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The ‘live’ version of this document is held on the Shoreham Port intranet 

Distribution list 
 
Internal hard copies of this complete plan are located at: 

 
Harbour Office Nautilus House 

 
Electronic copies of this plan have been distributed to: 
 

Emergency Planning Officers: 
 

Adur District Council  
Brighton and Hove Council  
East Sussex County Council  
Environment Agency 
Sussex Police 
West Sussex County Council  

 
Emergency Services/Other Agencies: 
 

East Sussex Fire and Rescue Service      
West Sussex Fire and Rescue Service  
Shoreham RNLI Lifeboat Station 

 
A redacted plan is available on the Port website. 
 
All Port tenants and Port Users have been made aware of the existence of this plan online and 
that it can be downloaded and printed with the implied permission of Shoreham Port Authority. 
 

www.shoreham-port.co.uk  
 
The existence of this plan does not absolve other Port Users/tenants of having their own 
emergency plans. 
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Document control 
 
It is important that this Plan is kept up to date and any changes should be notified without delay 
to the: 
 

Harbour Master 
Shoreham Port  
Nautilus House  
90 – 100 Albion Street 
Southwick 
Brighton 
BN42 4ED 

 
Email – Marinesafety@shoreham-port.co.uk  

 
This document is a controlled document and shall be revised regularly; such revisions shall take 
account of experiences gained from: 
 

• Training 
• Exercises 
• Actual incidents 
• Changes in risk assessment 
• Changes in port operations 
• Changes in legislation 
• Changes in best practice 

 
Shoreham Port Authority will issue amendments to the plan when necessary and they will be 
updated on the www.shoreham-port.co.uk website. 
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1.0 Introduction 
Shoreham Port Authority (SPA) is a Statutory Harbour Authority, a Competent Harbour 
Authority and are a designated Port Security Authority. 
 
This plan is a contingency plan to cover any emergencies or non-routine incidents that may 
occur within the statutory harbour limits as defined in Appendix A, and all areas under the 
ownership or the control of SPA. Not all the areas within the harbour limits are owned by SPA 
and in these areas, any response will be limited to such marine based support as resources allow.  

1.1 Purpose 

The purpose of this plan is to provide an outline of expected actions to be taken by all relevant 
authorities in a harbour emergency or potential emergency. Each stakeholder (private wharf, 
organisation, or marina) or authority will be responsible for issuing their own detailed 
instructions within the general provisions of this plan. Nothing in this plan shall relieve any 
person or organisation from any statutory obligation, responsibility, or duty of care. Similarly, 
nothing in this plan shall interfere with the site emergency plan established by wharf owners, 
organisation, marinas, and berth providers. 

1.2 Objectives 

• To provide the command, control, and communication structure. 
• To identify all credible scenarios. 
• To outline the responsibilities and expected response of personnel and other 

organisations/services. 
• To provide access to personnel/organisation contact details on a protected basis. 
• This plan will be reviewed by the Harbour Master on an annual basis or following an 

emergency incident or exercise. Exercises will be conducted on a regular basis. 

1.3 Scope 

No two incidents or emergencies will be the same and so no two responses will be the same. All 
incidents or emergencies need to be assessed on an individual basis and the level of response 
required will depend on this assessment. This plan therefore should remain flexible. Some 
incidents or emergencies will be able to be dealt with by SPA colleagues without requiring a 
response from the other services, however, it is anticipated that with limited resources available 
to SPA, most will involve a response from at least one service, probably more. 
 

“If in doubt – call them out”. 
 
It is easier to scale down a response than to scale it up later. The most serious of incidents may 
result in a Major Incident being declared; in which case the Sussex Resilience Forum (SRF) will 
be alerted. This plan and the procedures contained herein are intended to be compatible and to 
interface with the Port’s other plans and procedures: - 
 

• Shoreham Port Oil Spill Contingency Plan 
• Shoreham Port Security Plans 
• Shoreham Port Incident Communication Plan 
• Safe Code of Practice - No.03 Bomb Threat Suspicious Packages and Phone Messages 
• Safe Code of Practice - No.04 Safe Bunkering Procedure 
• Safe Code of Practice - No.05 Hot Works Request 
• Safe Code of Practice - No.07 Wreck Policy 
• Safe Code of Practice - No.11 Disposal of Dredged Munitions 
• Safe Code of Practice - No.14 Handling Dangerous Goods 
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Shoreham Port is a medium sized multi-user port, situated at the mouth of the River Adur 
extending up to the Toll Bridge in the Western Arm and in the East Arm, as well as in through 
the lock system into an impounded area called the Canal. 
 
The commercial activities of the Port are mainly undertaken within the Canal and East arm, 
namely: - 
 
Outer Lay-By Terminal – Gate 10 - Post code BN41 1WD - This area is operated by Shoreham 
Port and is dedicated to the import of timber products. 
 
Inner Lay-By Terminal – Gates 9 & Gate 8 - Post code BN41 1WD - This area is operated by 
Shoreham Port and is dedicated to general cargo operations, for the import of timber products. 
A 50,000lts diesel bunded fuel tank is situated on the quay front for small vessels to draw fuel 
from. 
 
Power Station Wharf – Gate 9 & Gate 8 - Post code BN41 1WD – This area is operated by 
Shoreham Port and is dedicated as a Common User Berth and is utilised by visiting vessels such 
as Fishing vessels and workboats. 
 
Fishersgate Terminal West – Gate 7 –Post Code BN41 1WF - This area is operated by Barrett 
Steel for the import of steel cargos.  
 
Main Turning Basin – Gate 6 – Post Code BN41 1WF – This is the access road to the Main 
Turning Basin as well as Barrett Steel main lorry entrance, Axtra Transport, Day Group 
Transport. 
 
Tarmac Shoreham - Gate 5 – Post Code BN41 1WF - This area is operated by Tarmac Marine 
for the import of sea dredged aggregates. 
 
Brighton Terminal - Gates 4, 3, 2 & 1 – Post Code BN41 1WF - This area is operated by 
Shoreham Port is dedicated to general cargo operations, the import of timber and bulk material 
products as well as the export of grain, glass, and other bulk materials. 
 
Brighton Terminal - Gate C – Post Code BN41 1WF - This area is operated by Aggregate 
Industries for the import of sea dredged aggregates. 
 
Brighton Terminal - Gate A & B – Post Code BN41 1WF - This area is operated by Arcelor 
Mittal for the import of steel products. 
 
Aldrington Marina - Post Code BN41 1UY - This marina is operated by Shoreham Port for the 
berthing of leisure vessels. 
 
Fishergate Marina – Post Code BN41 1DT - This marina is operated by Shoreham Port for the 
berthing of fishing and leisure vessels. 
 
Lady Bee Marina East & West – Post Code BN42 4EG - This marina is operated by Shoreham 
Port for the berthing of leisure vessels. 

1.4 Incident Definitions 

The words INCIDENT and EMERGENCY are one and the same and are interchangeable. 

An Emergency is defined within the Civil Contingencies Act 2004 (CCA 2004): as: 

• An event or situation which threatens serious damage to human welfare in a place in the 
UK. 
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• An event or situation which threatens serious damage to the environment of a place in 
the UK, or 

• War, terrorism, which threatens serious damage to the security of the UK. 

 

Damage to human welfare involves, causes, or may cause one or more of the following: - 

• Loss of human life 

• Human illness or injury 

• Homelessness 

• Damage to property 

• Disruption of a supply of money, food, water, energy, or fuel 

• Disruption of a system of communication 

• Disruption of transport 

• Disruption of health services 

Damage to the environment involves, causes, or may cause: 

• Contamination of land, water, or air with biological, chemical, or radioactive matter 

• Disruption or destruction of plant or animal life 

A Major Incident is an event or situation with a range of serious consequences which requires 
special arrangements to be implemented by one or more emergency responder agencies. A 
Major Incident can be declared by any Category 1 or Category 2 responder as prescribed in the 
CCA 2004 as amended. Shoreham Port Authority is a Category 2 responder. 

A Casualty is any person killed or psychologically or mentally or physically injured as a result of 
war, accident, or civil emergency. In relation to maritime incidents, a casualty may also refer to 
the affected vessel or vessels in distress. 

 

2.0 Risk assessment 
Shoreham Port handles a varied selection of coastal shipping with vessels up to 120m in length 
overall which includes small bulk carriers, general cargo vessels and coastal oil tankers. 

Recreational use of the Harbour is extensive with approximately 650 berths within the port. 

2.1 Port Operations 

Pilotage 

Pilotage is compulsory in Shoreham Port for all vessels over 50 meters in length overall, other 
than those, which frequently use the port and whose Master’s and Deck Officers, have obtained 
a pilot exemption certificate.  

Local Port Service 

Shoreham Port operates a Local Port Service in which is designed to improve port safety and co-
ordination of port services within the port community by dissemination of port information to 
vessels and berth or terminal operators. It is mainly concerned with the management of the 
port, by the supply of information on berth and port conditions. Provision of a Local Port Service 
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can also act as a medium for liaison between vessels and stevedores or allied services, as well as 
providing a basis for implementing port emergency plans. 

Shoreham Harbour Radio maintains a listening watch on VHF Channel 14 (port working 
frequency) and Channel 16 at all times. 

2.2 Summary of Identified Risks 

Vessel Collision 

With the number of shipping movements taking place within port limits, the potential for a 
collision must be acknowledged. 

Given the control measures which are imposed on all commercial vessel movements within the 
port and the fact there have been no collisions between commercial vessels underway. 

The risk of commercial vessel collisions must be regarded as low.  

The same is said for the collisions involving leisure vessels, the risk is also low. 

Diesel or Oil spill 

Local Fuel at Shoreham Oil Terminal is a dedicated oil berth that imports product only. The 
types of oil held at the terminal are marine gas oil, diesel, kerosene, and petrol. The risk of a spill 
from the vessel is low. 

There is a retail fuel outlet by bollard 1 on the Inner Lay-By Terminal which is self-service via an 
electronic fuel key predominantly for the local fishing and leisure vessels. The fuel tank is 
bunded and hold up to 50,000lts of diesel. The risk of a spill from the tank is deemed as 
moderate. 

Vessels can also take bunkers directly from a shoreside road tanker that they order directly 
themselves.  

The port operates a Safe Code of Practice - No.04 Safe Bunkering Procedure – for all bunkers 
being taken. Also see Shoreham Port Oil Spill Contingency Plan. 

The assessed risk of a spill from bunkering a commercial vessel is deemed to be low, but the 
bunkers being taken by visiting fishing vessels via road tanker and small vessels via fuel jerry 
cans is deemed as high.  

Fire 

With so many people, businesses of various natures, vessels, vehicles and numerous fuels, 
accelerants, and sources of ignition within a small area, the risk of a fire occurring is moderate. 
Although each stakeholder will have individual fire response plans in place, Shoreham Port 
frequently surveys its tenants to quantify the inflammable products that are stored on site. This 
information would be available to update the fire officer when our on-scene commander arrives.  

All commercial vessels have their own emergency plans for dealing with a fire onboard.  

Shoreham Port operates a Safe Code of Practice - No.05 Hot Works Request for all vessels 
requiring hot works within the port. 

The risk of a fire occurring onboard a vessel is deemed as low.  

See Annex B Fire Hydrant and Gate Plan. 

Grounding 

All vessels over 50 meters in length overall must take a Pilot and Shoreham Port conducts 
regular hydrographic surveys of the navigational channels. While the risk of grounding is low, it 
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cannot be wholly eliminated; the most probable risk is steering or propulsion system failure 
resulting in a possible grounding.  

The risk of grounding in the main fairway is deemed as low. 

Medical Emergency 

With the wide range of vessels that use Shoreham Port especially during the fine weather in the 
spring and summer, there is an ever-present risk of a medical emergency occurring. The port 
has landing stages where casualties can be taken, first aid trained colleagues and defibrillator 
machines are located around the port estate.  

The risk of a medical emergency can be deemed as low. 

Missing persons 

With the many visitors to the beaches along Basin Road South and Adur & Worthing Councils 
beach by Carats Cafe each year there is an ever-present risk of a person going missing. There are 
many reasons why a person may go missing but with readily available search and rescue 
specialists within close proximity, and the Port’s ability to review the Port Security CCTV to aid 
in the incident. 

The risk of missing persons can be deemed as low. 

Munitions – Sea dredged 

Shoreham Port has 4 terminals which import sea dredged aggregates that are dredged directly 
from the seabed by aggregate dredgers. It is still common for munitions to be dredged up as part 
of the cargo and landed on the quayside during the cargo discharge. All terminals have a trained 
Explosives Officer to identify objects found in the cargo. Inert munitions are stored in the onsite 
munition’s box, as per Ramora UK service guidance book. If a suspect object is found, the bomb 
squad is called, known by the Army as EOD teams.  

See Safe Code of Practice - No.11 Disposal of Dredged Munitions.  

The risk of munition’s being landed is deemed as high. 

Road Traffic Congestion 

With access from the A259 via Wharf Road, Shoreham Port has two private roads, Basin Road 
North that runs to the north of the Canal down to Ferry Wharf and is one way towards the end 
just before it re-joins the A259, and Basin Road South that runs along the entire south side of 
the Canal leading to a dead end. Traffic density is seasonal and averages approximately 1,500 
vehicles onto the port a day.  

If a traffic accident, breakdown, or vehicle fire did occur traffic would back up onto the A259, 
causing congestion for the local area but this risk is deemed as low.  

Protesters/demonstrations 

Under the Human Rights Act everybody has a freedom of expression and a freedom of thought 
and assembly. This means that everybody has a right to a peaceful protest and no restrictions 
shall be placed on this unless it is in the interests of national security, public safety, for the 
prevention of disorder or crime or for the protection of health. The land inside the perimeter 
fencing along the terminals falls under the regulations of the International Ship and Port 
Facility Security Code (ISPS Code). The purpose of the code is to identify and counter any threat 
to the Maritime Industry particularly against ships and ports.  

The risk of a protest or demonstration taking place is deemed as moderate. 
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Vessel sinking 

Shoreham Port has approx. 650 leisure berths within the management of many berth providers, 
the majority are within the impounded Canal but some within the tidal river Adur.  

The likelihood of one or more of these vessels sinking comes mainly from the tidal berths, for a 
number of reasons, as such the risk can be deemed as moderate.  

The pontoons / moorings in the Canal are regularly checked so the risk of a vessel sinking 
without anyone being aware of the problem is low. 

2.3 Joint Understanding of Risk 

Whilst Shoreham Port Authority is fully aware of the risks that are present in the harbour, we 
need to discuss and promulgate our assessment of those risks with the other agencies. We would 
also ask for the assessed risks as seen by the other agencies to be shared in order to have a full 
view of all hazards and associated risks presented by the incident. 

 Deemed Associated Risk 
 Low Moderate High 
Vessel Collision ✔    
Grounding ✔    
Medical Emergency ✔    
Missing persons ✔    
Road Traffic Congestion ✔    
Vessel sinking ✔    
Fire on a vessel ✔    

Protests  ✔   

Fire on the quayside  ✔   

Diesel or Oil Spill   ✔  
Sea Dredged Munitions    ✔  
 

3.0 Areas of responsibility 

3.1 Joint Understanding of Defined Roles  

The objective of the plan is to define the Port Authority’s overall management structure and 
departmental responsibilities and to define the role of support from other organisations and the 
vessels that visit Shoreham Port. 

Beaching and Sinking of a Vessel 

• In fighting a fire aboard a vessel, other considerations may arise in connection with 
stability, the need to pump or flood compartments, the possibility of sinking or the need 
to beach the vessel.  These matters are the joint responsibility of the Master and the 
Harbour Master, who will consult with the Fire and Rescue Service Officer in charge.  In 
the event of any disagreement arising regarding the moving, beaching or sinking of a 
vessel, the over-riding authority rests with the Harbour Master. 

• When practicable, vessels in imminent danger of sinking should not cross the Fairway. 

• Should the scuttling of the vessel be considered, the Harbour Master’s decision will 
prevail after discussion as above. 

Dangerous Goods 

When an emergency occurs, the vessel concerned and other vessels in the vicinity loading or 
discharging dangerous goods should cease such operations until the Harbour Master advises 
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that it is safe to resume.  In such circumstances, vessels handling packaged dangerous goods 
should batten down hatches and vessels handling dangerous liquids in bulk should disconnect 
hoses as appropriate.  The handling of bulk dangerous goods other than liquids should also 
cease.  Details of dangerous goods in the port area are held at the Harbour Office.  The IMDG 
codes listing the emergency response for each commodity are also held. 

Emergency Equipment 

List of emergency equipment owned by Shoreham Port Authority, which may be made available:   

• Two harbour tugs, with fire-fighting capacity (flying bridge mounted monitor plus two 
hydrants), limited hose availability aboard.  Monitor range 50-60 metres. 

• Various harbour craft. 

• Diving team and support launch. 

• Sea Sentinel inflatable oil pollution boom – 125m trailer-mounted – Main Turning 
Basin 

• ‘Hoyle’ pollution control boom-122m (400ft) stored on pallets – Inner Lay-By 

• Oil Spill Response Store on the Inner Lay-By. 

• Various Oil absorbent booms and pads. 

Fire/Explosion on a Terminal or Wharf 

The initial firefighting will be undertaken by the terminal or installation, if safe to do so, until 
the Fire and Rescue Service arrives, when control of fire-fighting operations will be assumed by 
the Senior Fire and Rescue Service Officer on-scene. 

Fire Fighting Afloat 

The port has a limited firefighting capability from floating craft. The port has 2 tugs and a pilot 
cutter have a fire monitor or branch line connectors fitted and the port work boats are capable of 
carrying portable pumps and other equipment out to vessels in the harbour. 

Housing, Feeding and Crew Welfare 

If the circumstances so require, the owner or agent of a vessel involved in an incident shall 
arrange housing and the feeding of the vessel’s crews and any passengers. The Local Authorities 
will assess the needs and requirements of any vulnerable persons. 

Human Injury or Casualty Recovery 

In the event of human injury on board a vessel / terminal or the recovery of a casualty from the 
Harbour where treatment is beyond the resource of the vessel, a report should be made to 
Shoreham Harbour Radio who will alert the necessary emergency service.  Terminal operators 
should contact the Ambulance service directly and advise Shoreham Harbour Radio that it has 
been done. In any event all accidents / incidents on vessels / terminals or within Harbour limits 
should be reported to the Shoreham Harbour Radio. 

Incidents on Board Vessels alongside a Berth 

For vessels alongside a berth within Shoreham Port, the vessels Master, with the assistance and 
advice of the Senior Fire Officer present, has the responsibility for extinguishing any fire and for 
maintaining adequate stability of the vessel at all times and in particular, when water is pumped 
into the vessel to fight a fire. 
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Incidents on Board Vessels Not Alongside a Berth 

For vessels at anchor, underway or aground within Shoreham Harbour limits, the vessels Master 
remains responsible for dealing with any emergency that may arise. The Maritime & Coastguard 
Agency would be the lead service and would be responsible for the overall co-ordination of the 
incident. The vessels Master must however keep Shoreham Harbour Radio regularly updated 
and liaise regularly with the Harbour Master as to the state of the emergency situation, as well 
as keeping the Coastguard informed. The Senior Fire Officer may be able to render assistance 
with equipment. 

Interpreters 

If the services of an interpreter are required for foreign vessels, the Police Headquarters 
(Operations) maintain a directory of suitable persons. 

Landing Places 

Provisions are made for landing of casualties and embarking equipment or personnel at the 
Locks and subject to the depth of water, the tug pontoon or the Outer Lay-by. 

Notification Exercise  

To test the communication systems, check availability of personnel, and evaluate travel options 
and the speed at which travel arrangements can be made. 

Protection of the Environment  

In dealing with emergency situations all concerned will ensure, as far as circumstances permit, 
that great care is always taken when considering the actions to be taken to counter the effects of 
major emergencies, so that damage to people, the natural environment and wildlife is 
avoided/minimised.  Within Port limits (in the upper part of the West Arm) there is a bird 
sanctuary / Site of Special Scientific Interest (SSSI). 

Road Traffic Congestion – Basin Road South and Basin Road North 

In the event that Basin Road North or South becomes blocked due to a breakdown, security 
incident or a fire, Shoreham Port, if necessary, will implement the holding Traffic Management 
Plan.  The port will deploy colleagues to run the holding area and enable information to be 
provided to the drivers as well as contacting the wharfs and terminals that will be affected. 

See the Brighton & Hove City Council – Haulage Routes Contingency Overall View – Annex C 

Protesters/demonstrations 

In the event of a protest or demonstration taking place at the port, the following measures 
should form part of the initial plan to keep the port operational. 

• Inform the police of the unfolding situation. 

• Close and guard all the perimeter security gates to restrict direct access to the terminals. 

• Liaise with the protesters and direct them to an area of the beach on Basin Road South or 
the Canal Bank Slip. See the Port map in Annex B 

Everybody has a right to a peaceful protest and no restrictions shall be placed on this unless it is 
in the interests of national security, public safety, for the prevention of disorder or crime or for 
the protection of health. 

However, there are some offences that are commonly linked to protesting, these are: 
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Aggravated trespass 

This offence is committed if a protestor or group of protestors trespasses on land and disrupts a 
lawful activity, intimidates a person engaged in lawful activity or tries to deter them from 
carrying out that lawful activity. 

Wilfully obstruct the highway 

This offence is committed when there is an obstruction of the highway (the slowing down or 
stopping of vehicles). The obstruction must be wilful (not accidental) and there must be no 
lawful excuse for the obstruction. Lawful excuse would include express permission or situations 
where the obstruction is fleeting and limited in terms of space. 

Breach of the peace 

This is a common law concept used by police officers to prevent unlawful violence against 
people or property. To commit a breach of the peace, harm must be done or be likely to be done 
to a person, or to their property. It can also be committed whenever a person is in fear of being 
harmed through an assault, affray, riot or any other disturbance. 

 Shipping Movements 

• The regulation of shipping movements will be executed through Shoreham Harbour 
Radio by the directions of the Harbour Master.  These directions are to be construed as 
‘Special Directions’ under Section 19 of the Shoreham Port Authority Harbour Revision 
Order 1978. 

• A decision to close the Port and to restrict all movements in the Port will be made by the 
Harbour Master in the light of prevailing circumstances. 

• All vessels underway will be advised whether to continue passage. 

• All vessels working cargo within the immediate “incident area” to cease immediately 
and prepare for a ‘move’ as instructed. 

• Any Master who considers his vessel to be in danger is to contact Shoreham Harbour 
Radio for instruction and advice. 

• Incident vessel(s) may only be moved with permission of the Harbour Master. 

Tabletop / Incident Management Exercise 

Opportunities should be given for key colleagues to practice their incident roles within the 
emergency management structure. 

Test the effectiveness of communication and liaison between the Port Authority and the Local 
Authority/ Emergency Services. 

Every opportunity to train with other organisations should be explored and utilised. 

Oil Spill Response: - Notification/ Equipment Deployment/ Incident Management Exercises 

As per Shoreham Port Authority Oil Spill Contingency Plan. 

Training and Exercises 

Berth operators and the Port Authority should ensure that everyone employed within their 
terminal areas have received adequate training on the action to be taken in cases of an 
emergency and that provision has been made for dealing with other people such as visitors and 
contractors who may also be in the Port or Harbour area. Such training should ensure that those 
people not involved in dealing with the emergency leave the vicinity of the incident and go to a 
place of safety. People needed to carry out the emergency plan must be capable of doing their 
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assigned tasks and must have been thoroughly trained. They require correct personal protection 
and other equipment and should be adequately supervised. 

Training and exercises should be regarded as an integral part of the emergency planning process 
and whilst there will always be a need for single agency training events every opportunity to 
train with other organisations should be explored and utilised. 

Vessels Responsibility 

The vessel’s Master remains responsible for the overall safety of his vessel including the 
efficient use of any onboard firefighting systems and arrangements for dealing with the spillage 
or release of dangerous substances. 

The Harbour Master is responsible for the safety of Shoreham Port facilities and for regulating 
the movement of vessels, cargo, and passengers. He has the final decision as to whether an 
‘Incident Vessel’ should be moved and, in cases where the vessel’s stability may be in jeopardy, 
whether firefighting should cease to allow the vessel to be moved should port facilities be 
endangered. In effect these decisions will only be taken after joint consultation with the Senior 
Fire Officer and Ship’s Master (or Officer in Command). 

4.0 Raising the alarm 

4.1 Raising the Alarm 

When a harbour emergency or potential emergency occurs, it is vital that the alarm should be 
raised immediately. All reasonable steps will be taken by those on the spot to render whatever 
aid is immediately available. Subsequent actions will be coordinated through the Incident 
Command Centre. 

When the on-scene commanders first report in the METHANE mnemonic should be utilised. 
This ensures that the following information can be passed directly to any additional emergency 
services when the call is made. 
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The decision to designate a harbour emergency or potential emergency and implement the 
Emergency Plan will be made by the Harbour Master or his nominated representative. This 
decision may be made on advice from the principal officer on the scene from Sussex Police or the 
Fire and Rescue Service. 

The Fire and Rescue Service and other emergency services may be mobilised before an 
emergency is declared to deal with minor incidents on a vessel or a wharf. The Harbour Master 
must always be informed immediately of any such incidents. The Emergency Plan will be 
activated, in whole or part, for all incidents involving fire on board a vessel, however minor, or 
on the occasion of a substantial collision which results in a severely handicapped vessel or 
vessels, pollution incidents or similar. 

Contact telephone numbers are recorded in Annex K. (SPA Plan Copies Only). 

A record of events in all emergencies must be initiated at the earliest opportunity. Personal Log 
sheets can be found in Annex F. 

Incident related decisions and reasons behind them shall be recorded. Decision logs can be 
found in Annex G. 

Shoreham Harbour Radio must be informed of all incidents within the port. 
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4.2 Notification Matrix for Colleagues 

The following table aims to depict who should be called by the first colleagues on scene. You may 
not have time to call everyone on the list, but please record who you have called so that when 
support arrives, they can make contact with all relevant agencies without duplication. 

 
HM, DHM Coastguard 

Fire & 
Rescue 
Service 

Police 
Council 

Emergency 
Planning 

Environment 
Agency Ambulance 

Significant 
collision ✔  ✔  ✖  ✔  ✔  ✔  ✔  

Significant 
Grounding ✔  ✔  ✖  ✔  ✖  ✖  ✔  

Vessel Fire 
✔  ✔  ✔  ✔  ✔  ✔  ✔  

Vessel 
sinking ✔  ✔  ✔  ✖  ✖  ✔  ✔  

Oil Spill 
✔  ✔  ✔  ✖  ✔  ✔  ✖  

Medical 
Emergency ✔  ✔  ✖  ✖  ✖  ✖  ✔  

Missing 
Person ✔  ✔  ✖  ✔  ✖  ✖  ✔  

Security 
Threat ✔  ✖  ✔  ✔  ✔  ✖  ✖  

Quayside 
Fire ✔  ✖  ✔  ✖  ✖  ✔  ✔  

Road 
Traffic 

Congestion 
✔  ✖  ✔  ✔  ✔  ✖  ✔  

Protesters 
✔  ✖  ✖  ✔  ✖  ✖  ✖  

5.0 Shoreham Port Key Personnel 
The priorities for all personnel responding to emergencies are: 

• Protection of human life and safety. 

• Protection of the Environment. 

• Protection of port infrastructure, operations, functions, and business continuity. 

• Restoration of safe working conditions to the affected areas. 

• Resumption of normal operations (Recovery). 

A joint decision must be made on the priorities of any actions taken whilst joint agency working. 
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5.1 Tiers of Command 

Emergency responders adopt levels of command when responding to incidents. The level does 
not convey seniority or rank but the level of command an individual has at the incident. The 
figure below shows the generic tiers of command and basic responsibilities. 

 

The descriptions below refer only to the generic tiers of command and not the specific 
functional activities of individual organisations. 

There should be a clear and identifiable commander or representative who is responsible for co-
ordinating the activity of their agency at each level of command. 

5.2 First Responder Colleagues 

It is important that all individuals who could be first on scene for their respective responder 
agency are able to declare a major incident, and that they understand the implications of 
declaring one. They must also be able convey incident information using the M/ETHANE model. 
Declaring a major incident begins the process of activating relevant plans. 

5.3 Operational (also known as Bronze) 

Operational commanders will be working with colleagues from other responder agencies. This 
will most likely be at, or close to, the scene of the incident. 

They will control and deploy the resources of their respective service within a functional or 
geographical area and will implement the tactical plan as directed by the tactical commander. 

Clear communications should be established and maintained so that individuals can work 
together in a co-ordinated way. 

5.4 Tactical (also known as Silver) 

In the initial stages of an incident, first responders are responsible for tactics. Once the scale and 
nature of the incident is known, emergency services will appoint officers to act as tactical 
commanders for their organisation. Other responder agencies may also appoint individuals to 
act as tactical commanders or co-ordinators on behalf of their organisations where relevant. 



Page 20 of 43 
Shoreham Port – Emergency Plan – Version 3.3 

Controlled Document - Uncontrolled if Printed. 

Communication and co-ordination between commanders is critical. Tactical commanders 
should be located at a mutually agreed location where they can maintain effective joint 
command of the operation. This includes effective joint working with other services, and other 
factors such as access to communications systems.  The fire and rescue service tactical 
commander will be located where they can maintain effective tactical command of the 
operation, invariably they will be in attendance at the scene.  Once the tactical co-ordinating 
group is formed, they will either attend in person or nominate a liaison officer to attend. 

5.5 Strategic (also known as Gold) 

The strategic commander from each agency has overall authority on behalf of their agency. They 
are responsible for the resources of their own agency and for formulating their single agency 
strategy for the incident. 

Each strategic commander may delegate implementation decisions to their respective tactical 
level commanders. 

At the earliest opportunity, a strategic co-ordinating group (SCG) will determine or confirm a 
specific response strategy and record a strategy statement. The roles and responsibilities of 
strategic commanders can be found here .  

To minimise the consequences of the developing incident as far as is reasonably practicable, the 
structures and responsibilities detailed above must be activated and put into place as quickly as 
possible. It is acknowledged this is likely to take some time and therefore the first responders 
and commanders at a scene must identify and implement the initial tactics, whilst also 
communicating the need for support. 

5.6 Shoreham Port Tactical Controller (also known as Silver) 

Location: Nautilus House – Incident Command Centre 

Duties: 

• See the Incident Action Board – Annex E 

• In overall charge of the incident. 

• Appraises the incident with the information available to them. Information required 
from the initial caller may include: 

o Name and contact details of caller. 

o Nature and extent of the emergency. 

o Location of the emergency. 

o Number of injured if known. 

o Effects to nearby moored vessels or surrounding area (if applicable). 

o In the caller’s assessment – resources that may be required. 

o If possible, keep the calling person on the line and maintain communications 
until the initial stages of the response have been implemented and the 
METHANE information has been provided. 

o Declare the appropriate response if necessary: Harbour Emergency or Oil Spill 
tier 1/2/3. 

o Make contact with the On-Scene Commander and request a full appraisal of the 
situation allowing them to make an update to the incident. 

http://www.jesip.org.uk/uploads/media/pdf/4_Strategic_Command_Roles_Responsibilities.pdf
http://www.jesip.org.uk/uploads/media/pdf/4_Strategic_Command_Roles_Responsibilities.pdf


Page 21 of 43 
Shoreham Port – Emergency Plan – Version 3.3 

Controlled Document - Uncontrolled if Printed. 

o Ensure that the Emergency Plan and relevant Response Plans are consulted in 
the early stages of the incident and that all roles and responsibilities are covered, 
and tasks carried out. 

o Ensure that the SPA response team are notified and put on standby.  

o If a pollution incident is possible then the tier 2 contractors Adler and Allan are 
to be notified and put on standby. 

o Instruct the information handlers to activate the appropriate notification matrix 
if necessary. 

o Ensure that a Media Holding Statement is prepared for use by the 
Communications Team and Shoreham Harbour Radio. 

o Maintain an Action Log, Decision Log and Incident Timeline (Annexes G, H & I). 

5.7 Shoreham Port Operational Commander (also known as Bronze)  

Location: On-scene 

Duties: 

• In charge on scene 

• Appraises the incident with the information available to them and notify the Incident 
Commander. See Annex D 

M - Major incident declared. 

E - Exact location. 

T - Type of incident. 

H - Hazards present or suspected. 

A - Access – routes that are safe to use. 

N - Number, type, severity of casualties. 

E - Emergency services present and those required. 

• Ensure that the SPA response team have mustered and supervise any deployment on 
scene with the aim of saving life, restricting damage to the environment and the 
operation of the port without putting persons lives at risk. 

• Follow direction from the Command Centre as well as giving regular situation reports. 

• Maintain a personal log and a decision log if applicable. 

5.8 Shoreham Port Finance Officer 

Location: Nautilus House – Incident Command Centre 

Duties:  

• To keep track of all expenditure or likely expenditure as a result of the incident. 

• To consider in the early stages and throughout the incident whether to notify the Port 
Insurance Brokers, Insurance Company, Loss Adjuster and Lawyers. 

5.9 Shoreham Port Data Handler  

Location: Nautilus House – Incident Command Centre 
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Duties: 

• Landline and Mobile phones in the On-Site Command Centre 

• Check that copies of the Emergency Plan, Oil Spill Response and other Plans are 
available. Provide copies of METHANE form Personal Log sheets, Decision Log sheets, 
Action Log sheet and Incident Timeline, Annexes D, E, F, G, H & I. 

• Prepare large screen PC including multi-media communications applications and CCTV 
remote access. 

• Maintain the Incident Timeline and update as the incident developments. See Annex I. 

• Keep a written log of all communications to and from the incident room via landline, 
mobile and oral communications.  

• Answer all calls as directed by the Incident Commander, taking written notes and 
passing on if deemed appropriate. 

• Advise the Incident Commander when the relevant notification matrix has been 
completed and any parties not contacted. 

5.10 Shoreham Port Media Liaison 

(Communications Officer) 

Location: Nautilus House – Incident Command Centre 

Duties: 

• Handle and keep a log of all media and public enquiries.  

• Issue holding statements and press statements to all contacts on the emergency press 
contacts list.  

• Post any statements on the Port’s website and social media pages.  

• Inform the team of any social media activity relating to the incident. 

• Follow the Shoreham Port Incident Communication Plan 

5.11 Flexibility of the Plan and Colleagues 

With each incident bringing forth its own challenges and the high likelihood of the situation 
evolving and changing throughout, we must ensure that the SPA plan and every team member 
remain flexible and open to change in line with requirements of the incident. It may be that 
management or the on-scene team members are unavailable; it may be that the plan does not 
precisely cover the incident at hand; in any case the situation needs to be dealt with to the best 
of our joint capabilities. We must all be prepared to take on unfamiliar roles but should remain 
fully aware of our own limitations and the level of risk we may face. Personal safety must remain 
at the top of the list of priorities. 
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5.12 Shoreham Port Incident Command Structure  

 

5.13 Shoreham Port Incident Response Checklist  

The checklist is to help responders and senior managers start an assessment of a major incident 
and to assist in coordinating a response.  
It does not replace the various plans Shoreham Port has for incidents. It simply helps managers 
to make decisions in the first few hours. 
See Annex K for the Checklist. 
 

6.0 Roles and responsibilities 

6.1 Sussex Police 

• Protect and save life and property. 

• Co-ordinate the multi-agency response at the scene and elsewhere. 

• Secure, protect and preserve the scene and investigate the incident. 

• Control sightseers, traffic and evacuation routes and establish the cordons. 

• Prevent and detect crime and disorder. 

• Collate and disseminate casualty information/liaise with families/manage public info. 

• Manage the Casualty Bureau. 

• Lead the establishment of Survivor Reception Centre, Family & Friends Centre. 

• Ensure effective communications are established between responders. 

• Take initial responsibility for safety management at terrorist incidents. 

• Ensure effective communications are established between the responders. 
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6.2 Fire & Rescue Service 

• Save Life through search & rescue and the release of trapped casualties. 

• To prevent further escalation of the incident by tackling fires and deal with Hazmat 

• To render humanitarian services 

• To oversee salvage (ashore), damage control and environmental protection 

• Safety Management within the Inner Cordon (except in terrorist or firearms incidents) 

• Managing HAZMAT (hazardous materials) 

• Provision of an offshore fire-fighting element, MRT (Maritime Response Team) 

6.3 South East Coast Ambulance Service 

• Save Life, provide treatment, stabilisation, and care of the injured. 

• Facilitate patient triage sieve and triage sort system and prioritise evacuation. 

• Establish safe location for casualty clearing. 

• Provide transport, medical colleagues, equipment, and resources. 

• Co-ordinate all health resources supporting the incident. 

• Hazardous Area Response Team (HART) for HAZMAT and specialist incidents 

6.4 The Maritime & Coastguard Agency 

The role of HM Coastguard is an on-call 999 emergency service is to initiate and co-ordinate the 
mobilisation, organisation, and tasking of Search & Rescue (SAR) resources to respond to 
persons in distress at sea and/or at risk of injury or death on the cliffs and shoreline. They must 
have due consideration and act in respect of counter pollution and salvage issues on the coast 
and in adjacent waters. In port and harbour areas, the overall responsibility for maritime. 

SAR response and coordination rests with HM Coastguard. When alerted or notified by a 
Harbour Authority, or in the event of being the first recipient of an alert or notification, HM 
Coastguard will liaise closely with and support the Harbour Authority by co-ordinating the SAR 
phase of any Distress incident within the harbour limits and will work with the Harbour 
Authority to ensure the safe operation of the harbour/port is maintained throughout the 
Response phase.  

6.5 The Secretary of State’s Representative (SOSREP) 

SOSREP is responsible for any action relative to vessels that are necessary to protect the 
environment. He has the authority to oversee, control and if necessary, to intervene and exercise 
ultimate command and control of vessels. He can give direction to a vessels Master or owner, to 
Salvors, Pilots and Harbour Masters. His direction is enforceable by the Royal Navy or the Police. 

6.6 The Environment Agency (EA) 

• Provide specialist environmental advice. 

• Monitor the effects of and the response to an incident to minimise the impact on the 
environment. 

• Work with the health authorities to provide advice on environmental impacts. 

• Provide air quality data and advice during an incident. 

• If necessary, activate the National Air Quality Cell, to provide advice to responders. 
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• Co-ordinate pollution response on land and inland waterways. 

• Issue warnings and advice on flooding and operate certain flood defences. 

6.7 West Sussex County Council (WSCC) 

• Alerting other local authorities and responders. 

• Deploy liaison officers when appropriate. 

• Assist in warning and informing the general public. 

• Co-ordinate voluntary organisations response in conjunction with Sussex Resilience 
Forum 

• Establish an Emergency Mortuary. 

• Provide Social Care and Welfare. 

• Assist LDC with Evacuation Transport. 

• Arrange road closures and diversions. 

• Site clearance. 

• Waste disposal. 

• Alert Public Health England to toxic health hazards. 

• Co-ordinate marine pollution response on the shoreline. 

• Co-ordinate the response to animal disease outbreak. 

• Maintain as far as possible, existing services to the community. 

6.8 Adur & Worthing and Brighton City Council  

• Alerting other local authorities and organisations, including Parish Councils. 

• Deploy liaison officers. 

• Assist in warning & informing the public. 

• Provide, manage, and support rest centres and survivor reception centres. 

• Respond to local coastal pollution incidents. 

• Waste removal. 

• Environmental Health issues, including as Port Health Authority, responsibility for ship 
sanitation, infectious disease control and imported food. 

• Building Control Services (structural safety advice). 

• Maintain as far as possible, existing services to the community. 

6.9 JESIP (Joint Emergency Services Interoperability Principle) 

A doctrine introduced to enhance the interoperability of all the emergency services and the 
wider resilience community, particularly in the early stages of response to major or complex 
incidents, including fast moving terrorist scenarios. Basically, ensuring that all services are 
using the same terminology and procedures at an incident. 

Major and complex incidents do not happen very often, but when they do JESIP is there to 
ensure that there is the most efficient, effective and, most importantly, joined-up response that 
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is possible. When commanders from the emergency services arrive at the scene of a major 
incident, it is essential they can quickly establish what is happening around them, bring 
together the available information, reconcile objectives, make effective decisions together and 
jointly agree a plan of action. 

The first responding agencies upon arrival at the scene must immediately establish a co-located 
Forward Command Post (FCP). As soon as sufficient colleagues arrive, each service is expected 
to establish an unequivocal Command & Control process using the JESIP Principles. Once 
established, the FCP will be the focus of all decision making using the Joint Decision Model 
(JDM). 

There is an App you can download onto smart phones/tablets available from both apple and 
google app stores. The JESIP App is a living Aide Memoire. It provides those working in 
emergency response with a quick way to access essential information including the JESIP 
Principles, Joint Decision Model, generate a METHANE report and much more. For more 
information www.jesip.org.uk  

 

http://www.jesip.org.uk/
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7.0 Public and Media 

7.1 Information to the Public and Media 

Depending upon the scale of the incident or emergency it is expected that the media, either local 
and/or national, will become involved and will require a flow of accurate and up-to-date 
information. 

Out of hours, the Harbour Master or his nominated person will issue a Holding Statement.  

The following initial press statement should be used until more information becomes available: 

“Shoreham Port Authority confirms that an incident has occurred (state where and give 
brief description) at approximately (give time) hours today. Emergency response 
procedures have been initiated and relevant authorities have been advised. All support 
services are being co-coordinated through the authorities’ incident response team and 
every possible effort is being made both to minimise risk to personnel at the scene and 
to contain and mitigate any effects. Further information will be released as it becomes 
available.” 

It is important that all individuals and organisations liaise closely before issuing press releases 
to ensure a consistent and factual line. 

Close co-operation from the Port’s Communications Officer with other emergency services 
media officers will be expected, to allow the flow of approved information for issue to all forms 
of media. 

8.0 Location for Shoreham Port Command Response Centres. 
Command centres function as a centralized hub where operations can be monitored, controlled, 
and executed. Commonly referred to as ‘CC’, command centres are used in the event of 
emergencies. As an integral nerve centre within organizations, command centres necessitate 
unique tools tailored to each industry to ensure efficient management of their operations. 

The Command Response Centres at Shoreham Port are located at, 

• Nautilus House  

• Sussex Port Forwarding Office 

• Maritime House 

• Shoreham Harbour Radio 

• Tugs Acamar & Adurni – mobile Command Centres 

• Shoreham RLNI Station. 
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ANNEX A – Port Map – Harbour Limits 
SCHEDULE 

Section 38 of The Shoreham Harbour Act 1926 as amended by Section 33 of The Shoreham Harbour Act 1949 

LIMITS OF HARBOUR 

The Harbour shall include the area enclosed by an imaginary line commencing at the line of high water mark of ordinary spring tides at the southern side of Old Shoreham Bridge on the eastern side of the River Adur 
proceeding thence following the line of high water mark of ordinary spring tides in a southerly and easterly direction along the eastern and northern sides of the River Adur and the docks, wharves, lands and works for the 
time being of the Trustees and the northern side of the Wish or Wish Pond and sluicing reservoir to the eastern extremity thereof thence to a point due south six hundred yards thence due west to a point due south of a point 
four hundred yards due west of the southern extremity of the most western pier at the entrance of the Harbour thence due north to the high water mark of ordinary spring tides on the south side of the River Adur thence 
following high water mark of ordinary spring tides to the south side of Old Shoreham Bridge and thence across the River Adur on the south side of such Bridge to the high water mark of ordinary spring tides at the eastern side 
of the River Adur. 
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ANNEX B – Fire Hydrant, Gate Numbers & Protesters Gathering Areas  
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ANNEX C – Brighton & Hove City Council - Haulage Routes Contingency Overall View – Double click to open 
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ANNEX D – METHANE Form – Double click to open in new window  
M/ETHANE Form 

Time  Date  

Organisation   

Name of Caller  Tel No  

 

M Major 

incident 

Has a Major Incident 
been declared?  

YES/NO 
(If no, then complete 
ETHANE message) 

 

E Exact 

Location  

What is the exact 
location or 
geographical area of 
incident  

 

T Type of 

Incident 
What kind of incident is 
it?  

 

H Hazards 
What hazards or 
potential hazards can 
be identified? 

 

A Access 
What are the best 
routes for access and 
egress?  

 

N Number of 

casualties 

How many casualties 
are there and what 
condition are they in?  

 

E Emergency 

Services 

Which and how many 
emergency responder 
assets/personnel are 
required or are already 
on-scene?  

 

Restricted once complete 

 

Signature  
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ANNEX E – Incident Actions Board 
All personnel to muster at Nautilus House to be assigned their Role, gather the appropriate 
plans, paperwork, and PPE prior to being deployed. 

Location  Date  
 

Time 
Assigned Action Who responsible Completed 

 Muster in Incident Control Room   
 Appoint ‘Strategic’ Commander   
 Appoint ‘Tactical’ Commander   
 Appoint ‘Operational’ Commander   

 Appoint Media Liaison and initiate 
Incident Communication Plan   

 Appoint Information Handler   
 Tactical Commander to take the lead   

 Mobilise incident team to deal with 
Communications and Strategic issues   

 Set Up Incident Command Room   

 Gather initial reports of the incident, 
charts, photo’s & CCTV   

 Start Timeline (A timeline is a display of 
a list of events in chronological order).   

 Liaise with Communications Leader on 
realistic media strategy   

 Inform Terminal Supervisor & SPF 
Managers   

 Consult the relevant emergency plan   

 Mobilise incident team to deal with 
Communications and Strategic issues   

 
Prepare Holding Statement and 
disseminate to Front Desk, Harbour 
Radio and Operations. 

  

 Mobilise marine resources   

 
Contact relevant Agencies & 
Stakeholders from the Emergency Plan 
List 

  

 Assess Risks and develop a working 
strategy   

 Consider Powers, Policies and 
Procedures   

 Identify Options & Contingencies   
 Take Actions & Review what happened   
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 Initial SITREP    

 Environmental issues - Vapour & Oiling   

 Security of Walkways and Terminals   

 Cordons / Evacuation Plan   

 Procurement and Resource costs   

 Duty rostering / Rest Periods / Welfare   

 Plan hourly SITREPS   

 Assess Risks and develop a working 
strategy   

 Consider Powers, Policies and 
Procedures   

 Identify Options & Contingencies   

 Take Actions & Review what happened   

    

 Now Caution (If Required)   
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ANNEX F – Personal Log Sheet – Double click to open in new window 
PERSONAL LOG REPORT 

NAME: 

INCIDENT: 

LOCATION: 

TIME: DETAILS: 

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

SIGNATURE: PAGE NUMBER: 

PRINT NAME: POSITION: 
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ANNEX G – Decision Log Sheet – Double click to open in new window  
 

DECISION LOG 

INCIDENT: 

DATE: 

LOCATION: 

TIME: DECISION: 

  

REASONS FOR DECISION: 

 

TIME: DECISION: 

  

REASONS FOR DECISION: 

 

TIME: DECISION: 

  

REASONS FOR DECISION: 

 

SIGNATURE: PAGE NUMBER: 

PRINT NAME: POSITION: 
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ANNEX H – Action/Decision Log – Double click to open in new window 

Incidenet 

Action-Decision Log.xls
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ANNEX I – Incident Timeline – Double click on Excel icon  

INCIDENT:

LOCATION: DATE:

TIMELINE: 

 

Incident 

Timeline.xlsx
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ANNEX J – Shoreham Port Post Codes  

Gate Postcode Point of reference 
1 BN41 1WF Brighton Terminal - Ops office 
2 BN41 1WF Brighton Terminal - weigh bridge  

3 BN41 1WF 
Brighton Terminal - commercial 
traffic in 

4 BN41 1WF Brighton Terminal Silos 
6 BN41 1WF Main Turning Basin 
7 BN41 1WF Parker Steel 
8 BN41 1WF Inner Lay-by Terminal 
9 BN41 1WD Harbour Stores 
10 BN41 1WD Outer Lay-by Terminal 

Location Postcode Point of reference 
Adur Activity Centre BN43 5LT A259 West side of Norfolk Bridge 
Aldrington Marina BN41 1UY Waterside House/ Hove Enterprise  

B&N Fish Sales BN41 1WD Aldrington Basin East Quay 
Cemex BN41 1DT Hall’s Wharf 

Dudman Group BN42 4ED Penney’s Wharf 
East Breakwater BN41 1WD Southwick Beach 

Emerald Quay BN43 5EW Public Slipway 
Ferry Wharf BN41 1BD Quay and Units 

Kingston Beach BN43 6RN East of Lighthouse 
Lady Bee Marina BN42 4EG Car park 

Lady Bee Enterprise 
Centre 

BN42 4BW Wigan Wharf 

Lighthouse BN43 6RN Lighthouse 
Local Fuel BN41 1DT Shoreham Oil Terminal 

Nautilus House BN41 4ED Harbour Office 
Fishergate Marina BN41 1DT Fishergate Marina 

Old Toll Bridge BN43 6RN Toll Bridge 
Port Kitchen BN43 4DP Adur Dry Dock 
RNLI Station BN43 6RN Lifeboat Station 

Rope Tackle Slipway BN43 5EG Public Slipway 
Shoreham Fort BN43 5HY Car park 

Shoreham Sailing Club Bn43 5HZ Soldiers Point 
Sussex Marine 

Watersports 
BN42 4DP Slipway 

Sussex Yacht Club BN43 6RF SYC Shoreham Club House 
The Harbour Club BN43 5HG Silversands 
West Breakwater BN43 5HY Shoreham Beach 
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ANNEX K – Incident Response Checklist 
 

Immediate Response Checklist 
Assess the Situation:  
Confirm the nature and severity of the incident.  
First Responder to complete a METHANE Form – See Emergency Plan  
Identify immediate risks to people, assets, and the environment.  
Refer to the JESIP joint decision model which is designed to help 
commanders make effective decisions together – See Emergency Plan 

 

Activate Emergency Response Plan:  
• Alert the incident response team.  
• Notify key personnel (management, team leads, safety officers).  
• Establish an incident command center (if applicable).  
• See Incident Actions Board – see Emergency Plan  

Ensure Safety:  
• Evacuate the area if required.  
• Provide first aid or medical assistance.  
• Secure the site to prevent further harm.  

  
Key Tools/Resources:  

• Emergency Plans.  
• Emergency contact lists.  
• Safety equipment.  

  

Communication Checklist 
• Notify relevant authorities (police, fire, coastguard, etc.).  
• Inform all affected parties (employees, Stakeholders, etc.).  
• Inform the Communications Team.  
• Maintain clear, concise, and factual updates internally and 

externally. 
 

  
Key Tools/Resources:  

• Pre-drafted communication templates.  
• Contact details for stakeholders and emergency services.  

  

Containment Checklist 
• Identify and isolate the source of the incident.  
• Implement measures to prevent escalation.  
• Activate specialized response teams (e.g., Oil Spill, IT specialists).  

  
Key Tools/Resources:  

• Incident-specific containment equipment.  
• Maps or layouts of the affected area.  

  

Documentation Checklist 
• Record all events, actions, and decisions in real time.  
• Take photographs or videos of the scene (if safe to do so).  
• Collect witness statements and initial reports.  
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Key Tools/Resources:  

• Incident report templates – see Emergency Plan  
• Cameras or recording devices.  

  

Post-Incident Checklist 
• Conduct a debrief with the incident response team.  
• Analyse the root cause and contributing factors.  
• Develop an action plan for improvement.  
• Provide support to affected individuals.  

  
Key Tools/Resources:  

• Access to support services.  
  

Review and Update Checklist 
• Update the Emergency Plan based on lessons learned.  
• Conduct refresher training for the team.  
• Test the revised plan with drills or simulations.  

  
Key Tools/Resources:  

• Training schedules.  
• Incident review reports.  

  

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


