	1 | Call 911
	2 | First Aid
	3 | Notify
	4 | Secure

	Call 911 or the local first responders in your area.
	Provide medical and first-aid support until first responders arrive.
	Using template to inform the  Crisis / Leadership team.

Template:
A <emergency description> at <location> involving <person(s)> occurred today at <time>
<who> has been contacted and are in route.

Contact Info
<Phone Number > < Name>
<Phone Number > < Name>
<Phone Number > < Name>
<Phone Number > < Name>

	Secure all entrance and exit points to the site.

	5 | Preserve
	6 | Document
	7 | Inform
	8 | Support

	Preserve as much evidence of the accident as possible.
	Document names of all parties and witnesses involved. Take photos and video of site and conditions.
	Contact appropriate parties impacted by incident.

Examples: Subcontractors, suppliers, building owners, etc.
	Support law enforcement and first responders until arrival of the  Crisis / Leadership team.

Do not speak to the media unless you’re the designated representative.


In Case of Emergency 





In a Crisis
· The situation is chaotic during the first 15 to 30 minutes. 
· Help is on the way.
· Remain calm, secure your site, and gather as many facts as possible.
· The speed and accuracy of your documentation are essential to an effective response for first responders and future investigations. 
· Don’t be afraid to say, “I don’t know”. 
· Take notes and follow-up later.
· You’re always “on the record” in an emergency.
· The media can learn of the incident within minutes and may beat the Crisis / Leadership team to the project site. 
· Unless directed by the Crisis / Leadership team, no employees should speak to the media. 
· All external and internal inquiries (emails, calls, social media) should be directed to the corporate office. 

Media Response
If / when the media arrives on site, keep them at the secure muster point and do not engage. All media inquiries should be directed to the Crisis / Leadership / corporate office. 

If confronted, it’s important to maintain consistent and accurate messaging throughout the event. 

Relay the following message: 
I’m not the designated spokesperson for the company. Please call our office at <phone> to be directed to the appropriate person.

If authorized by the leadership / crisis team, you can relay the following message: 
There has been an incident on the project site. Our main concern is for the safety of everyone involved. At the present time, our focus is on the individual(s) involved and their families. We do not have any further details of the incident at this time. We’re cooperating with the appropriate authorities. A company representative will respond to the media at a later time and date. Thank you.

After either statement is made, walk away without answering any further questions. Don’t forget you’re always on record. 








Wallet-Sized Information Card Template

Size: 6.75W X 2.125H (folded in half)

Front
	In Case of Accident / Emergency
Call 911.
Administer necessary first aid.
Notify Crisis / Leadership Team.
Secure entrances/exits.
Preserve evidence.
Document witnesses, site and conditions.
Inform appropriate parties.
Support first responders. 
	Contact Info
<Name | Phone>
<Name | Phone>
<Name | Phone>
<Name | Phone>

Template Message
A <emergency description> at <location> involving <person(s)> occurred today at <time>
<who> has been contacted and are in route.



Back
	Media Response

You’re ALWAYS on record.

Your Only Response
I’m not the designated spokesperson for the company. Please call our office at <phone> be directed to the appropriate person.

Answer no further questions and walk away.
	Refer to Your Emergency Action Plan
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