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I   N  T   R   O   D   U   C  T I   O   N

P   U   R  P   O  S  E

The purpose of the Emergency Contingency P rogram  (ECP) is  to  provide  the framework for the response and 

recovery measure  which  will be taken to enhance the health and safety of Westshore employees and contractors 

during major emergencies or disasters.

The objectives of the plan are to:

o Identify the functional roles and responsibilities of responding personnel, departments and agencies

o Identify lines of authority for all responding personnel, departments and agencies 

o List the logistical support and resource requirements necessary for implementing the plan 

P   O  L I   C  Y

The policy of WTLP ECP is to avoid injuries, environmental damage and minimize loss to terminal property during  

an emergency situation . No person is expected to endanger their safety during an emergency. If a situation arises 

that a person feels may be unsafe, is beyond their training, or requires modifications in standard operating 

procedures, that person should immediately report back to their Supervisor for further instructions.  In all 

hazardous or potentially hazardous situations, it is important that all persons work as a team and follow 

established procedures.    This will aid in minimizing the effects of the emergency and promote a rapid return to 

normal operations.

S   C   O  P  E

The scope of this program covers Westshore Terminals and includes response procedures for accidental and 
unintentional incidents applicable to a Bulk Terminal environment.

The assumptions used in the creation of this plan are:
o Local first responders will be available to provide emergency response services

o Staff will be trained and exercised in the ECP

o Sufficient staffing levels to perform roles within ECP
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R  E  S  P   O   N  S I   B I  L I  T I  E  S

M   A   N   A   G  E   M  E   N  T

● Ensure the Emergency Contingency Program is current, effective and accessible to workers
● Ensure relevant equipment and training is available as required
● Ensure that all required procedures are available 
● Conduct a periodic review of the program to ensure effectiveness 

S   U  P  E   R  V I  S   O   R  S

● Ensure that they are familiar with the requirements of the Emergency Contingency Program
● Follow all applicable procedures
● Participate in drills and exercises
● Assist in ensuring that workers are aware of their responsibilities in an emergency

W   O   R   K  E   R  S

● Follow all applicable procedures 
● Participate in drills and exercises 

J   O I   N  T  O   C   C   U  P   A  T I   O   N   A  L  H  E   A  L  T   H     A   N   D  S   A  F  E  T  Y  C   O   M   M I  T  T  E  E

● Participate in any program review and feedback as required 
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D  E  F I   N I  T I   O   N  S

Act of Violence The attempted or actual exercise by any physical force so as to cause injury to a  
worker, and  includes any threatening statement or behavior which gives reasonable 
cause to believe that  there is risk . This could include any situation involving a 
weapon, threat or act of terrorism etc. 

After Action Report 
(AAR’s)✓

Chain of Command

Analytical AARs are formal  documents, intended to serve as aids to performance 
evaluation and improvement, by registering situation-response interactions, analysing 
critical procedures, determining their effectiveness and efficiency, and proposing 
adjustments and recommendations.

There is an orderly line of authority within the I ncident  C ommand  Structure  (ICS)  with 
lower levels subordinate to, and connected to, higher levels. The  Command Staff and 
General Staff report to and support the Incident Commander (IC).

Corrective Action 
Plan (CAP)

Corrective Action Plans are improvements to an organization's processes taken to 
eliminate causes of nonconformities or other undesirable situations

Critical Emergency 
Incident 

A  critical ( disaster )  emergency incident is an event that affects the entire Roberts 
Bank area and surrounding community. Normal business operations are suspended. 
The effects of the emergency are wide-ranging and complex. A timely resolution of 
the disaster conditions will require company-wide co-operation and extensive  
coordination with external jurisdictions.

In the event of a  c ritical incident, governmental emergency operation centres may be 
activated. The Incident Commander shall  coordinate  the emergency response 
activities with the outside responders. In the event of activation of these centres, the 
Vice President & General Manager shall act to advise all employees on company 
matters.

Examples:
● Extreme weather event
● Earthquake with major damage
● Widespread chemical or biological agent contamination.

Critical Incident 
Stress Management 
(CISM)

Critical Incident Stress Management, or CISM, is an intervention protocol developed 
specifically for dealing with traumatic events.  It is a formal, highly structured and 
professionally recognized process for helping those involved in a critical incident to 
share their experiences, vent emotions, learn about stress reactions and symptoms 
and given referral for further help if required.  It is not psychotherapy.  It is a 
confidential, voluntary and educative process, sometimes called 'psychological first 
aid'.

Critical Incident 
Stress Management 
Team

A team comprised of trained WTLP person(s) who assists in the  after incident  
debriefing. 

Dangerous Goods 
Incident

A major spill /exposure   of  substances or articles that pose a risk to people, property or 
the environment at Roberts Bank .   They are usually classified with reference to their 
immediate risk.

Demobilization The orderly, safe, and efficient return of an incident resource to its original location 

https://en.wikipedia.org/wiki/Documents
https://en.wiktionary.org/wiki/nonconformity


7
Emergency Contingency Program 
WTLP Occupational Health and Safety Manual
Created:  December 2000
Reviewed: September 2016

and status

Emergency An unexpected event/incident that requires immediate action to prevent or limit injury 
to persons or damage to services, property or the environment. 

Emergency 
Operations Centre(s)
(EOC)

A n  EOC is a designated location that has been established following a major or 
critical incident. The EOC is activated whenever there is an event has taken place 
that causes significant property damage, potential or actual business disruption or 
has the potential to cause a significant impact on the business. The EOC supports the 
incident site activities, coordinates information, policy guidance and provides strategic 
direction. The EOC may include the  GM , HR Director, Maintenance and Operation s  
Management 

Fire Warden An appointed WTLP employee who is responsible for managing the evacuation of 
personnel from his/her designated area during a fire or other emergency. A  Fire 
Warden duties  include: advising nearby personnel of the nearest and safest exit 
route, performing a head count at the muster station, as well as other duties related to 
the safety of individuals during an emergency.

First Aid Attendant A person who holds a valid first aid certificate issued by a recognized institute and 
who is designated to administer first aid by the employer.  Also known as OFAA 
(Occupational✓First✓Aid✓Attendant).✓✓✓At✓WTLP✓all✓OFAA’s✓are✓level✓3.

Information Officer 
(IO)

The IO is responsible for developing and releasing information about the incident to 
the news media, to incident personnel, off duty staff and to other appropriate 
agencies and organizations. The IO role is generally activated following a Major or 
Critical incident. A role generally assumed by On-Duty Superintendent.

Incident Action Plan 
(IAP)

Is an organized course of events that addresses all phases of incident control within a 
specified  time.  An IAP is necessary to  effect  successful outcomes in any situation, 
especially emergency operations, in a timely manner. An IAP can be written or oral.

Incident Commander
(IC)

The IC is typically an Operations Foreman who has been assigned this duty to 
coordinate tactical resources and activities at the scene. They liaise directly with the 
Liaison Officer and outside emergency service. A role generally assumed by 
Westshore Operations Foremen

Incident Command 
Post (ICP)

The Incident Command Post is the location on scene from which all incident planning 
operations are directed

Incident Command 
System (ICS)

ICS is a standardized approach to the command, control, and coordination of 
emergency response providing a common hierarchy within which responders from 
multiple agencies can be effective.

Incident Command 
Structure 

A clearly defined chain of command. The reporting channels are simple and clearly 
delineated, so that all participants know to whom they will report, and to whom they 
must convey received information

Incipient Fire A  f ire which is in the initial or beginning stage. Fire is limited to the objects near the 
point of origin, there is limited smoke and heat.  A fire in this phase can be controlled 
with a portable fire suppression device such as a fire extinguisher and  without the 
need for protective clothing or breathing apparatus.

Liaison Officer (LO) The LO is a member of the Command staff  who serves as the primary contact 
between the Incident Commander and representatives from cooperating or assisting 
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agencies (usually called agency representatives) .   The LO  will be responsible for the 
initial interface with representatives of WTLP Management, Global Container 
Terminals, BC  Ferries, Port Metro, Federal and Municipal  Agencies  A  r ole generally 
assumed primarily by the Operations Coordinator.  

Major Emergency 
Incident

An emergency incident that disrupts a significant portion(s) of the terminal property 
and/or affects a substantial subset of the daily operations. This type of emergency 
incident likely will require assistance from external agencies. These events may 
escalate  quickly, and  have serious consequences on life-safety and/or business 
operations. An incident of this scope will require a defined, organized and identified 
command and communications structure. The Incident Commander will receive 
information of the scope of the incident and determine if activation of the ECP and the 
Emergency Operations Centre (EOC) is required. Other  management personnel  may 
be alerted, as appropriate.

Examples:
● Large fire
● Major structural damage
● Severe flooding
● Major chemical spill
● Extensive power outage
● Man in water
● External emergency incident that may impact more than WTL personnel 

and/or operations.

Media Control 
Centre (MCC)

A designated area where all media personnel can congregate. All media statements 
shall be issued from this location unless otherwise approved by WTLP Public 
Relations - Information Officer. 

Minor Emergency 
Incident 

An emergency incident may be regarded as a minor localized incident that occurs in a 
specific area of the terminal or affects a small portion of the  property, and  can be 
quickly resolved with existing company resources or limited outside help. This level of 
emergency incident has little or no impact on the daily operations except in the 
affected area. Normally, this type of emergency incident would not require activation 
of the ECP. 

Examples: 
● Industrial accident/ injury
● Localized hazardous spill
● Localized fire and plumbing or power failure

Muster Station A gathering place where people should report when there is an emergency.

Operating Channels Ch.1                Operations 
Ch.3                Maintenance 
Ch.5                Monitors all channels  
Ch.2,4 to 15 Spare
Ch.16              Emergency- used to broadcast emergency notification on all channels 

Radio Call Signs 17- Mechanical personnel
18- Electrical personnel 
20- Operations Coordinator 
21- Berth 1 Operations FM 
21- Berth 2 Operations FM
23- Mechanical Trouble-shooter
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24- Electrical Trouble-shooter
25- Management 
30✓–✓Operations✓Day✓FM

Safety Officer (SO) The SO is responsible for monitoring and assessing hazardous and unsafe situations 
and developing measures to assure personnel safety. 
The Safety Officer will correct unsafe acts or conditions through the regular line of 
authority, although the Safety Officer may exercise emergency authority to prevent or 
stop unsafe acts when immediate action is required. Only one Safety Officer will be 
assigned for each incident. The SO role is generally activated following a Major  or  
significant incident. This is a role  will be assigned by the IC or assumed by a member 
of the Safety Department. 

Staging Area

Transfer of 
Command

Locations that are set up at or near the incident where resources can be placed while 
awaiting assignment.

As the incident grows a more qualified person  may  take over as Incident Commander 
to handle the ever-growing needs of the incident, or in reverse  where as  an incident 
reduces in size ,  command can be passed d own to a less qualified person . Other 
reasons to transfer command include jurisdictional change ,   the  area of responsibility, 
or normal turnover of personnel due to extended incidents. The transfer of command 
process always includes a  face to face briefing and an exchange of the prepared 
incident documents.

Unified Command 
(UC)

Unity of Command

UC allows all agencies with jurisdictional authority or functional responsibility for the 
incident to jointly provide management direction through a common set of incident 
objectives and strategies and a single IAP. Each participating agency maintains its 
authority, responsibility, and accountability.

Each individual participating in the operation reports to only one supervisor. This 
eliminates the potential for individuals to receive conflicting orders from a variety of 
supervisors, thus increasing accountability, preventing freelancing, improving the flow 
of information, helping with the coordination of operational efforts, and enhancing 
operational safety. This concept is fundamental to the ICS chain of command 
structure.
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P   R   O   G   R   A   M  D  E  T   A I  L  S

L  E  V  E  L  S     O  F  E   M  E   R   G  E   N   C  Y

WTLP has defined 3 levels of emergency that should be used as a general guideline for activation of the ECP. 

Minor 
Emergency 
Incident

An emergency incident may be regarded as a minor localized incident that occurs in a specific 
area of the terminal or affects a small portion of the  property, and  can be  typically  resolved 
with existing company resources. This level of emergency incident has little or no impact on 
the daily operations except in the affected area. Normally, this type of emergency incident 
would not require full activation of the ECP. 

Examples: 

Industrial accident/ injury, localized hazardous spill, Localized fire and plumbing or power failure

Major 
Emergency 
Incident

An emergency incident that disrupts a portion(s) of the terminal property and/or affects a 
subset of the daily operations. This type of emergency incident likely will require assistance 
from external agencies. These events may escalate  quickly, and  have serious consequences 
on life-safety and/or business operations. An incident of this scope will require a defined, 
organized and identified command and communications structure. The Incident Commander 
will receive information o n  the scope of the incident and determine if activation  of an Incident 
Command P ost  (ICP)  is required.  Other management  personnel  may be alerted, as 
appropriate.

Examples:

Large fire, Major structural damage, Severe flooding, Major chemical spill, Extensive power outage, Man in water, 
External emergency incident that may impact more than WTLP personnel and/or operations.

Critical 
Emergency 
Incident 

A  critical ( disaster )  emergency incident is an event that affects the entire Roberts Bank area 
and surrounding community. Normal business operations are suspended. The effects of the 
emergency are wide-ranging and complex. A timely resolution of the disaster conditions will 
require company-wide co-operation and extensive coordination with external jurisdictions.
In the event of a  c ritical incide nt, the   I ncident  C ommander will likely activate an Incident 
 C ommand  P ost  (ICP)  and an Emergency Operations Centre  (EOC)  may also be established.  
The Incident Commander shall coordinate the emergency response activities with the outside 
responders and EOC will provide ongoing site support and manage external communications.

Examples:

Extreme weather event, Earthquake with major damage. Widespread chemical or biological agent contamination.
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I   N   C I   D  E   N  T  C   O   M   M   A   N   D

WTLP employs  the   Incident Command System  (ICS)   i n the event of an emergency  (Appendix B) .  The (ICS) 

is a standardized approach for the command, control, and coordination of emergency response ,  providing a 

common hierarchy within which responders from multiple agencies can be effective.

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

This is what a fully expanded ICS structure typically looks like. Emergency Incident.

The  Incident Command Structure  is a clearly defined chain of command within the ICS. The reporting channels 

are simple and clearly delineated, so that all participants know to whom they will report, and to whom they must 

convey received information. 
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I   N   C I   D  E   N  T  C   O   M   M   A   N   D  F   U   N   C  T I   O   N     A   N   D  D   U  T I  E  S
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Command

Command will generally be established during a Major or Critical Emergency Incident.

The  Incident Commander  has the overall responsibility for managing the incident. In most circumstances  an  
Operations  Foreman  will  initially assume the role of “Incident Commander”. He will retain this role until the 
incident has been concluded or he has transferred command. 

The command function may be conducted in one of two general ways:

1. Single Incident Commander (IC)
When an incident occurs within a single jurisdiction and there is no jurisdictional or functional agency overlap, a 
single IC will be designated with overall incident management responsibility 

2. Unified Command (UC)
UC is an important element in multi-jurisdictional or multi-agency incident management. It provides guidelines to 
enable agencies with different legal, geographic, and functional responsibilities to coordinate, plan, and interact 
effectively. As a team effort, UC allows all agencies with jurisdictional authority or functional responsibility for the 
incident to jointly provide management direction through a common set of incident objectives and strategies. 
Each participating agency maintains its authority, responsibility, and accountability.

Comparison of Single IC and UC

Single Incident Commander: Unified Command:
The IC is solely responsible (within the confines of 
his or her authority) for establishing incident 
objectives and strategies. The IC is directly 
responsible for ensuring that all functional area 
activities are directed toward accomplishment of 
the strategy.

The individuals designated by their jurisdictional or 
organizational authorities (or by departments within 
a single jurisdiction) must jointly determine 
objectives, strategies, plans, resource allocations, 
and priorities and work together to execute 
integrated incident operations and maximize the 
use of assigned resources.

Transfer of Command

The most qualified individual at the scene that has the jurisdiction for the incident initially established command. 
Transfer of command may take place for the following reasons:

● More qualified person assumes command
● Incident situation changes over time
● Jurisdictional or agency change in command is legal requirement 
● Turnover of personnel normally occurs on long or extended incidents 

The transfer of command at an incident will require that there be a full briefing for the incoming Incident 
Commander and notification to all personnel that a change in command is taking place. If the Incident 
Commander role is transferred to an outside governmental emergency response official, the WTLP Incident 
Commander will continue to be responsible for the  coordination  of any response activities assigned to WTLP 
employees.

Transfer of command should include:

● Current status of the incident

● Safety concerns and considerations

● Incident objectives and strategies
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● Site organization

● Deployment and assignment of resources and personnel 

● Need for additional resources

● Potential for incident expansion 

● Current organization chart

Incident Commander (IC) is responsible for:

● Determining the scope and impact of the incident, using information provided by the other responders.

● Prioritizing emergency actions.

● Developing and re-evaluating the Incident Action Plan, (objectives, strategies & tactics).

● Managing and directing the activities of the various departments that will be involved in  emergency 

response and recovery.

● Acquiring & d eploying resources and  personnel  for  incident  operations. It is the responsibility of the  

Incident Commander (IC)  to provide incident status reports, as well as to inform  the  LO   as  to what 

resources and personnel are needed, for tactical operations.

● Disseminating timely, accurate and appropriate information to management and employees.

● Coordinating with federal, provincial, and local officials, and other agencies, as appropriate.

● Filling out ICS documents:

o Incident Briefing Form, IC-201 (Appendix D)

 Participating in Incident Briefings and Post Incident Reviews

Incident Commander (IC) - Initial Response Duties:

An Incident Commander (IC) will generally be assigned during a  Major or Critical  Emergency Incident.  The  (IC)  

will typically be an Operations Foreman who  will assume this duty and  coordinate activities at the scene. They 

liaise directly with outside emergency services as and when required

Their response duties include:

1. Establishing command and the incident command post

2. Ensuring responder safety

3. Assessing incident priorities

4. Determining operational objectives

5. Developing and implement the Incident Action Plan

6. Developing an appropriate organizational structure

7. Maintaining a manageable span of control 

8. Manage incident resources

9. Coordinating overall emergency activities

10. Establishing and maintaining an effective liaison with outside agencies and organizations, including an  

emergency operations centre if one is established 

11. Act as a WTLP representative to assist emergency services with site layout information, equipment 

operations and waterfront knowledge.
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12. Request ing  updates from the  Liaison Officer r egarding any unrelated WTLP site operations or scene 

conditions that may impede response actions and response personnel safety.

13. Participating in Incident Briefings and Post Incident Reviews.

14. Request ing  Liaison Officer to assist with accountability of all WTLP staff on site, visitors, and ship’s 

crew.

Liaison✓Officer✓(LO)✓–✓Initial✓Response✓Duties

A Liaison Officer will generally be assigned during a Major or Critical Emergency Incident.

Their response duties include:

Upon receipt of an emergency incident alarm, the LO shall;

1. Assign one person to the role as Incident Commander (IC) (usually an Operations Foreman) and to 

immediately have him attend the incident scene and initiate an assessment. 

2. Announcing on  Channel 16  that there is an emergency underway and channel 1  will now be designated 

to the event and used for emergency communications only.

3. Contact outside emergency response agencies as required. 

4. Inform a Westshore Management Representative that an emergency is response underway 

5. If required, alert those operating within the Westshore site complex that emergency is under way i.e. 

Samplers, Sample Plant, Staff, Offices, Contractor representatives, Rail Staff.

6. If required, alert external stakeholders GCT & BCR that emergency is underway.

7. Work closely with IC to take / make telephone calls and communications.

8. As required, contact the ships at berth and advise that a terminal emergency incident is underway and 

to stand-by for further information/instructions.

9. Coordinate personnel pick-up to evacuation staging areas, as required.

10. Assign person/ persons to complete head count in the evacuation staging areas.

11. Advise the WTLP First Aid Attendant to attend the incident scene or stand-by for further instructions.

12. Contact Westshore Security and advise that the terminal has an emergency incident and to stand-by for 

further instructions. 

13. Contact  Port of Vancouver  and ensure that security gates are opened and are being escorted to 

Westshore Guard gate.

14. Contact Westguard Security and ensure that Emergency vehicles are marshalled to site access gate.

15. Contact B.C. Rail and advise that the terminal has an emergency incident. Advise B.C. Rail to stand-by 

for further information/instructions.

16. Assign WTLP employees, as required, in vehicles to meet emergency response agencies at the 

Causeway Junction. Await their arrival; escort them to the incident scene or staging area; return to the  

causeway junction to meet and escort any additional emergency response vehicles to the appropriate 

area.
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17. Provide the Incident Commander with frequent activity updates.

18. Record all incident events and timetables.

19. Identify key witnesses and role players during the complete incident response to ensure correct people 

are assembled post incident. 

20. Participate in Incident Briefings and Post Incident Reviews.

Safety✓Officer✓(SO)✓–✓Initial✓Response✓Duties

A Safety Officer will generally be assigned during a Major or Critical Emergency Incident.

Their duties include:  

1. Identify and mitigate hazardous situations at the scene. 

2. Ensure safety messages and briefings are made. 

3. Exercise emergency authority to stop and prevent unsafe acts. 

4. Review the Incident Action Plan for safety implications. 

5. Assign assistants qualified to evaluate special hazards. 

6. Initiate preliminary investigation of accidents within the incident area. 

7. Review and approve the Medical Plan. 

8. Participate in any planning meetings. 

9. Employee and visitor accountability at the scene

10. Participate in Incident Briefings and Post Incident Reviews.

Information✓Officer✓(IO)✓–✓Initial✓Response✓Duties

An Information Officer will generally be assigned during a Major or Critical Emergency Incident.

Their duties include:

1. Informing senior management that an emergency response has been initiated.

2. Writing and issuing news releases and arranging media briefings.

3. Posting emergency information on the Internet and intranet.

4. Providing notices and public service announcements to broadcasters.

5. Answering media and public inquiries.

6. Monitoring media and the Internet, correcting inaccuracies and dispelling rumors.

7. Providing communications advice to the Ministry Action Group.

8. Advising and liaising with municipal officials. 

9. Participate in Incident Briefings and Post Incident Reviews.

The application of ICS within the Westshore context would see the Information Officer interacting with the 

following Media groups:

o News

o Radio
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o Television 

o Other

a) The following WTLP Management personnel will be the only authorized communicators to the News 

Media for the issuing of information releases and arranging news conferences and interview sessions.  

Vice President & General Manager.

b) Director, Human Resources

c) Manager Operations

d) Other persons designated by a), b) or c)

If any employee s  are contacted by the Media, Government, VPC, Fire, Police or other similar Public 

Official asking for information relating to any WTLP emergency incident or to speak to a terminal 

spokesperson, direct the inquiry to the Information Officer.

If the above personnel are not available, ask the caller for their name/telephone number advise them someone 

will call them back as soon as possible.

The Information Officer if required will establish a  Media Control Center (MCC).   A  MCC is a designated area 

where all media personnel can congregate. All media statements shall be issued from this location unless 

otherwise approved by Information Officer.

Media personnel who attend at WTLP during an emergency incident shall be directed to congregate at: 

1. Main Building Carpark

2. Designated area outside MARSEC 

First Aid (FA)

First Aid will generally be assigned during a Minor, Major or Critical Emergency Incident.
Their duties include:

1. Attend the emergency incident scene as directed by the  Liaison Officer or Incident  Commander.  If a n  

Operations Section Chief is appointed they will report directly to them.

2. Co-ordinate all first aid treatment of injured person(s) until:

a. a place of medical treatment is reached by the injured person(s), or

b. the injured person(s) is passed to an ambulance service, or 

c. the responsibility for treatment of an injured person(s) is accepted by another attendant with a Level III 

certificate, a physician, a registered nurse, or Emergency Medical Assistant.

3.  Report first aid incident scene activities to the Incident Commander (IC). 

4. If assistance is required by the First Aid attendant for medical treatment of injured person(s), they shall 

request additional aid through the Incident Commander (IC).

5. Participate in Incident Briefings and Post Incident Reviews.

General Staff
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General Staff may be activated during a Major or Critical Emergency Incident. 

The General Staff is responsible for the functional aspects of the incident command structure. 

The General Staff consists of the Operations, Planning, Logistics, and Finance/Administration Section Chiefs/ 

Heads.

The Section Chiefs may have one or more deputies assigned, with the assignment of deputies from other 

agencies encouraged in the case of multi-jurisdictional incidents.

The General Staff could consist of any or all of the following:

a. Vice President and General Manager

b. Director, Human Resources

c. Director, Finance & Corporate Services

d. Director, Engineering and Environmental Services 

e. Manager, Maintenance

f. Manager, Electrical 

g. Manager, Purchasing & Contracts

h. Manager Occupational Health and Safety 

i. Manager, Operations

j. Ast. Manager Operations

k. Westshore Foremen

l. Westshore Superintendents

Operations 

Operations will generally be assigned during a  Major or Critical  Emergency Incident.  An Operations Section 
Chief will be appointed.

Their duties include:

1. Assisting the IC with objective and strategical direction focused on reducing the immediate hazard.

2. Saving lives and property.

3. Establishing situational control.

4. Restoring normal operations.

Lifesaving and responder safety will always be the highest priorities and the first objectives in the Incident 

Action Plan (IAP).

Staging 

Staging may be assigned during a  Major or Critical  Emergency Incident. In large scale response staging may 
become a  stand alone  section under general staff reporting to Incident Command.  Staging Manager may be 
assigned.

Their duties include:

1. Temporarily locate resources that are awaiting assignment. 

2. Ensure that resources are ready for deployment as and when required.

Planning
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Planning will generally be assigned during a  Major or Critical  Emergency Incident.   A Planning Section Chief 
will be appointed.

Their duties include:

1. Collects, evaluates, and disseminates incident situation information and intelligence to the IC/UC and 

incident management personnel.

2. Prepares status reports.

3. Displays situation information.

4. Maintains the status of resources assigned to the incident.

5. Prepares and documents the IAP, based on Operations Section input and guidance from the IC/UC.

Logistics

Logistics will generally be assigned during a  Major or Critical  Emergency Incident.   A Logistics Section Chief 
will be appointed.

 
The Logistics Section is responsible for all service support requirements needed to facilitate effective and 
efficient incident management.

Their duties include:

1. Ordering resources from off-incident locations.

2. Providing facilities, security (of the incident command facilities and personnel), transportation, supplies, 

equipment maintenance, fuel & food services.

3. Communications and information technology support.

4. Emergency responder medical services, including inoculations, as required.

Finance

Finance will generally be assigned during a  Major or Critical  Emergency Incident.   A Finance Section Chief will 
be appointed.

Finance/Administration Section is established when the incident management activities require on-scene or 
incident-specific finance and other administrative support services.

Their duties include:

1. Recording personnel time.

2. Maintaining vendor contracts.

3. Administering compensation and claims.

4. Conducting an overall cost analysis for the incident.

Common✓Responsibilities✓–✓All✓Incident✓Personnel
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This listing provides an overview of the common responsibilities applicable to all employees who may be asked 
to assist in an emergency response and/or EOC activation. 

At times employees will be asked to perform one-time actions, while other tasks that are assigned are repetitive 
for the duration of the incident.

An employee may be assigned to report to a specific group or individual within the Incident Command Structure 
including:

● Command

● Command Staff

● General✓Staff✓–✓Functional✓

 

The responsibilities assigned may be customized to the response role, as and when required. 

Employees should be given clear and specific instructions from that assigned group including:  

● Job assignment (e.g. Unit Leader reporting to, etc.) 

● Position dispatched to.

● Reporting location. 

● Reporting time. 

● Travel instructions and directions.

● Safety instructions.

● Any special instructions (e.g. radio channel etc.). 

All Employees must:

● Check-in at designated Check-In location.

● Receive briefing from immediate supervisor.

● Clarify any questions.

● Clarify specific job responsibilities. 

● Review position responsibilities and acquire work materials.

● Define functional work areas. 

● Eating/sleeping arrangements. (if applicable)

● Clarify procedural instructions for obtaining additional supplies, services and personnel. 

● Identification of operational period work shifts. 

● Clarification of any important points pertaining to assignments. 

● Provisions for specific debriefings/handover at the end of the operational period. 

● Organize and brief subordinates (if applicable).

● Wear appropriate personnel protective equipment, (PPE).

Post Incident 

Once an incident has been concluded there are 3 key elements in ensuring that both the business can resume 
its normal  activity  but also key events of the incident are reviewed for organizational learning purposes and if 
necessary the ICS can be improved.  

 

Demobilization
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The purpose of demobilization from a response or activation of the ICS is to plan for a smooth transition of the 
emergency response back to normal daily operations and document and analyze actions that took place during 
the response.

Planning for incident demobilization is often overlooked. Effective demobilization planning must begin early in 
the incident response as responders are often anxious to leave the scene and return to their regular roles or 
homes as soon as possible.   

The Incident Commander or Unified Command will initiate incident demobilization as appropriate. 
   

Duties include: 
 

● Authorize demobilization of sections, branches and units when they are no longer required.
● Notify relevant organizations and jurisdictions of the expected planned demobilization time.
● Ensure that any open actions not yet completed will be handled after demobilization.
● Ensure that all required forms or reports are completed prior to demobilization.
● Be prepared to provide input to the Post Incident Investigation. 
● Demobilize incident facilities and operations at the designated time, as appropriate.

Goals for Demobilization 
 

A successful demobilization for WTLP will ensure that the following goals are achieved:

● Collect and collate information of the entire event 

● Create a comprehensive and accurate After Action Report and Corrective Action Plan 

● Create a timeline of key activities that occurred during the response 

● Document when resources were needed most and when we had an abundance of resources (note: 

resources can mean people, things and information) 

● Track when key decisions were made 

Post Incident Review

A Post Incident  Review should take place immediately after an incident. Key individuals involved in the incident 
must take part in the review process .  The purpose of the review is to take the  d emobilization goals and use 
them to establish “Organizational Learning”. This is achieved through a timely and objective after-action report/ 
review process that is designed to capture the positive aspects and the learning opportunities  of the response 
ICS.

Findings should be documented in an outline format that can be organized on a spreadsheet and tracked. Key 
components in the process include for each issue:

● a brief description of the issue

● background information

● recommendations

● follow-up actions

Improvements should focus on the ICS organization, processes, and training or equipment/supply issues, rather 
than on individual personnel actions. 

The review should also examine how effectively each asset integrated into the overall system, as well as how 
the response tiers coordinated with each other. Indicated changes should be accomplished based on priority 
and incorporated into the appropriate documentation.
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Critical Incident Stress Management 

Recovery from an incident can mean more that returning to normal operation. It can also refer to longer-term 
activities that extend beyond demobilization and other response activities. Critical Incident Stress Management 
is a specific technique designed to assist others in dealing with the physical or psychological symptoms that are 
generally associated with trauma exposure. Debriefing allows those involved with the incident to process the 
event and reflect on its impact. Ideally, debriefing can be conducted on or near the site of the event

WTLP will ensure, when required, that anyone who has been affected post incident will receive the necessary 
professional help from Critical Incident Counselors in coordination with CISM onsite team before they return to 
their duties.

Some key objectives for the Critical Incident Counselor are to: 

● Assess the impact of the critical incident on support personnel and survivors.

● Use defusing to allow for the ventilation of thoughts, emotions, and experiences associated with the 

event and provide "validation" of possible reactions.

● Predict events and reactions to come in the aftermath of the event.

● Conduct a "Systematic Review of the Critical Incident" and its impact emotionally, cognitively, and 

physically on survivors. Look for maladaptive behaviors or responses to the crisis or trauma.

● Bring "closure" to the incident "anchor" or "ground" support personnel and survivors to community 

resources to initiate or start the rebuilding process (i.e., help identify possible positive experiences from 

the event).

Some key objectives for the onsite CISM team are to:

● educate individuals about stress reactions and ways of coping adaptively with them; 

● instil messages about the normality of reactions to critical incidents;

● promote emotional processing and sharing of the event; 

 provide information about, and opportunity for, further trauma-related intervention if it is requested by 

the participant; 

● develop and provide peer and family understanding and support to the individuals;

● develop stress reduction techniques, and

● help re-establish a sense of control, mastery and empowerment.

Debriefing assists in the "re-entry" process back into the community or workplace. Debriefing can be done in 
large or small groups or one-to-one depending on the situation. Debriefing is not a critique but a systematic 
review of the events leading to, during and after the crisis situation.

I   N   C I   D  E   N  T  C   O   M   M   A   N   D  S  Y  S  T  E   M  S  F   A   C I  L I  T I  E  S

If during an  emergency various  Incident Command System  locations  have been established it is important that 

both the  Incident Command Post  and E mergency Operations Centre  use the same operational language to 

reference these key facilities on tabletops, maps, or photos. 
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K  E  Y  

F   A   C I  L I  T I  E  S

For the purposes of the Westshore ECP the following areas have been designated as Incident Command 

Facilities:

The Incident Command Post will be  designated by the Incident Commander.  It is normally a 
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field location at which the primary command function is executed.
Unless otherwise designated by the Incident Commander. The EOC will be  Meeting Room 
258. 

The room contains:
o Liaison Officer - Vest Grab Bag
o Safety Officer- Vest Grab Bag
o Operations Section- Vest Grab Bag
o Planning Section-Vest Grab Bag 
o Logistics Section-Vest Grab Bag
o Finance Section-Vest Grab Bag
o Site Map
o Conference telephone
o Dry wipe board
o Stationary
o Investigation kit

Media
Control
Centre

Unless otherwise designated by the Incident Commander. The Media Control Centre will be 
the Boardroom. 

The room contains:
o Site Map
o Conference telephone
o Dry wipe boards
o Various Media

E   M  E   R   G  E   N   C  Y  S  E   R  V I   C  E  S

In the event of an emergency, outside emergency personnel may or may not be required. However, if the 

incident has potential to escalate it is recommended to notify the appropriate emergency agencies as soon as 

possible.  They can be stood down if the situation changes. 

In the case of an emergency, 9-1-1 is the most efficient way to contact emergency services, including Canadian 

Coast Guard, (in addition to: VHF channel 16, and by cellular - *16).

Westguard Security will be responsible for marshalling Emergency services to the Westshore Security Gate.  A 

WTLP employee will  be assigned to  meet the responding  e mergency  s ervices  at the Westshore Security Gate 
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and  escort them to the incident.  That employee will then return to the  Security Gate  to escort any further 

responding emergency vehicles to the incident or staging.

Upon arrival at the scene, emergency services personnel will require a “face to face” incident update from the 

IC. They may assume command of the incident and request that the  IC  acts as a WTLP representative to assist 

the new commander with site layout information, equipment operations and waterfront knowledge. 

There may be the possibility that the responding emergency services representative will want to form a unified 

command (UC).  In this command structure the  Incident Commander ’s  (IC)   response  duties will be shared by  

emergency services   commander (s), and a WTLP individual, each having authority and responsibility over the 

incident.

EMERGENCY  HELICOPTER  LANDING  AREA

In the event that  an evacuation is required by air ambulance an area in the SW corner of the site has 

been identified as a dedicated landing area.  This area has been registered with Air Ambulance and 

the coordinates for the landing area are automatically accessed when they are despatched. 

See Appendix i.

E   M  E   R   G  E   N   C  Y  C   O   M   M   U   N I   C   A  T I   O   N  S

Once an emergency has been confirmed by the IC,  c hannel 1 will become the designated emergency channel 

and only communication that pertains to the incident will be transmitted on this channel.  The  LO  will 

communicate this information by announcing on all WTLP channels  via channel 16  that there is an emergency 

underway and channel 1 will now be designated to the event and used for emergency communications only.

All emergency communications will go through the IC.  Response communications  from the site will be directed 

through the  Liaison Officer (LO) .   Response  communications are those messages that involve response actions 

at the incident site. 

I   N   C I   D  E   N  T  R  E  S  P   O   N  S  E  P   R   O   C  E   D   U   R  E  S

For all emergency incidents that occur at WTLP the emergency reporting procedures will be followed.  Specific 

procedures depending on the nature of the incident will then be enacted.
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GENERAL EMERGENCY RESPONSE
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EMERGENCY REPORTING✓–✓General Response

EMERGENCY REPORTING PROCEDURE✓–✓All✓Incidents

TRY TO REMAIN CALM

If you discover or 
are advised of an 
emergency: 

● Immediately contact Westshore Operations Coordinator 20

For all 
emergencies the 
radio call should 
be:

● Announce emergency on Channel One (1) Internal 469 or External 604.946.3469 

“EMERGENCY, EMERGENCY, EMERGENCY"

then✓“STATE✓TYPE✓OF✓EMERGENCY”

Contact 
Operations Tower
By Radio on 
Channel 1

● Provide the following details:

✓ WHAT HAPPENED?
✓ WHERE DID IT HAPPEN?
✓ WHEN DID IT HAPPEN?
✓ WHO DID IT HAPPEN TO?
✓ WHAT IS THE EXTENT OF THE INJURIES?
✓ WHAT HELP IS NEEDED?
✓ WHAT IS YOUR NAME?
✓ IS THE SCENE SAFE?

Acknowledgment 
of Emergency 
Call:

● The receiver of the call will confirm back and acknowledge that he understood the 
transmission by REPEATING THE ABOVE MENTIONED INFORMATION.

CHANNEL 1 ● When an emergency call is transmitted, personnel will clear all channels and  
standby. The Command Staff may direct them  to  carry out specific tasks related to 
the response.

● Channel 1 will then be designated as the Emergency response channel 

Update Incident 
Commander

● Wait for Incident Commander to arrive on-scene
● Notify Incident Commander of all response actions taken

NOTE ● Fixed on-site radio stations are located inside  Substations 3 &  6, Berth #2 Life Jacket 
Shack, all rainbird and Big Bertha pump houses.
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FIRE✓–✓General Response

FIRE RESPONSE
When fire is discovered:

TRY TO REMAIN CALM

If you discover or 
are advised of a 
fire:

● Immediately contact Westshore Operations Coordinator 20
● Activate the nearest fire alarm pull station
● Verbal notification to people nearby

For all emergencies
the radio call 
should be:

● Announce emergency on Channel One (1) or External 604.946.3469 Internal 469

“EMERGENCY, EMERGENCY, EMERGENCY"

then✓“STATE✓TYPE✓OF✓EMERGENCY”

Contact Operations
Tower
By Radio on 
Channel 1

● Provide the following details:

✓ WHAT HAPPENED?
✓ WHERE DID IT HAPPEN?
✓ WHEN DID IT HAPPEN?
✓ WHO DID IT HAPPEN TO?
✓ WHAT IS THE EXTENT OF THE INJURIES?
✓ WHAT HELP IS NEEDED?
✓ WHAT IS YOUR NAME?
✓ IS THE SCENE SAFE?

Acknowledgment 
of Emergency Call:

● The receiver of the call will confirm back and acknowledge that he understood the 
transmission by REPEATING THE ABOVE MENTIONED INFORMATION.

EVACUATE ● Evacuate the building/area immediately
● Take only your personnel items with you that are within your reach
● Proceed to designated muster stations
● Fire warden will assist with egress and accountability
● Do not re-enter the building/area until it is safe to do so

EXTINGUISH ● If it is a small contained incipient fire or if 911 has been notified
● If there is an available charged fire extinguisher nearby
● A water truck is available (if applicable)
● If there is a clear means of egress identified
● Evacuation is underway

Update Incident 
Commander

● Wait for Incident Commander to arrive on-scene
● Notify Incident Commander of all response actions taken
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MEDICAL✓EMERGENCY✓–✓General Response

MEDICAL EMERGENCY
First WTLP employee on scene shall:
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TRY TO REMAIN CALM

If you discover or 
are advised of an 
emergency: 

● Immediately contact Westshore Operations Coordinator 20

For all emergencies
the radio call 
should be:

● Announce emergency on Channel One (1) or External 604.946.3469 Internal 469

“EMERGENCY, EMERGENCY, EMERGENCY"

then✓“STATE✓TYPE✓OF✓EMERGENCY”

Contact Operations
Tower
By Radio on 
Channel 1

● Provide the following details:

✓ WHAT HAPPENED?
✓ WHERE DID IT HAPPEN?
✓ WHEN DID IT HAPPEN?
✓ WHO DID IT HAPPEN TO?
✓ WHAT IS THE EXTENT OF THE INJURIES?
✓ WHAT HELP IS NEEDED?
✓ WHAT IS YOUR NAME?
✓ IS THE SCENE SAFE?

Acknowledgment 
of Emergency Call:

● The receiver of the call will confirm back and acknowledge that he understood the 
transmission by REPEATING THE ABOVE MENTIONED INFORMATION.

Ensure Scene 
Safety

● Shutdown any equipment or power that may impede access to the patient or 
jeopardize the safety of responders

● Do not attempt a rescue or provide first aid to the patient until the scene is safe 
and free of hazards

●

Provide First Aid & 
Patient Comfort 

● Do your best to provide first aid to the patient within the scope of your 
knowledge, skills and ability until the WTLP First Aid attendant arrives on scene

● Do not move any patient with a suspected spinal injury
● Provide patient comfort (reassurance, blanket, jacket etc.)
● Do not leave the patient alone 
● Provide patient updates to the Operations Tower as the situation requires

Update Incident 
Commander

● Wait for Incident Commander to arrive on-scene
● Notify Incident Commander of all response actions taken

MAN✓IN✓WATER✓–✓General Response

MAN IN WATER
First WTLP employee on scene shall:
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TRY TO REMAIN CALM

If you discover or 
are advised of an 
emergency: 

● Immediately contact Westshore Operations Coordinator 20

For all emergencies
the radio call 
should be:

● Announce emergency on Channel One (1) or External 604.946.3469 Internal 469

“EMERGENCY, EMERGENCY, EMERGENCY"

then✓“STATE✓TYPE✓OF✓EMERGENCY”

Contact Operations
Tower
By Radio on 
Channel 1

● Provide the following details:

✓ WHAT HAPPENED?
✓ WHERE DID IT HAPPEN?
✓ WHEN DID IT HAPPEN?
✓ WHO DID IT HAPPEN TO?
✓ WHAT IS THE EXTENT OF THE INJURIES?
✓ WHAT HELP IS NEEDED?
✓ WHAT IS YOUR NAME?
✓ IS THE SCENE SAFE?

Acknowledgment 
of Emergency Call:

● The receiver of the call will confirm back and acknowledge that he understood the 
transmission by REPEATING THE ABOVE MENTIONED INFORMATION.

Ground Level 
Response

● Throw a buoyancy device(s) as close to the individual as possible

✓ Take into consideration movement of the ocean and the tide. 
✓ If the device does not reach the person initially, current may float the device 

downstream to them.

● If at a Berth - deploy a life ring and / or Dan buoy

Ship Loader 
Operator Response

● Operator should stop the loader and immediately contact the Operations Control 
Tower by radio on channel 1:

  identify himself 
 the location of the man in the water 
 provide other incident details as per the WTLP Emergency Reporting 

Procedures.

● Remain in the cab and try to maintain continual visual contact with the man in 
water. 

Update Incident 
Commander

● Wait for Incident Commander to arrive on-scene
● Notify Incident Commander of all response actions taken

BOMB✓THREAT✓–✓General Response

BOMB THREAT
WTLP Employee receiving a bomb threat shall:
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TRY TO REMAIN CALM

Most bomb threats are made by telephone. When you are prepared for such a call, you can respond in a
calm manner, ask for specific information about the bomb and listen for some identifying characteristics of

the caller.

When speaking to
the bomb threat 
caller

● LISTEN.
● BE CALM AND COURTEOUS.
● DO NOT INTERRUPT THE CALLER.
● OBTAIN AS MUCH INFORMATION AS YOU CAN BY ASKING THE FOLLOWING 

QUESTIONS:

✓ WHEN IS THE BOMB GOING TO EXPLODE? 
✓ WHAT DOES IT LOOK LIKE? 
✓ WHAT KIND OF BOMB IS IT? 
✓ WHAT WILL CAUSE IT TO EXPLODE? 
✓ WHY DID YOU PLACE THE BOMB? 
✓ WHAT IS YOUR NAME? 
✓ WHAT IS YOUR ADDRESS? 

Document as 
much of the 
details of the 
bomb threat call 
as possible

● Date:
● Time (include a.m. or p.m.)
● Duration of call
● Exact wording of threat
● Was the caller male or female?
● Did they have an accent?
● Characteristics of their voice:

✓ Familiar
✓ Loud
✓ Soft
✓ Fast
✓ Slow
✓ Calm
✓ Emotional
✓ Vulgar

● Were there background noises?
● Was the caller familiar with the WTLP site and/or staff?

When the call has 
concluded, 
immediately 
contact by phone:

● Immediate Supervisor
● Superintendent 
● Operations Tower 

ACT✓OF✓VIOLENCE✓–✓General Response

ACT OF VIOLENCE
WTLP employee shall:



33
Emergency Contingency Program 
WTLP Occupational Health and Safety Manual
Created:  December 2000
Reviewed: September 2016

Acts of violence are unpredictable and evolve quickly.  Quickly determine the most
reasonable way to protect your own life

COMMUNICATION
9-1-1

Try to remain calm 

Information to provide 9-1-1 call taker:
 Location of the perpetrator(s) on the WTLP site
 Number of perpetrators, if more than one
 Physical description of perpetrator(s)
 Number and type of weapons held by the perpetrator(s)
 Number of potential victims

EVACUATE If there is an accessible escape path, attempt to evacuate the area:
 Have an escape route & plan in mind
 Evacuate regardless of whether others agree to follow
 Leave your belongings behind
 Help others escape, if possible
 Call 9-1-1
 Prevent individuals from entering an area where the perpetrator may be
 Keep your hands visible
 Follow the instructions of the Police

HIDE OUT If evacuation is not possible, find a place to hide where the perpetrator is less likely to 
find you. Your hiding place should be:

 out✓of✓the✓perpetrator’s✓view

 Provide protection if shots are fired in your direction
 If you are in an office secure the door
 If you are in a hallway get into an office and secure the door
 Silence your smartphone
 Turn off any sources of noise
 Remain quiet

TAKE ACTION If evacuation & hiding out are not possible:
● Dial✓9-1-1,✓if✓possible,✓to✓alert✓police✓to✓the✓perpetrator’s✓location
● If you cannot speak, leave the line open and allow the call taker to listen

As a last resort, and only when your life is in imminent danger, attempt to disrupt 
and/or incapacitate the perpetrator by:

● Acting aggressively as possible against him/her
● Throwing items and improvising weapons
● Yelling
● Committing to your actions
● Were there any background noises that could heard

DANGEROUS✓GOODS✓INCIDENT✓–✓General

DANGEROUS GOODS INCIDENT RESPONSE
First WTLP employee on scene shall:



34
Emergency Contingency Program 
WTLP Occupational Health and Safety Manual
Created:  December 2000
Reviewed: September 2016

TRY TO REMAIN CALM

When a spill occurs involving a petroleum based product or hazardous material it is
essential to minimize risk to persons and property. An incident of this type may originate

at, and affect the WTLP site as well as GCT.

If you discover or 
are advised of an 
emergency: 

● Immediately contact Westshore Operations Coordinator 20

For all 
emergencies the 
radio call should 
be:

● Announce emergency on Channel One (1) or External 604.946.3469 Internal 469

“EMERGENCY, EMERGENCY, EMERGENCY"

then✓“STATE✓TYPE✓OF✓EMERGENCY”

Contact 
Operations Tower
By Radio on 
Channel 1

● Provide the following details:

✓ WHAT HAPPENED?
✓ WHERE DID IT HAPPEN?
✓ WHEN DID IT HAPPEN?
✓ WHO DID IT HAPPEN TO?
✓ WHAT IS THE EXTENT OF THE INJURIES?
✓ WHAT HELP IS NEEDED?
✓ WHAT IS YOUR NAME?
✓ IS THE SCENE SAFE?

Acknowledgment 
of Emergency 
Call:

● The receiver of the call will confirm back and acknowledge that he understood the 
transmission by REPEATING THE ABOVE MENTIONED INFORMATION.

Ensure scene 
safety  

● Turn off all nearby power equipment and vehicles
● If safe to do so activate fuel shutoff emergency stop
● Extinguish all smoking materials
● Prevent people entering the spill area and disrupting the product and/or 

contaminating themselves 
● B efore making a  radio  transmission ensure you are not near a vapour 

concentration as portable radios can spark during transmission
● Move upwind from spill

Attempt to 
contain or confine
the product

● Don available personal protective equipment:
✓ If available shut off the product supply 
✓ use the spill response equipment
✓ Prevent product from entering into lower portions of buildings and 

underground utilities 

Document ● Take photographs of:
✓ The spill
✓ The product container
✓ The placards on the container
✓ The ship, if the spill originated from a ship
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FUEL-PROPANE. 
GASOLINE, 
DIESEL

 Stage upwind from leak
 Turn off all nearby power equipment and vehicles
 Extinguish all smoking materials if possible

 Prevent entrance of gas into lower portions of buil dings and underground 
utilities

 Before making a  radio  transmission ensure you are not near a vapour 
concentration as portable radios can spark when the mic is keyed.

 If there is a valve available that can be safely accessed 
 Keep your head away from the valves on your tank or cylinder
 A sudden release of propane liquid from the safety relief valve  could result in 

serious injury
 Have a water source or fire extinguisher nearby
 Have an identified clear means of egress 

Update Incident 
Commander

 Wait for Incident Commander to arrive on-scene
 Notify Incident Commander of all response actions taken

EARTHQUAKE✓–✓General

EARTHQUAKE

TRY TO REMAIN CALM
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The first sign of an earthquake may be loud bang or roar. The ground may start to pitch
and roll like a ship on the ocean for several seconds to minutes.  Aftershocks may occur

over the following hours or days.

If indoors Drop,✓Cover✓&✓Hold✓–On:✓

● Take immediate cover under tables or desks, or crouch against an interior wall 
(do not stand in a doorway because you become a silhouette for a shrapnel 
hazard) that will offer protection against flying glass or debris.  Keep away from 
windows to avoid flying glass.  Do not stand under light fixtures, near stock 
shelves, etc.

✓ Do not leave cover until the shaking completely stops.
✓ Remain there for 60 seconds after shaking stops

● After a major shock, evacuate the Terminal Buildings as in a fire, REMEMBER, 
additional shocks or tremors may occur.

● Keep calm.  Do not run outdoors.  Watch for falling debris or electrical wires 
when leaving the Terminal Buildings/Equipment.

● Proceed safely to the designated muster station
● If fire occurs, sound the alarm (Westshore 20) and follow procedures outlined in 

the "Fire Response" section of the ECP.
● If qualified, render first-aid to those in need.  If not qualified, assist those 

rendering/requiring first-aid.
● Report any missing persons to the IC
● Landline telephones are to be reserved for emergency use only.

If outdoors: ● Stay in the open, away from equipment, buildings and power lines. 
● Proceed safely to the designated muster station

Wait for designated Incident Command responder to arrive 

If in a vehicle or 
machine

● When safe to do so, stop the vehicle/machine away from other equipment, 
powerlines and hazardous areas 

● After the shaking has stopped, and it is safe to do so, evacuate the machine
● REMEMBER, additional shocks or tremors may occur
● Proceed safely to the designated muster station

Post-earthquake 
update 

 Notify Incident Commander of your status and location

TSUNAMI✓–✓General

TSUNAMI ALERT

TRY TO REMAIN CALM
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Tsunamis are rare events and not all earthquakes will generate a tsunami. If a wave has
been generated by a Cascadia subduction earthquake, the estimated time of arrival at

Roberts Bank is approximately two hours from the time of the initial earthquake.

NOTIFICATION OF
TSUNAMI

● Generally, a tsunami will follow a very large earthquake 
● The Provincial N otification system (PENS) that will notify coastal communities 

of an inundating tsunami.
● Emergency Management BC will broadcast, official tsunami alerts and 

information by radio, television, telephone, text message, social media, & 
weather radios. 

● The Canadian Coast Guard’s Marine Communications Traffic Services 
broadcasts tsunami alerts to mariners.

● Emergency Management divides the coastal communities into zones .  Metro 
Vancouver including Westshore Terminals are located in Notification Zone E.

SIGNS  An Earthquake that lasts for more than 20 seconds
 Rapid and unexpected recession of ocean levels below the expected low tide. 

This can occur minutes before the shoreline is struck by a tsunami.
 According to Emergency Management BC., a  t sunami would reach  Delta 

approximately 2 hours after a Cascadia Subduction Zone earthquake 

ACTIONS ● Incident Commander will initiate the evacuation order on all WTLP radio 
channels and conduct a sweep of the terminal by vehicle

● Evacuate the site by vehicle or other means of transport
● Car pool to limit the number of vehicles evacuating Roberts Bank

DURING EVENT

● If a tsunami warning has been issued and there is time, move to higher ground
● If you cannot get to higher ground in time, go indoors and stay to the landward 

side of the structure away from windows.
● Be aware - there may be multiple waves.

AFTER EVENT ● There may be flood waters that can be dangerous to walk or drive through. 
Before driving  anywhere,  it is best to listen to rescue officials, who will be 
coordinating evacuation plans. 

● Meet at the nearest WTLP Muster station  or designated offsite location  for a 

https://www.flickr.com/photos/emergencyinfobc/13087476114
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site accountability check. 

EVACUATION✓–✓General

EVACUATION

TRY TO REMAIN CALM

Evacuation may be co-ordinated with GCT regarding designated safe evacuation areas
and shelters in the event of inclement weather or other hazards.
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ACTION
Upon hearing an evacuation alert and being advised of a safe area;

 All non-designated employees will proceed to an evacuation muster stations 
and report to their Manager, Superintendent or Foreman.

 All contractors and visitors shall report to their WTLP representative at an 
evacuation assembly area

 Ship’s crew on berthed vessels shall be advised of the evacuation order and 
safe assembly area.

 Once evacuated,  n o person is permitted to re - enter any evacuated area until 
advised by the IC or Fire Department representative.

IF ORDERED TO EVACUATE  DO  NOT  COLLECT PERSONAL BELONG ING S, FINISH 
WORK OR REMAIN AT YOUR WORK STATION.

LEAVE THE TERMINAL IF TOLD TO DO SO.

MUSTER

Muster stations are designated areas where personnel gather in an emergency so that 

a “head count” can be taken and instructions can be passed onto personnel through 

the Incident Commander.   The Incident Commander may deem an alternate or 

additional muster station incident dependant.

MUSTER STATION A:  BACK OF MAIN BUILDING

MUSTER STATION B:  FRONT OF MAIN BUILDING AT SECURITY POST

MUSTER STATION C:  RESERVOIR 5

MUSTER STATION D:  TECK/ SAMPLERS BUILDING 

MUSTER STATION E:✓DUMPER✓31✓–✓SOUTH✓SIDE

Designated 
Evacuation 
Personnel Duties

 Alert and assist all persons to evacuate an area. The designated evacuation 
person shall be the last person to leave an area, ensuring all area doors are 
closed and all occupants have evacuated,

 Check all washrooms, ensuring all occupants have evacuated,
 Conduct a head count and report to the Incident Commander,
 Convene at the assembly area to  provide assistance  o r receive direction from 

the Incident Commander.
 Restrict anyone from going back into an evacuation area under any 

circumstances until given permission
 Co-ordinate with the Incident Commander   for temporary  relocation facilit ies for 

occupants
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IMMEDIATE ACTION PLANS

The IMMEDIATE ACTION PLANS require trained ICS Responders to use the following appendices: 

A. Emergency Telephone Numbers

B. Incident Command Structure

C. Activation of Incident Command System Organizational Structure Flowchart

D. Incident Briefing Form C-201

E. Muster Stations

F. Emergency Container Contents

G. 200 Person Kit Contents

H. Above Ground Storage Tanks Fire and Spill Response 

FIRE- Immediate Action Plan

FIRE
Immediate Action Plan

 
ACTIVATION IDENTIFIED BY  Level of response will be determined by Incident Commander 
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 Determined that fire exceeds incipient response level 

INITIAL ACTIONS  Immediately contact Westshore Operations Coordinator 20

 Incident Commander assesses size of fire

ACTIVATE ICS STRUCTURE (OPS)  Incident Commander function activated

 Activate Incident Command Post and issue Command attire

 Accountability of Personnel

NOTIFICATIONS  Call 911

 Notify Port Metro Vancouver-initiate gate access

 Notify Westguard- Marshall vehicles

 Notify Westshore Security- initiate gate access

 Notify Deltaport (GCT) 

 Notify Westshore First Aid

NEXT STEPS  Determine appropriateness of deploying water truck

SCENE INTEGRITY (OPS)  Incident Commander (IC) on scene

 Secure and clear area

 If safe to do so  i nstruct employees to electrically isolate affect ed  

area 

 Assign Foreman/ personnel  to meet  e mergency vehicles at 

Westshore Security gate entry point 

 Post  p erson/  p eople at gates to direct and accompany emergency 

vehicles 

 Deploy First Response Truck 

INTERNAL STAFF 

COMMUNICATIONS

 Prepare instructions to employees based on fire characteristics

FIRE✓–✓Command✓Staff✓Prompts

FIRE

Command Staff Prompts

REMAIN CALM  Gather as much information from the witness/caller as possible
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 Determine level of emergency and activate the ECP accordingly

COMMUNICATION  Channel 1 is now dedicated to the incident

 Activate & assume command positions

 Advise staff to remain at their workstations and standby for further instructions

 Contact Emergency Services 9-1-1

 C ontact  Port of Vancouver  Operations to ensure access for response vehicles is 

permitted

 Notify Westguard that Emergency Services will be attending site 

 Notify WestshoreSecurity that there is an emergency incident underway 

 Confirm that power has been shut off if incident requires

 All✓transfer✓of✓command✓will✓be✓by✓a✓“face✓to✓face”✓incident briefing 

 If requested, form Unified Command with emergency services

 Dispatch personnel to escort emergency services to the incident or staging area. 

 Dispatch the WTLP First Aid attendant to respond to the scene or stand-by

 Update Management when required

 Organize & participate in Command staff briefings.

 Participate in the Post Incident Review

PLAN  Define incident objectives
 Build strategies
 Determine tactics
 ICS Command Structure
 What resources are required to mitigate situation
 Consider scene safety 
 Periodically re-evaluate response strategies and tactics for efficiency

ACTION  Only begin response/mitigation procedures using WTL P  staff if the scene is 
stable 

 Request equipment and/or personnel resources required to mitigate emergency 
through the Incident Commander.

 Assign an individual to control access to incident scene
 Continuously evaluate scene safety
 Document all actions, times and outcomes
 Track resources and maintain personnel accountability 

SPECIAL 

OPERATIONS

 Consider the location of the  f ire and the specific response actions and resources 
that may be required for that type of fire. E.g. Sample Plant  f ire, Structure fire, 
etc.

 If required, confirm that power and gas supplies have been shut down.

FIRE LOCATION
WHERE IS THE FIRE? 
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STUCTURE FIRE ● Call 9-1-1
● Fire wardens will assist with evacuations
● Dispatch water trucks
● WTLP Personnel and site visitors evacuate to designated muster stations
● Accountability
● Activate sprinkler system in Sample Plant

CONVEYER 
BELT FIRE

● Keep conveyor belt moving
● Dispatch water trucks
● Deluge hot rollers with water     

PROPANE TANK 
FIRE

● Evacuate the area and nearby buildings
● Call 9-1-1
● Do not extinguish the fire
● Dispatch water trucks to cool the tank from a safe distance
● If safe to do so: shut off the fuel supply
● Stage upwind from fire/leak and tank ends
● In the event of fire extinguishment due to water application, continue to 

apply water on leaking tank until Fire Official recommends otherwise

SHIPBOARD 
FIRE 

● Notify Coast Guard/ SEASPAN 
● Notify✓Ship’s✓crew✓to✓evacuate
● Call 9-1-1
● Safeguard and move ship loaders away from ship

MEDICAL EMERGENCY- Immediate Action Plan
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MEDICAL EMERGENCY 

Immediate Action Plan 

ACTIVATION IDENTIFIED BY  Level of response will be determined by Incident Commander

INITIAL ACTIONS  Call to OPS Coordinator 

 Confirm nature of injury and event details

ACTIVATE ICS STRUCTURE 

(OPS)

 Incident Commander function activated

 Activate Incident Command Post and issue Command attire

 Accountability of Personnel 

NOTIFICATIONS  Call 911

 Notify Port of Vancouver-initiate gate access

 Notify Westguard- Marshall vehicles

 Notify Westshore Security- initiate gate access

 Notify Deltaport (GCT) 

 Notify Westshore First Aid

SCENE INTEGRITY (OPS)   Incident Commander (IC) on scene

 Secure and clear area

 If safe to do so  i nstruct employees to electrically isolate affect ed  

area 

 Assign Foreman to meet  e mergency vehicles at Westshore Security 

gate entry point 

 Post  p erson/ p eople at gates to direct and accompany emergency 

vehicles 

 Deploy First Response Truck 

NEXT STEPS (SERIOUS EVENT/ 

FATALITY) 

 Enter Unified Command 

 Activate EOC

 Prepare for Media responses

 Plan for scale of operational shutdown 

 Prepare for Critical Incident Stress Management 
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MEDICAL✓EMERGENCY✓–✓Command✓Staff✓Prompts

MEDICAL EMERGENCY 
Command Staff Prompts

REMAIN CALM  Gather as much information from the witness/caller as possible
 Determine level of emergency and activate the ECP accordingly

COMMUNICATION  Channel 1 is now dedicated to the incident
 Assume command 
 Have the WTLP First Aid attendant respond to the scene.
 Contact Emergency Services 9-1-1
 C ontact  Port of Vancouver  Operations to ensure access for response 

vehicles is permitted
 Notify Westguard that Emergency Services will be attending site 
 Notify Westshore Security that there is an emergency incident underway 
 Notify Security that there is an emergency incident underway.

 Dispatch personnel to escort emergency services to the incident or staging 
area. 

 Maintain continuous radio/smartphone communication with WTLP First Aid 
Attendant throughout incident.

 Dispatch an IC to the scene. 
 Update Management when required.
 Participate in the Post Incident Review.

ACTIONS  Coordinate with WTLP First Aid Attendant for resource requirements.
 Assign an individual to control access to incident scene.
 Track & document deployed staff, resources & actions. 
 Meet with emergency services representatives.
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MAN IN WATER- Immediate Action Plan

MAN IN WATER

Immediate Action Plan

 
ACTIVATION IDENTIFIED BY  Level of response will be determined by Incident Commander

INITIAL ACTIONS  Call to OPS Coordinator 

 Ops Coordinator to give clear instructions to anyone on sit e  with 

visual contact:

o Confirm and maintain visual contact

o Throw life ring

o Deploy Dan Buoy

ACTIVATE ICS STRUCTURE 

(OPS)

 Incident Commander Function Activated

 Activate Incident Command Post and issue Command attire

 Accountability of Personnel 

NOTIFICATIONS  Broadcast a MAYDAY to Coast Guard on VHF ch16 

 Call 911

 Notify Port Metro Vancouver-initiate gate access

 Notify Westguard- Marshall vehicles

 Notify Westshore Security- initiate gate access

 Notify Deltaport (GCT) 

 Notify Westshore First Aid

SCENE INTEGRITY (OPS)   Incident Commander (IC) on scene

 Secure and clear area

 Assign Foreman to meet emergency vehicles at PMV entry point 

 Post  p erson/ p eople at gates to direct and accompany emergency 

vehicles 

 Deploy First Response Truck 

NEXT STEPS (SERIOUS EVENT/ 

FATALITY) 

 Enter Unified Command 

 Activate EOC

 Prepare for media responses

 Plan for scale of operational shutdown 

 Prepare for Critical Incident Stress Management
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MAN IN WATER✓–✓Command Staff Prompts

MAN IN WATER
Command Staff Prompts

REMAIN CALM  Gather as much information from the witness/caller as possible
 Determine level of emergency and activate the ECP accordingly

COMMUNICATION  Channel 1 is now dedicated to the incident
 Contact CSPAN/Coast Guard – VHF Channel 16 -May Day call 
 Activate & assume command positions
 Advise staff to remain at their workstations and standby for further 

instructions
 Contact Marine Emergency Services on VHF radio
 Contact Emergency Services 9-1-1
 C ontact  Port of Vancouver  Operations to ensure access for response vehicles 

is permitted
 Notify Westguard that Emergency Services will be attending site 
 Notify Westshore Security that there is an emergency incident underway 
 Dispatch personnel to escort emergency services  from Gate  to the incident or 

staging area. 
 Have the WTLP First Aid attendant respond to the scene
 Update Management when required
 Participate in the Post Incident Review

PLAN  Define incident objectives
 Build strategies
 Determine tactics
 ICS Command Structure
 Scene safety
 Consider the ocean and conditions prior to response operations.

ACTION  Only begin response/mitigation procedures using WTLP staff if the scene is 
stable 

 Is the WTLP safety boat a deployable resource for this incident?

 Request equipment and/or personnel resources required to mitigate 
emergency through the Incident Commander

 Assign an individual to control access to incident scene
 Document all actions, times and outcomes 
 Track resources and maintain personnel accountability
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BOMB THREAT- Immediate Action Plan

BOMB THREAT

Immediate Action Plan 

ACTIVATION IDENTIFIED BY  Level of response will be determined by Incident Commander

INITIAL ACTIONS  Call to OPS coordinator 

 Determine level of threat 

ACTIVATE ICS STRUCTURE 

(OPS)
If an On✓–✓Site✓incident:

 Incident Commander function activated

 Activate Incident Command Post and issue Command attire

 Accountability of personnel 

 Unified response initiated on arrival of emergency service

If an incident at Deltaport GCT:
 Contact or be contacted by GCT

 Determine level of threat

 Determine relevant Westshore response 

NOTIFICATIONS  Call 911

 Notify Port Metro Vancouver-initiate gate access

 Notify Westguard- Marshall vehicles

 Notify Westshore Security- initiate gate access

 Notify Deltaport (GCT) 

 Notify Westshore First Aid

 Notify vessels

MUSTER AND EVACUATION  If necessary, muster

 Determine need to evacuate 
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BOMB✓THREAT✓–✓Command✓Staff Prompts

BOMB THREAT
Command Staff Prompts

REMAIN CALM
 Gather as much information from the witness/caller as possible

COMMUNICATION ● Contact Management to discuss:
 If the threat is valid?
 If evacuation of the terminal is necessary?
 Contacting Police?
 Contacting GCT?

● If evacuation is ordered, advise all personnel to:
 Take with them all personal property, such as bags, briefcases, purses    
 Unlock drawers, cabinets, etc. for search crew.
 Don’t✓touch✓or✓move✓anything✓-✓report✓any✓suspect✓object.
 Evacuate the building/area immediately
 Proceed to designated muster station
 Fire Warden will assist with egress and accountability

● Do not re-enter the building/area until the all clear is given by a Police Officer 
or Fire Warden
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DANGEROUS GOODS- Immediate Action Plan

DANGEROUS GOODS

Immediate Action Plan

 
ACTIVATION IDENTIFIED BY  Level of response will be determined by Incident Commander

INITIAL ACTIONS  Call to OPS Coordinator 

 Determine level of threat 

ACTIVATE ICS STRUCTURE 

(OPS)
If an On✓–✓Site✓incident:

 Incident Commander function activated

 Gather SDS information

 Determine hazardous threat

 If fuel refer to Appendix H of ECP 

If an incident is at Deltaport GCT:
 Contact or be contacted by GCT 604-267-5541

 Gather SDS information

 Determine hazardous threat 

 Establish safety response as determined by dangerous goods

 Activate Incident Command Post and issue Command attire

 Accountability of personnel

 Determine level of threat

 Determine relevant Westshore response 

NOTIFICATIONS If an incident at Deltaport GCT:
 Notify employees with known details 

MUSTER AND EVACUATION If an incident at Deltaport GCT:
 Dependent upon information provided: 

o Muster

o Determine need to evacuate 

CLEAN UP If an On✓–Site incident:
 Initiate containment and clean up
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DANGEROUS GOODS INCIDENT✓–✓Command✓Staff✓Prompts

DANGEROUS GOODS INCIDENT
Command Staff Prompts

REMAIN CALM  Gather as much information from the witness/caller as possible
 Determine level of emergency and activate the ECP accordingly



COMMUNICATION  Channel 1 is now dedicated to the incident
 Activate & assume command positions - if required.  
 Advise staff to remain at their workstations and standby for further 

instructions
 Contact Marine Emergency Services on VHF radio
 Contact Emergency Services 9-1-1
 C ontact  Port of Vancouver  Operations to ensure access for response vehicles 

is permitted
 Notify Westguard that Emergency Services will be attending site 
 Notify WestshoreSecurity that there is an emergency incident underway 
 Dispatch personnel to escort emergency services  from gate  to the incident or 

staging area. 
 Have the WTLP First Aid attendant respond to the scene or standby.
 If requested, form Unified Command with Emergency Services
 Update Management when required
 Organize & participate in Command staff briefings.
 Participate in the Post Incident Review


SPECIAL 
CONSIDERATIONS

 Decontamination/first aid  of WTLP staff that may have been exposed  to the 
product

 Consider weather impacts they may have on the spill and product.
 Consider the location of the spill and the specific response actions that may 

be required to mitigate the situation at that location. E.g. GCT, ship, etc.
 Spill may require a Shelter in Place strategy where no action until situation is 

mitigated by emergency services.
 Coordination with GCT if the spill originated from their site.
 If necessary, evacuation of the terminal
 If product can  be identified use the Safety Data Sheets ( SDS) to refer to safe 

distances and spill mitigation measures. 

PLAN  Incident action planning
 Define incident objectives
 Build strategies
 Determine tactics
 What resources are required to mitigate situation
 What are the safety concerns

ACTIONS  Establish a perimeter based on product and spill size
 Assign an individual to control access to incident scene.
 Record and track on scene staff, visitors, actions, times and outcomes.
 Document all actions 
 Track deployed resources and staff
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COMMAND STAFF PROMPTS
Fuel 

COMMUNICATION  In the case of ANY fuel leak or spill, notify Environment Canada
 For  f uel  f ires or  s pills in excess of 100 litres, immediately  notify  Provincial 

Emergency Program (PEP).
 Notify Greg Andrew✓–✓Director,✓Environmental✓Services✓

 Contact and coordinate Environmental Cleanup services 

ACTIONS  Any large spillage from the tankage area must be contained at the T3 
containment ditch. Pump 658 must be tagged out until the spilled product has 
been removed.

 All ignition sources within the area must be eliminated or restricted. The use 
of motor vehicles will also be restricted or eliminated.

 If safe to do so, proceed to  shut down  the pumping equipment related to the 
leaking or burning tank.

 If safe to do so, close the emergency shut off valve(s) associated with the 
leaking or burning tank.

PLAN  See Appendix H for specifics relating to fuel
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EARTHQUAKE- Immediate Action Plan

EARTHQUAKE

Immediate Action Plan

 
ACTIVATION IDENTIFIED BY  Upon the occurrence of an earthquake

INITIAL ACTIONS  Drop, cover, hold on 

 Confirm if location is safe to work from 

ACTIVATE ICS STRUCTURE 

(OPS)

 Incident Commander function activated

 Activate Incident Command Post and issue Command attire

 Accountability of personnel

 Activate EOC 

NOTIFICATIONS  Notify staff to proceed to muster stations 

MUSTER AND EVACUATION  Develop evacuation plan

 Identify alternative evacuation routes from site

 Muster personnel  

 Notify Westshore Security to open gates 

RAPID DAMAGE ASSESSMENT  Rapid damage assessment on site facilities

 Rapid damage assessment on ICP 

 Rapid damage assessment on EOC

 Rapid damage assessment on vessels and trains 

NEXT STEPS  Plan for offsite accountability of personnel 

 Plan for offsite EOC

 Plan for offsite ICP

 Plan for return to site 
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EARTHQUAKE✓–✓Command✓Staff✓Prompts

EARTHQUAKE
Command Staff Prompts

The EOC will be activated  as soon as possible  post-earthquake  to support the IC and the WTLP staff. 
Command duties will  be  initiated by the Operations Coordinator  and eventually the IC role & responsibilities 
will be assumed by a manager. If possible, transfer of command will be face to face.

REMAIN CALM

 Drop, cover, hold-on & protect yourself.
 Gather as much information from the witness/caller as possible
 Activate the ECP accordingly

 Determine if radio system is working


COMMUNICATION

 If radio system is working:
 IC to broadcast on all channels: 

 EMERGENCY-EMERGENCY-✓EMERGENCY–✓EARTHQUAKE

 Identify yourself as the Incident Commander and that you will be ass uming 
command of the incident

 Advise personnel that  Channel 1  is  now the c hannel  dedicated to the In cident 
Commander communications

 Advise staff to remain at their workstations for a minute after  the  shaking has 
stopped and then if safe to do so proceed to their nearest muster station

 Perform a status and roll call of the site on all channels (if they are working)



DELEGATE

 Dispatch an Operations Foreman to assume the role as IC
 Operations Coordinator assumes the role of Liaison Officer 
 Have the WTLP First Aid attendant on stand-by

SPECIAL 
OPERATIONS

 IC  gather s information  from reports, personal visual information and other 
WTLP staff to plan response based on the following:

 Life safety issues
 Operations
 Environment
 Possible evacuation 
 Consider possible aftershocks
 Work with GCT representatives to combine response.
 Participate in Command staff briefings
 Participate in the Post Incident Review


PLAN

 In consultation and collaboration with  the EOC  develop an Incident Action Plan 
based on response priorities:

 Life Safety
 Operations
 Environment 

 Response actions
 Define incident objectives
 Build strategies
 Determine tactics
 What resources are required to mitigate situation?
 What are the safety concerns?
 Establish shelter and supplies
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TSUNAMI- Immediate Action Plan

TSUNAMI

Immediate Action Plan 

ACTIVATION IDENTIFIED BY  Upon the receipt of a tsunami  notification  that is a “WARNING” 

level.

INITIAL ACTIONS  Review alert levels and recommended action in tsunami notification 

 Confirm source of information (if applicable) 

 Decision made to evacuate or shelter in place 

ACTIVATE ICS STRUCTURE 

(OPS)

 Incident Commander function activated

 Activate Incident Command Post and issue Command attire

 Accountability of personnel

 Activate EOC 

NOTIFICATIONS  Notify employees of tsunami warning

 Notify off site employees and personnel to stay away

 Notify staff to evacuate (see Evacuation Immediate Action Plan)  
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TSUNAMI✓–✓Command Staff Prompts

TSUNAMI WARNING
Command Staff Prompts

NOTIFY  IC to broadcast on all channels: 
 EMERGENCY-EMERGENCY-✓EMERGENCY–✓TSUNAMI

 Identify yourself as the Incident Commander and that you will be assuming 
command of the incident.  

 Advise personnel  that Channel 1 is now dedicated as a  t sunami information 
channel and all personnel are to refrain from using it until further notice.

 Advise staff to remain at their workstations and standby for further 
instructions

 Notify Security that there is  a  t sunami warning in effect and standby for further 
information

DELEGATE  Operations Coordinator assumes the  role of Liaison Officer  and will await 
instructions on evacuation orders

 Assign an  IC  to conduct a sweep by vehicle of the WTLP site for any staff, 
visitors or ship’s crew that may have not heard the evacuation order on the 
radio.

 Once terminal is deemed clear, command staff are to evacuate as well.

COMMUNICATION  Maintain continuous radio/smartphone communication with members of 
Command Staff throughout incident.

 Provide evacuation status updates.
 Update Management when required
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EVACUATION- Immediate Action Plan

EVACUATION

Immediate Action Plan 

ACTIVATION IDENTIFIED BY  Level of response will be determined by Incident Commander

INITIAL ACTIONS  Notify employees of warning 

 Provide instructions to proceed to muster stations 

ACTIVATE ICS STRUCTURE 

(OPS)

 Incident Commander function activated

 Activate Incident Command Post and issue Command attire

 Activate EOC 

MUSTER AND EVACUATION  Develop evacuation plan

 Identify alternative evacuation routes from site

 Muster personnel  

 Notify Westshore Security to open gates  

NEXT STEPS  Plan for offsite accountability of personnel 

 Plan for offsite EOC

 Plan for offsite ICP

 Plan for return to site 
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EVACUATION✓–✓Command✓Staff✓Prompts

EVACUATION

Command Staff Prompts

The Incident Commander is responsible for ordering and managing an emergency evacuation once determined
that the nature of an emergency incident may pose significant threat to the health and safety of persons at

WTLP.  An evacuation may be ordered for a specific area or the entire terminal. A manager agrees a terminal 
evacuation.??

COMMUNICATION  Broadcast on Channel 16 the evacuation order:

 Where to go (Muster stations/ evacuate the terminal completely)
 Clear all radio channels and wait for further instructions

DELEGATE  Incident Commander will delegate positions to personnel  to assist  with  

information gathering and with the execution of evacuation orders

 Activate evacuation personnel 

SPECIAL 

OPERATIONS

 I f it is safe to do so ,   assign   an  competent person   to  conduct a sweep of the 

WTLP site for any staff, visitors or ship’s crew that may have not heard the 

evacuation order on the radio and report findings back to IC.

ACTIONS  The  IC or Liaison Officer  shall contact any vessels at berth  or site visitors  and 
advise that an evacuation order is underway and that all  people on the site   shall  
proceed to the designated muster stations or evacuate the site completely.

 The  IC   or  Liaison  shall advise the equipment operators of a pick-up location for 
transportation to the evacuation assembly area.

 Once terminal is deemed clear, command staff are to evacuate as well
 Upon being advised of the “all clear” order by the  IC  or Fire Department 

representative all persons shall resume normal duties.
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T   R   A I   N I   N   G

Any  employees and contractors must be  conversant  in  the WTLP Emergency Contingency Program.   General  

orientation will be provided by WTLP and emergency specific training/drills will be coordinated. 
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A  P  P  E   N   D I   C  E  S

A. Emergency Telephone Numbers

B. Incident Command Structure

C. Activation of Incident Command System Organizational Structure Flowchart

D. Incident Briefing Form C-201

E. Muster Stations

F. Emergency Container Contents

G. 200 Person Kit Contents

H. Above Ground Storage Tanks Fire and Spill Response 

I. Helicopter Landing Area 
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EMERGENCY TELEPHONE NUMBERS
September 2015

WESTSHORE OPERATIONS COORDINATOR  
469
604-946-3469

EMERGENCY SERVICES 911

SECURITY GATE
453 
Cell# 604-365-6761

WESTGUARD SECURITY (24/7 Operations Room)  904-267-5432

PORT OF VANCOUVER (24/7 Emergency Line- Gate Activation)  604-665-9086

COASTGUARD - Search and Rescue (24/7 Emergency line)  1-800-567-5111

NON EMERGENCY

Delta Police               604-946-4411

RCMP (Surrey) 778-290-3100

Rail Police (CP- 24/7)                   1-800-716-9132 

Delta Fire Rescue & Emergency Services 604-946-8541

Ambulance (Ladner) 604-946-2633

Delta Hospital 604- 946-1121

Coastguard -Search and Rescue 1-800-567-5111

WTLP MANAGEMENT
Glen Dudar Vice President & General Manager  604-315-6861

Andrew MacDonell Operations Manager 604-837-9833

Nick Guppy Ast. Operations Manager 604-809-4801

Peter Prince-Wright Electrical Manager 604-868-4877

Joost Van Woerden Mechanical Manager 778-554-2175

David Honsberger HR Director 604-813-0367

Gavin Wright Health & Safety Manager 604-803-4537

Ray Hudon Safety Coordinator 604-202-4188

Kris Andersen Training & Security 780-972-0755

Greg Andrew Engineering & Environmental 604-790-3753

RAILROADS

BCR Supervisor 24/7 General line     
604-940-0716 

604-946-9414

CP Rail 24/7 General line   1-800-795-7851

CN Rail 24/7 General line   1-800-668-6222

MARINE RELATED
Coast Guard Search and Rescue

24/7 Emergency line    
1-800-567-5111

GCT Deltaport Duty Superintendent

24/7 Emergency line    
604-267-5541

Port Metro Vancouver 
Operations Centre 

24/7 Emergency line    
604-665-9086

BC Ferries Tsawwassen Terminal 604- 943-9331

APPENDIX A

http://www.yellowpages.ca/bus/British-Columbia/Surrey/Royal-Canadian-Mounted-Police/100214990.html?what=royal+canadian+mounted+police&where=Delta+BC&useContext=false
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24/7 General line     

Pacific Pilot Authority 
Dispatch Centre  

24/7 General line     
604-666-6776

Seaspan Tugs Roberts Bank Harbour Despatch  604-990-3300

Tug✓–✓“Hawk”
604-862-4936

VHF Ch76 or 67

Tug✓–✓“Osprey”
604-880-1994

VHF Ch76 or 67

Tug-✓“Resolution”
604-219-1072

VHF Ch76 or 67

Tug-✓“Cape✓10”
604-220-5958

VHF Ch76 or 67

ENVIRONMENTAL AND FEDERAL

Marine Pollution Canadian Coast Guard 24/7 Emergency 
1-800-889-8852

VHF Ch16

Dangerous Goods Spill  
CANUTEC  24/7 Emergency line    1-613-996-6666

Air Quality Metro Vancouver Air Quality Control 604-432-6200

ESDC- Employment Social 

Development Canada 
Safety Officer -24/7 Emergency line    1-800-641-4049

Marine Safety/ Security   

Transport Canada 24/7 General line. 

Press 8     
1-855-859-3123

Poison Control Centre
24/7 Emergency line    1-800-567-8911

Provincial Emergency Program
24/7 Emergency line    1-800-663-3456

Gas Leaks Fortis BC 24/7 Emergency line    1-800-663-9911

Fuel Leaks 
Environment Canada Open 0800-1600. 

No emergency number 
604-664-9100

BC Hydro 24/ 7 Emergency Line 
1 888 769-3766

Fortis BC 24/ 7 Emergency Line 
1-866-436-7847 

Oil & Fuel Spill 

McRae’s✓Environmental✓Despatch

24/ 7 Emergency Line

Tervita Environmental Services

24/ 7 Emergency Line

604-940-6200

604-594-4410

Hazardous Spill Hazmat Team Quantum Murray 24/ 7 Emergency Line 1-877-378-7745

APPENDIX B
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APPENDIX C
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APPENDIX D
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INCIDENT BRIEFING (ICS 201)

1. Incident Name: 

                                       

2. Incident Number:  

                           

3. Date/Time Initiated:  

Date:  Date       Time:  HHMM

4. Map/Sketch (include sketch, showing the total area of operations, the incident site/area, impacted and

threatened areas, overflight results, trajectories, impacted shorelines, or other graphics depicting situational

status and resource assignment):

5. Situation Summary and Health and Safety Briefing (for briefings or transfer of command): Recognize 

potential incident Health and Safety Hazards and develop necessary measures (remove hazard, provide 

personal protective equipment, warn people of the hazard) to protect responders from those hazards.  

6 . Prepared 

by:
Name:                                Position/Title:                            

Signature:  

__________________

ICS 201, Page 1 Date/Time:  Date
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1. Incident Name: 

                                       

2. Incident Number:  

                           

3. Date/Time Initiated:  

Date:  Date       Time:  HHMM

1. Current and Planned Objectives 

                                                                                                                                                                                 

8. Current and Planned Actions, Strategies, and Tactics:

Time: Actions:

HHMM

HHMM

HHMM

HHMM

HHMM

HHMM

HHMM

HHMM

HHMM

HHMM

HHMM

HHMM

HHMM

HHMM

HHMM

HHMM

HHMM

HHMM

6 . Prepared 

by:
Name:                                Position/Title:                            

Signature:  

__________________

ICS 201, Page 2 Date/Time:  Date
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1. Incident Name: 

                                       

2. Incident Number:  

                           

3. Date/Time Initiated:  

Date:  Date       Time:  HHMM

9. Current Organization (fill in additional organization as appropriate):

Incident Commander

                                               

Safety Officer

Click here to enter text.

Information Officer

Liaison Officer

Operations 
Section Chief

Click here to enter text.

Planning 
Section Chief

Click here to enter text.

Logistics 
Section Chief

Click here to enter text.

Finance/Admin 
Section Chief

Click here to enter text.

6 . Prepared 

by:
Name:                                Position/Title:                                Signature:                                 

ICS 201, Page 3 Date/Time:  Date
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1. Incident Name: 

                                       

2. Incident Number:  

                           

3. Date/Time Initiated:  

Date:  DateTime:  HHMM

10. Resource Summary:

Resource

Resource

Identifier

Date/Time

Ordered ETA

A
rr

iv
e

d

Notes (location/assignment/status)

☐

☐

☐

☐

☐

☐

☐

☐

☐

☐

☐

6 . Prepared 

by:
Name: Position/Title:                              

Signature:  

_________________

ICS 201, Page 4 Date/Time:  Date
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ICS  201

Incident Briefing

Purpose.  The Incident Briefing (ICS 201) provides the Incident Commander (and the Command and General 
Staff) with basic information regarding the incident situation and the resources allocated to the incident.  In 
addition to a briefing document, the ICS 201 also serves as an initial action worksheet.  It serves as a 
permanent record of the initial response to the incident.

Preparation.  The briefing form is prepared by the Incident Commander for presentation to the incoming 
Incident Commander along with a more detailed oral briefing.

Distribution.  Ideally, the ICS 201 is duplicated and distributed before the initial briefing of the Command and 
General✓Staff✓or✓other✓responders✓as✓appropriate.✓✓The✓“Map/Sketch”✓and✓“Current✓and✓Planned✓Actions,✓
Strategies,✓and✓Tactics”✓sections✓(pages✓1–2)✓of✓the✓briefing✓form✓are✓given✓to✓the✓Situation✓Unit,✓while✓the✓
“Current✓Organization”✓and✓“Resource✓Summary”✓sections✓(pages✓3–4)✓are✓given✓to✓the✓Resources✓Unit.

Notes:

 The ICS 201 can serve as part of the initial Incident Action Plan (IAP).

 If additional pages are needed for any form page, use a blank ICS 201 and repaginate as needed.

Block
Number

Block Title Instructions

1 Incident Name Enter the name assigned to the incident.

2 Incident Number Enter the number assigned to the incident.

3 Date/Time Initiated

 Date, Time

Enter date initiated (month/day/year) and time initiated (using the 24-
hour clock).

4 Map/Sketch (include sketch, 
showing the total area of 
operations, the incident 
site/area, impacted and 
threatened areas, overflight 
results, trajectories, impacted 
shorelines, or other graphics 
depicting situational status and 
resource assignment)

Show perimeter and other graphics depicting situational status, 
resource assignments, incident facilities, and other special information 
on a map/sketch or with attached maps.  Utilize commonly accepted 
ICS map symbols.

North should be at the top of page unless noted otherwise.

5 Situation Summary and 
Health and Safety Briefing (for
briefings or transfer of 
command): Recognize potential
incident Health and Safety 
Hazards and develop necessary
measures (remove hazard, 
provide personal protective 
equipment, warn people of the 
hazard) to protect responders 
from those hazards.

Self-explanatory.
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Block
Number

Block Title Instructions

6 Prepared by

 Name

 Position/Title

 Signature

 Date/Time

Enter the name, ICS position/title, and signature of the person 
preparing the form.  Enter date (month/day/year) and time prepared 
(24-hour clock).

7 Current and Planned 
Objectives 

Enter the objectives used on the incident and note any specific problem
areas.

8 Current and Planned Actions, 
Strategies, and Tactics

 Time

 Actions

Enter the current and planned actions, strategies, and tactics and time 
they may or did occur to attain the objectives.  If additional pages are 
needed, use a blank sheet or another ICS 201 (Page 2), and adjust 
page numbers accordingly. 

9 Current Organization (fill in 
additional organization as 
appropriate)

 Incident Commander(s)

 Liaison Officer

 Safety Officer

 Information Officer

 Planning Section Chief

 Operations Section Chief

 Finance/Administration 
Section Chief

 Logistics Section Chief

 Enter on the organization chart the names of the individuals 
assigned to each position.  

 Modify the chart as necessary, and add any lines/spaces needed for
Command Staff Assistants, Agency Representatives, and the 
organization of each of the General Staff Sections.

 If Unified Command is being used, split the Incident Commander 
box.

 Indicate agency for each of the Incident Commanders listed if 
Unified Command is being used.

10 Resource Summary Enter the following information about the resources allocated to the 
incident.  If additional pages are needed, use a blank sheet or another 
ICS 201 (Page 4), and adjust page numbers accordingly.

 Resource Enter the number and appropriate category, kind, or type of resource 
ordered.

 Resource Identifier Enter the relevant agency designator and/or resource designator (if 
any).

 Date/Time Ordered Enter the date (month/day/year) and time (24-hour clock) the resource 
was ordered.

 ETA Enter the estimated time of arrival (ETA) to the incident (use 24-hour 
clock).

 Arrived Enter✓an✓“X”✓or✓a✓checkmark✓upon✓arrival✓to✓the✓incident.

 Notes (location/ 
assignment/status)

Enter notes such as the assigned location of the resource and/or the 
actual assignment and status.
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EMERGENCY CONTAINER CONTENTS

APPENDIX E

APPENDIX F
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LAST INSPECTED: 01/06/2016 Seal #

Item Qty
U.
M.

Locatio
n

1.Chainsaw c/w 2 qts chain oil, Stihl 021 1 ea

2.First Aid Kit - WCB Approved Prepackaged No. 1 1 ea

3.First Aid Kit - WCB Approved Prepackaged No. 3 1 ea

4.Slings - synthetic- nylon - 5000 lbs 12= 4 ea

5.Tarps 20 X 30ft - polyethylene with grommets 2 ea

6.Tarps 8 X 10ft - polyethylene with grommets 2 ea

7.Work gloves - leather palms 12 pr

8.Work gloves - regular cotton type 24 pr

9.Block and tackle 2 ea

1. Bunji cords - 3ft 6 ea

2. Cutting Knife - Carton opener (Olfa style) 2 ea

3. Electricians tape - 1 Box 10 ea

4. Goggles - safety 12 ea

5. Hose nozzle - Garden 1 ea

6. Hydrant wrench 2 ea

7. Universal scissors - WIS 1 ONLY 2 ea

8. Light - Bulbs 110v - (50w - for trouble-light) 12 ea

9. Light - Trouble type - 110v 4 ea

10. 5-Gallon plastic containers collapsible-empty (4.2 fl oz) 4 ea

11. Axe - Fireman's 6 lb 1 ea

12. Blankets 50 ea

13. Bolt cutters 1 ea

14. Broom - corn bristle 2 ea

15. Come-along 1 ea

16. Gasoline 2 gals in a secure can (for chainsaw) 1 ea

17. Gen Set, Honda Ser# QC02-2341891 1 ea

18. Hammer - sledge 12# - 36in handle - Elgin 1 ea

19. Hand saw 1 ea

20. Hand-panel pump 1 ea

21. Megaphone - Requires 8 AA cells 1 ea

22. Pick - c/w handle - Elgin 2 ea

23. Rope - load carrying - nylon 1/2in (5950 lb) 40= 250 ft

24. Rope - Mountain quality hemp 5/8 in (4400 lb) 200 ft

25. Rope - Twine 1/4in light duty nylon string 
120

0 ft

26. Shovels - round point - 48 in handle 2 ea

2 x 100 PERSON KIT CONTENTS
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Food & Water

34 packs- 200✓–✓400✓Calorie✓Food✓Bars✓(packaged✓6✓or✓9✓bars✓per✓sealed✓package)

300✓–✓Water✓Pouches✓(4.2✓oz)

3✓–✓Collapsible✓8L✓Water✓Containers

3✓–✓Water✓Purification✓Tablets✓(50✓count✓bottle)

Light & Communication

3✓–✓Dynamo✓AM/FM✓Radio✓Flashlights

3✓–✓Cell✓Phone✓Adapter✓Sets✓for✓Dynamo✓Flashlight✓Radios

6✓–✓Flashlights✓(with✓AA✓Batteries)

50✓–✓8✓Hour✓Light✓sticks

Shelter & Warmth

100✓–✓Emergency✓Blankets

50✓–✓Emergency✓Rain✓Ponchos

6✓–✓Tube✓Tents

3✓–✓Duct✓Tape✓(10 yard rolls)

3✓–✓6×8′✓Tarps

3✓–✓Plastic✓Sheets

3✓–✓Waterproof✓Matches✓(box✓of✓50)

6✓–✓Candles✓(boxes✓of✓6)

Survival Tools

9✓–✓Signal✓Whistles

3✓–✓Pry✓Bars

3✓–✓Multi-tool✓Knives

6✓–✓Work✓Gloves✓(pairs)

3✓–✓Emergency✓Preparedness✓Guides

Sanitation

3✓–✓5✓Gallon✓Buckets

3✓–✓Honey✓Bucket✓Toilet✓Seats

15✓–✓Toilet✓Chemicals

15✓–✓Toilet✓Liners

3✓–✓Biohazard✓Bags

3✓–✓Toilet✓Paper✓Rolls

6✓–✓2✓oz✓Hand✓Disinfectant

3✓–✓1 gallon Zip Lock Bags

3✓–✓Gloves✓(pairs)

First Aid

3✓–✓165✓Pc✓First✓Aid✓Kits

100✓–✓N95✓Masks

ABOVE GROUND STORAGE TANKS- FIRE AND SPILL RESPONSE

APPENDIX H

APPENDIX G
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If required shut off all dispensers with emergency shut-off button

EMERGENCY SHUT-OFF- Located between all tanks at west end of site 
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FUEL TANK

SPILL RUN-OFF AREA- Any surface fuel spill will run towards and be

contained at Pump✓658✓chamber✓by✓Transfer✓3✓–✓Ensure✓PUMP is turned

off and electrically isolated.

           

             

                                 

SPILL RESPONSE EQUIPMENT 
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A Spill Kit containing 50m of absorbent booms is located at the fuel tanks.

In addition the following spill response equipment is available at the

Warehouse.

 

TYPE SIZE
QUANTITY 
AVAILABLE

STORAGE
STOCK

NUMBER

Personal Protection
Equipment

Raingear, Goggles,
face shield, glasses,
gloves, boots, etc..

Stock quantities Warehouse #

Shovels
48" - round head 48" -

square head
Stock quantities Warehouse

W22858010
W22858020

Brooms corn Stock quantities Warehouse W22441015

Green Garbage Bags
24 X 22
35 X 50

Stock quantities Warehouse
W22440510
W22440520

Floor Dry Absorbent Clay type material Stock quantities Warehouse W22023000

Boom, Oil Absorbent 4' X 20' 2 per bag x 2 Warehouse W22301010

Pad, Oil Absorbent 17" X 19"
100 per bag x 

3
Warehouse W22301050

Sock, Oil Absorbent 8" X 10' 4 per bag x 2 Warehouse W22301090

Cardboard 36" X 6' Stock quantities Cat Shop #

Above Ground Storage Tank Information
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Above Ground Storage Tank
Dyed Gasoline

Tank
Diesel Tank Regular Gas Tank

Capacity of Tank 10,000 litres 28,000 litres 2,000 litres

Year of Installation 2016 2016 2016

Type of Storage Tank Steel✓–✓double✓walled

Type of piping Steel

Corrosion Protection Provided Epoxy & Polyurethane Coating

Type of Pumps Suction Submersible Suction

Type of Leak Detection Vacuum Vacuum Vacuum

Type and Capacity of Secondary 
Containment

Steel✓Wall✓–✓100%

Type of Overfill Protection Float Valve Float Valve Float Valve

Manufacturer of Tank Regal Regal Regal

Tank & Dispenser Identification
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Diesel Tank ( 28,000L Capacity) 

Dyed Gasoline Tank- On site vehicles ( 10,000L Capacity)

Gasoline Tank- Off site vehicles ( 2,000L Capacity)

Diesel MSDS 
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Gasoline MSDS 
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Helicopter Landing Area 

APPENDIX i



EMERGENCY CONTACTS

TPC TERMINAL PLANNING CENTER
24 HR

(604)-267-5537

TERMINAL MANAGER (604)-267-5471

MANAGER SAFETY AND SECURITY (604)-267-5411

EMERGENCY SERVICES 911

BCR (604)-940-0625

CPR 1-800-716-9132

SEASPAN (604)-990-3111

GCT (604)-267-5400
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