Recommendation 8 Appendix 1 – Example communications plan

Message: Emergency instructions / tests

	AUDIENCE
	METHOD
	FREQUENCY
	REQUIREMENTS
	PARTNERS
	FEEDBACK

	Residents
	Direct Mailing
	Annual
	Letter, Card, Envelope

Addresses

Lingual translation 

Large print/Braille
	LA and LRF
	X calls to confirm advice

	Residents
	Residents forum - evening
	Annual
	Date, time & location

Advertisement

Include in annual letter

Invites

Agenda

Speakers
	LA, Emergency services, HPA, EA, local leaders
	Changes to be made to card for 09/10 

	Businesses
	Direct Mailing 


	Annual
	Letter, Card, Envelope

Addresses

Lingual translation 

Large print/Braille
	LA – Business continuity and Emergency planning advice 

LRF  - emergency planning
	LA received X queries about business continuity

	Businesses
	Local business forum – breakfast 


	Annual
	Date, time & location

Advertisement

Include in annual letter

Invites

Agenda

Speakers
	LA – Business continuity and Emergency planning advice, 

Emergency services, 

HPA, EA, local leaders
	

	Schools
	Visit
	Annual
	
	LA  - Emergency planning 
	

	Shops
	Direct Mailing
	Annual
	
	LA – Business continuity and Emergency planning advice
	

	Wider Community
	Press release
	Annual
	
	
	


Recommendation 8 Appendix 2 – Example letter to local householders
COMPANY

SITE NAME

ADDRESS

Dear Occupier

SAFETY INFORMATION FOR AREA X RESIDENTS

COMPANY at SITE regularly issue information on safety to local householders. I am pleased to enclose your copy of the Emergency Instructions Card/calendar. 

This document is important for your safety. Please read it carefully and keep the Emergency Instructions Card in a safe place where you can quickly and easily refer to it should the need arise.

Please make sure that everyone in this building is aware of the emergency alarm and what actions they need to take.  Think about what you would have to do and how you would do it in an emergency.
Safety at SITE
Safety is the number one priority for the COMPANY at SITE and we take all reasonable steps to prevent accidents of any type. We have emergency plans in place to minimise the effects of any incident. If necessary, our on-site resources would be supplemented by the emergency services and special provisions made by X County Council.  More information on the response to emergencies can be found at http://www.ukresilience.gov.uk/response.aspx
Further Information

Call XXXXX XXXXXX free to hear a recording of the Emergency Instructions and the alarm sound. You can also leave a message to request a large print version of this leaflet.  CONTACT DETAILS FOR TRANSLATION INTO OTHER LANGUAGES.  Please contact us by phone/post/e-mail, if you have any questions or concerns.

Yours sincerely

NAME

POSITION

CONTACT DETAILS incl. E-MAIL ADDRESS 

TIME AVAILABLE FOR CALLS

WEBSITE FOR FURTHER INFORMATION
ON THE REVERSE, include the details required under COMAH Schedule 6, covering points 3, 4, 5 and 6.

Recommendation 8 Appendix 3 – Example letter to local businesses
COMPANY

SITE NAME

ADDRESS

Dear Business

SAFETY INFORMATION FOR AREA X BUSINESSES

COMPANY at SITE regularly issue information on safety to local businesses. I am pleased to enclose your copy of the Emergency Instructions Card. 

This document is important for your safety. Please read it carefully and keep the Emergency Instructions Card in a safe place where you can quickly and easily refer to it should the need arise.

As a business you have a responsibility for your staff and customers on sites.  You must ensure that all are aware of the emergency alarm and what actions they need to take.  In the event of an emergency, access to your premises maybe restricted so it is important that you consider what impact an emergency will have on your business and how it can be minimised through business continuity planning.  NAME, POSTION, LA will advise you on how to develop your business continuity plan.  Please call/e-mail NAME on CONTACT DETAILS.   For further information on business continuity, visit http://www.preparingforemergencies.gov.uk/bcadvice/.

Safety at SITE

Safety is the number one priority for the COMPANY at SITE and we take all reasonable steps to prevent accidents of any type. We have emergency plans in place to minimise the effects of any incident. X LA have an emergency plan which covers the response to an emergency by the emergency services, local authority and other organisations to help minimise the effect of an emergency and to keep you informed of what is happening and what to do.  

Further Information

Call XXXXX XXXXXX free to hear a recording of the Emergency Instructions and the alarm sound. You can also leave a message to request a large print version of this leaflet.  CONTACT DETAILS FOR TRANSLATION INTO OTHER LANGUAGES.  Please contact us by phone/post/e-mail, if you have any questions or concerns.

Yours sincerely

NAME

POSITION

CONTACT DETAILS incl. E-MAIL ADDRESS 

TIME AVAILABLE FOR CALLS

WEBSITE FOR FURTHER INFORMATION
ON THE REVERSE, include the details required under COMAH Schedule 6, covering points 3, 4, 5 and 6.

Recommendation 8 Appendix 4 – Example of message on outside of envelope for mailings

COMPANY NAME(S) _AND SITE

To the Occupier

This envelope contains safety information 

and your Emergency Instructions Card

Keep this in a safe place 

where you can easily refer to it

CONTROL OF MAJOR ACCIDENT

HAZARDS REGULATIONS

Updated: MONTH YEAR
Recommendation 8 Appendix 5 – Example Emergency Instructions Card - Preferably in form of a laminated A5 leaflet
COMPANY NAME

SITE NAME

Please read this card carefully 
If a major accident happens at SITE, you will hear the emergency alarm.  

The alarm will be a two-tone warble.

The all clear will be a single tone.

Make sure everyone in this property know and understand these instructions. 

Keep this card in an accessible place and pass onto subsequent occupiers. 

Display this card in a prominent place in business/community premises. 

Test

The alarm is tested annually on the first Tuesday in October at

2.30pm and again at 7.00pm.

This card is produced in accordance with the Control of Major Accident Hazards (COMAH) regulations to advise you what to do in the unlikely event of a major accident on our premises that could affect you and people near you.

Additional copies may be obtained from:

COMPANY

ADDRESS 

CONTACT DETAILS

EMERGENCY INSTRUCTIONS FOR YOUR SAFETY

SITE NAME

GO IN, STAY IN, TUNE IN

1. On hearing the alarm, go inside immediately with everyone and pets

2. Shut all outside doors and windows

3. Pull curtains/blinds across windows facing the SITE

4. Turn off any ventilation system or air conditioning unit that draws in air from the outside.

5. Stay in a room that does not face the SITE.

6. Tune in to BBC Radio XXX (FREQUENCY), which will broadcast information and instructions.

7. Remain indoors until you hear the “all clear” or until you receive instructions from the Police. 

8. If children are at school – do not collect them – they will be looked after until it is safe to go outside. 

9. Please co-operate with the emergency services and follow their instructions

10. An ‘all clear’ will be given when it is safe to go outside

For your safety, access to the area will be restricted during a major accident.  

EMERGENCY INSTRUCTIONS

If you hear the emergency alarm, call XXXXX XXXXXX to hear a tape recording of these instructions and to confirm the sound of the alarm is not a test. 

