3. Emergency Procedures, Complaint Response & Training

3.1 Emergency procedures

	Pollution Risk
	Emergency Procedure

	
	

	Chemical spill
	Small spill, soak up with vermiculite, scoop up residue and place in sealed bin for correct disposal.

Large spill, use “snake” containment, call emergency services, protect storm water drain, warn public of the spill and advise HCC & GWRC of actions taken. Follow safe operating procedure for spill.

	
	

	
	


3.2 Complaint Response Procedure (list the steps, timeframe/s, contact details, actions to be taken)

	Complaint
	Response Procedure
	Expected timeframe
	Actual timeframe
	By whom
	Action taken

	
	
	
	
	
	

	
	Talk to complainant to determine nature of complaint
	Within 1 hour
	
	Office Manager
	


3.3 Training Programme & Records

Attach the relevant parts of the training record here. Put the training programme in the Appendix.

	Training topic:
	Summary of training purpose and content
	Trainee/s
	Frequency or target date

	Induction to EMP 
	Overview of EMP including pollution risks and controls, and emergency procedures
	All employees
	At beginning of employment and every contract

	
	
	
	


