate (Deputy Incident Controller)

Joe Orrett (Deputy Incident Controller)

Paul Johnson

John Stowell

Adrian Hannah

Phillip Smith
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