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1 INTRODUCTION

It is the Company’s intention to properly manage any emergency situation so as to minimise the 
impact it may have upon all personnel, the environment, the Company’s financial position and the 
Company’s reputation.  

The key to effective response to emergencies and incidents is having a pre-established 
organisation, on-call and capable of mobilising and responding to the extent required by different 
levels of emergency. It should be staffed with competent individuals, organised into teams, with 
allocated and clearly defined roles, and practised in those roles.   

This manual details the procedures to be followed by the Thailand Emergency Management Group 
from the Emergency Co-ordination Centre in the Company’s Head Office in the Bangkok, Rasa 
Tower Office Building to ensure a prompt and efficient Company response to emergency 
situations at any of the Company’s sites where ever in the Country they are located. 

1.1 Policy & Principles 

This manual is issued under the authority of the General Manager. Recommendations for any 
change should be addressed to the General Manager who is responsible for reviewing this 
document. The HSE manager will ensure that:  

A meeting with all Emergency Response Group (ERG) Members, including all positions 
identified within this document, is conducted annually to review and update the 
procedures.

A database of all ECO Orient Energy (Thailand) personnel charged with emergency 
management responsibilities within this manual is maintained. The database will include 
name, job title, office, and mobile and home telephone numbers. 

The Emergency Co-ordination Centre (ECC) and associated systems and equipment to 
support these procedures are maintained in a state of readiness and tested regularly. 

Regular training and exercises are conducted to test the robustness of these emergency 
procedures and the preparedness of all personnel to respond to an emergency situation. 

1.2 Purpose & Scope 

The purpose of this document is to ensure that Country Head Office personnel based in the 
Bangkok, who are appointed to the Emergency Response Group (ERG), are aware of their roles 
and responsibilities and the emergency response procedures. This document also details the 
procedures to be followed by members of the ERG to ensure a prompt and efficient management 
response, should an emergency situation occur at any of the Company’s assets including office and 
remote site activities (Production, Seismic and Drilling) or locations under the management of this 
Head Office. 

The Emergency Response Group as shown in Table 2.1 is made up of Managers, Supervisors and 
Support Staff. Personnel who form the Emergency Response Group will be notified of their role. If 
an emergency situation develops the Emergency Response Group will be mobilised and as the 
situation develops other personnel may be called to provide assistance to the Emergency Response 
Group. 

Copies of this manual will be issued to relevant personnel. Those with specific duties for dealing 
with an emergency must ensure that they are aware of their responsibilities and duties as contained 
in this manual, and the manner in which these procedures interface with the remote location 
emergency response plan for the Company’s operations. 
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1.3 ECO Orient Energy (Thailand) Emergency Response Organisation  

The Company’s emergency response management is handled through a three-tiered structure with 
teams for each of the following locations: 

                       

The Incident Response Team (IRT), based at the remote locations (Wichian buri), is trained and 
responsible for dealing with all envisaged incidents and emergency situations which may occur at 
the location. Where additional support, in the way of resources and advice, may be required by the 
IRT at a remote location this will be requested through and provided by the Country Emergency 
Response Group. On all occasions that a remote location IRT is mobilised due to an incident or 
emergency situation the Emergency Response Group Manager must be notified immediately. 

The Emergency Response Group (ERG) is based in the Bangkok Office. The ERG is responsible 
for providing tactical response, support, assistance and advice to all incident and emergency 
situations at any of the sites or locations within the Country and for providing operational response 
to any emergency situation which may occur in the or affecting the Bangkok Office.  

This Emergency Response Manual describes how the ERG should handle both the "technical" 
crises e.g. fire, explosion, oil spill, and "social" crises e.g. illness, injury, kidnap, civil unrest.   

On all occasions that the Country ERG is mobilised due to a major incident or emergency situation 
the Corporate Office must be notified immediately. 

1.4 Response Group Interfaces  

The relationship between the Corporate Office, the Country ERG and Remote Location IRT and a 
classification of emergencies is illustrated below: 
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INCIDENT

LOCATION 
EMERGENCY 
RESPONSE 

TEAM

COUNTRY  
EMERGENCY  
RESPONSE  

GROUP 

HONG 
KONG 

OFFICE 

RESPONSE FOR: 
- DEALING WITH ALL LOCATION 
INCIDENTS AND EMERGENCIES 

- NOTIFYING & LIASING WITH 
COUNTRY EMERGENCY 
RESPONSE GROUP DUTY 
MANAGER 

TIER 1 INCIDENTS 
A MINOR INCIDENT WHERE LOCATION 
REQUIRES NO EXTERNAL ASSISSTANCE 
& CAN CONTROL INCIDENT WITH LOCAL 
RESOURCES> LOCATION MANAGER 
MUST NOTIFY EMERGENCY RESPONSE 
GROUP DUTY LEADER> 
TYPICAL INCIDENT TYPES:  
- MINOR OIL SPILLS <50 BBLS 
- MINOR TRAFFIC INCIDENTS 
- MINOR MEDICAL OR INJURY CASE 
- EQUIPMENT DAMAGE WITHOUT LOSS 

OF PRODUCTION 
- MINOR FIRE WITHOUT INJURY OR 

PLANT DAMAGE RESPONSIBLE FOR:  
- PROVIDING SUPPORT, ADVICE & 

OFF LOCATION ASSISTANCE TO 
LOCATION WHERE INCIDENT IN 
PROGRESS 

- NOTIFYING OPERATING COUNTRY 
NEXT OF KIN, AUTHORITIES< 
EMPLOYEES,CONTRACTING 
COMPANIES 

- NOTIFYING AND LIASING WITH 
CRISIS RESPONSE TEAM DUTY 
LEADER. 

- PROVIDING AND CO-ORDINATING 
SPECIALIST SUPPORT 

- CO-ORDINATING RECOVERY 
FROM INCIDENT 

- OBTAINING CLEARANCE FOR & 
ISSUING RELEASE TO NATIONAL 
MEDIA

TIER 2 INCIDENTS 
SUBSTANTIAL INCIDENT. EMERGENCY 
RESPONSE GROUP DUTY MANAGER”S 
DECISION TO CALL OUT TO CALL OUT 
EMERGENCY RESPONSE GROUP TEAM 
DUTY LEADER. 
TYPICAL INCIDENT TYPES:  
- CIVIL UNREST OR SECURITY BREACH 
- FIRE &/OR EXPLOSION 
- INJURY OR ILLNESS REQUIRING 

EVACUATION
- SUBSTANTIAL TRAFFIC ACCIDENT 

WITH SERIOUS INJURIES 
- OIL SPILL >50BBLS 
- SEVERE FLOODING AFFECTING 

OPERATIONS 
- KIDNAP 

RESPONSIBLE FOR:  
- PROVIDING STRATEGIC 
RESPONSE ASSISSTANCE, 
SUPPORT AND ADVICE TO THE 
EMERGENCY RESPONSE 
GROUPIN THAILAND. 

- NOTIFYING SHAREHOLDERS, 
INTERNATIONAL AUTHORITIES, 
FINACIAL INSTITUTIONS. 

- COMMUNICATION WITH 
INTERNATION OFFICE AND 
FOREIGN AUTHORITIES 

- CO-ORDINATING & APPROVING 
ALL MEDIA RELEASES< ISSUING 
INTERNATIONAL MEDIA 
RELEASES

- AUTHORISING EXTRAORDANARY 
EXPENDITURE 

- PROVIDING LEGAL ADVICE AND    
RESPONSE 

TIER 3 
CRISIS SITUATION APPEARS LIKELY 
NOTIFY THE CHIEF EXECTUTIVE 
OFFICER 
TYPICAL INCIDENTS TYPES:  
- INCIDENT LEADING TO LOSS OF A 

FACILITY 
- INCIDENT LEADING TO SIGNIFICANT 

FINACIAL LOSS 
- KIDNAP OR EXTORTION DEMAND 
- CIVIL UNREST OR WAR THREAT 
- INCIDENT LEADING TO MULTIPLE 

INJURIES OR FATALITY 
- MAJOR TRAFFIC ACCIDENT WITH 

FATALITY 
- MAJOR POLLUTION 
- INCIDENT WHICH COULD LEAD TO 

INTERNATIONAL MEDIA INTEREST

Yanisapaeng
Text Box
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2 EMERGENCY RESPONSE ORGANISATION 

The key to effective emergency response is to have a pre-established organisation on-call and 
capable of mobilising and responding quickly and appropriately to all envisaged emergency 
situations. This organisation should be staffed by personnel with appropriate experience, organised 
into a team, with allocated and defined roles, responsibilities and practised in dealing with 
emergency situations. 

The composition and organisation of the emergency response organisation is formalised to meet 
operational requirements. The emergency organisation at each location is similar to the normal 
day-to-day organisation. It is the Country Emergency Response Group’s responsibility to respond 
to and control the immediate response to all emergencies, which occur within the Country in which 
it is based.

The Country emergency response organisation, called the Emergency Response Group (ERG), the 
roles and responsibilities of its members and the procedures for dealing with emergency situations are 
described as follows in this document. 

2.1 Country Emergency Response Group (ERG) Overall Responsibilities 

   The primary responsibilities of the ERG are: 

To manage all emergency situations within the Country. 

To provide emergency support, advice and assistance to all the remote locations, assets 
and operations within the Country. 

To manage any emergency situation which may occur in or affect the Country Office 

To notify the General Manager and keep him/her informed of the situation. 

To notify the Corporate Office within 2 hours of the Emergency Response Group being 
mobilised and to keep them informed of the situation. 

To notify and liaison with Government and local authorities in accordance with legal and 
legislative requirements. 

To prepare and release media holding statement. 

To prepare national media releases and obtain authority from the Corporate Office to 
release media statements. To notify and provide assistance to the next of kin of all ECO 
Orient Energy (Thailand) nationals involved at the emergency site. 

To inform the Corporate Office of the names and conditions of all personnel involved at 
the emergency location. 

To communicate with all national Companies, with employees or equipment at the 
emergency location and notify them of the names and condition of their employees.  

To arrange the reception and treatment for all personnel evacuated from the emergency 
site.

A designated ERG Leader will be available at all times, who will be of Senior Manager 
level. In all situations, which have resulted in the mobilisation of the ERG, it is the ERG 
Leader’s responsibility to report the situation to the General Manager and to the Corporate 
Office.

The actions of the ERG will vary depending on the nature of the emergency and it is the 
ERG Leader’s responsibility to determine the extent of the response required. The ERG 
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may call on additional staff to assist them in responding to any emergency or incident 
situation.

All ERG members are required to read and familiarise themselves with this document, in particular 
their own respective functions, for which checklists are provided on the following sections. ERG 
members should ensure that they have access to this document at all times. 

2.2 ERG and Support Team Individual Roles and Responsibilities  

The primary roles and responsibilities of the Emergency Response Group members are outlined 
below:

Table 2-1  Bangkok Emergency Response Group 

Emergency Response Group 
Leader 

Responsible for managing and co-ordinating the 
overall response of the ERG to the emergency 
situation. Reports to the General Manager and the 
Corporate Office. 

Responsible for mobilising the ERG and Support 
personnel.

Responsible for informing and updating the 
Corporate Office.

Responsible for compliance with the actions and 
procedures laid down in this document for dealing 
with emergency situations.

Responsible for obtaining authority from the 
General Manager and the Corporate Office for the 
release of information to the Media.

Drilling Operations
Technical Co-ordinator 

Reports to the ERG Leader and responsible to 
him/her for providing operational and technical 
drilling related information. 

Responsible for providing operational and technical 
advice, including production, drilling and 
subsurface,  to the emergency site 

Responsible for all communications with the IRT 
Leader at the emergency site. 

Production Operations 
Technical Co-ordinator 

Reports to the ERG Leader and responsible to 
him/her for providing operational and technical Well 
Production/Testing information. 

Responsible for providing operational and technical 
advice, including production, drilling and 
subsurface,  to the emergency site 

Responsible for all communications with the IRT 
Leader at the emergency site. 
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Health Safety & 
Environmental (HSE) Co-
ordinator 

Reports to the ERG Leader and responsible to 
him/her for providing risk, health, safety and 
environmental information. 

Responsible for compliance with legislation and 
appropriately informing and liaising with National 
Government and Regulatory authorities. 

Responsible for providing HSE advice & support 
and information to the ERG and the IRT at the 
emergency site. 

Responsible for co-ordinating office security. 

Responsible for advising and maintaining the 
emergency responses in line with the Company 
emergency response procedures. 

Responsible for maintaining the information on the 
status boards. 

Administration Co-ordinator 
Bangkok 

Reports to the ERG Leader and responsible to 
him/her for providing information and managing all 
human resources matters.  

Responsible for providing welfare support and 
advice to employees and their families if required. 

Responsible for co-ordinating with the Logistics Co-
ordinator onward travel for personnel being 
evacuated. 

Responsible for communication with and notifying 
the next of kin of national Company employees in 
collaboration with ERG Leader. 

Responsible for providing information about all 
expatiate personnel at the emergency site to the ERG 
Team. 

Responsible for providing information to Contractor 
Companies about their personnel at the emergency 
site.

Responsible for co-ordinating the arrangements for 
the disposal of fatalities. 

Responsible for providing IT support to the ERG. 

Responsible for co-ordinating the office switchboard 
and reception services. 
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Wichian Buri Administration Reports to the IRT Leader and responsible to 
him/her for providing information and managing all 
human resources matters upcountry.  

Responsible for arranging temporary 
accommodation, transportation and assistance for 
personnel being evacuated from emergency site if 
required.  

Responsible for co-ordinating with the IRT Leader 
regarding onward travel for personnel being 
evacuated. 

Responsible for communication with and notifying 
the next of kin of national Company employees as 
directed by IRT/ERG. 

Responsible for providing information about all 
expatriate personnel at the emergency site to the IRT 
Co-ordinator.

Responsible for co-ordinating the arrangements for 
the disposal of fatalities. 

Responsible for co-ordinating the office switchboard 
and reception.

Additional personnel may be mobilised by the ERG Co-ordinators to provide support and 
assistance. The personnel mobilised to provide support would, so far as possible, be from the 
appropriate department or have the necessary skill to provide the required support. 
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The relationship between the ERG, IRT, Corporate Office, and external parties is shown 
schematically in the diagram below: 
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2.3 Location of Emergency Response and Support Personnel 

When the Emergency Response Group and Support Personnel are mobilised they will proceed 
immediately to the Emergency Response Co-ordination Centre (ECC) in order to carry out the tasks 
and actions required. 

The floor plan showing the layout of the Emergency Co-ordination Centre located at is shown in 
Attachment 9.

The main Meeting Room at Rasa Tower 2 is designated as this Centre. The General Manager, in 
consultation with the Emergency Response Group (ERG) will declare if an Emergency has escalated 
to a crisis, or has the potential to do so and advises the Corporate Office. 

2.4 Office Incident Response 

In the event of an emergency in the Office, the Administration Manager is responsible for the 
evacuation of all personnel from the office and the Emergency Response Group is responsible for the 
Recovery Process. This procedure is more fully described in Section 5.0.
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3 EMERGENCY RESPONSE GROUP (ERG) PROCEDURES 

The following is the procedure to be followed by the ERG Leader, when the Incident Response 
Leader, as a result of an incident in Remote Location, has contacted him and the ERG Leader decides 
that the incident requires the activation of the ERG. 

3.1 Notification and Activation of the ERG 

In the event of a Remote Location activating the Incident Response Team (IRT), the Incident 
Response Controller will contact the duty ERG Leader and inform him/her of the situation. The ERG 
Leader must be informed within 30 minutes of the activation of an Incident Response Team. 

The ERG Leader is the principal point of contact in Bangkok. The IRT Leader will contact the duty 
ERG Leader if a Remote Location operation contacts them with information regarding an incident. 

The call originator will need to provide: 

Persons name;  

Originator’s location and contact telephone number; 

Nature of the Incident; 

Local time of report.  

Further details of the Emergency should not be transmitted.  

Once the ERG Leader has made contact with the Incident Response Controller and has details of the 
incident he/she will decide whether there is a requirement for the Emergency Response Group to be 
activated, and what the initial composition of the ERG is to be. The ERG Leader is responsible for 
initiating the activation and call out of the duty ERG. 

On any occasion that the ERG is activated, due to an emergency situation, the ERG Leader will notify 
the Corporate Office and inform the General Manager within 30 minutes.  

3.2 Contact Details 

The duty ERG and Support Personnel are on 24-hour call out for the duration of their duty period. 

Although office, home and mobile telephone numbers are given in the weekly contact list, the policy 
is to contact ERG and Support members via their mobile number first.  

It is essential that people on duty fully understand their responsibilities and can be contacted 24 hours 
per day, on one of their listed numbers, during the whole period they are on call. 

ERG members are responsible for maintaining a list of contact details of the personnel they would call 
out to support them in the event of the ERG requiring assistance. It is their responsibility to activate, 
inform, and direct any support personnel they consider necessary to provide them with the appropriate 
level of assistance. The respective ERG members are also responsible for briefing activated support 
personnel about the incident and giving them direction.  

3.3 Call Out and Delegation of Authority 

It is the responsibility of individual members of the ERG to ensure that their emergency response 
function is delegated to another from the same nominated group, see Attachment 10, when they are 
unavailable (i.e. unable to reach the ECC within 60 minutes). They must ensure their alternate is 
appropriately briefed and the alternate remains within contact. 
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At the end of the duty period, the ERG member must handover his duty in person thus ensuring the 
next on duty has acknowledged the responsibility. 

3.4 Emergency Co-ordination Centre (ECC) Initial Actions 

On the activation of the ERG, all the team members should immediately proceed to the Emergency 
Co-ordination Centre (ECC). The first to arrive must assume the role and duties of the ERG Leader 
until the duty Leader arrives. A copy of this manual is available in the Emergency Co-ordination 
Centre.

The most important early action for the first persons to arrive in the Emergency Co-ordination Centre 
is to ensure that: 

Telephones are set up to establish and establish communications with the affected emergency 
location and the Incident Response Leader. 

They identify the facts of the incident and ensure that they are written up on the status boards. 

These actions, see Attachment 7, should not be delayed until the ERG Leader’s arrival. The layout of 
the Emergency Co-ordination Centre and the equipment for use during the management of an 
Emergency situation is shown in Attachment 9.

3.5 Formal Updates of Information to ERG 

The ERG Leader should conduct updates to the whole ERG Group at frequent intervals throughout the 
duration of an incident, at least every hour in the early stages of the incident.  

All available ERG members should attend updates. The individual ERG member should report and 
update any relevant information to Support personnel as soon, as is practicable. 

A checklist for holding a Formal Update of Information is contained in Attachment 1.

3.6 Media Response 

The ERG Leader, in consultation with the General Manager is responsible for the preparation and 
early release of the Media Holding Statement see Attachment 5. 

The Corporate Office must approve all further information for release to national and international 
media groups. The ERG Leader is responsible for obtaining any approvals before release. 

Once approval for release of information to the national Media is received the ERG Leader, in 
consultation with the General Manager, is responsible for arranging for the release of such 
information. All personnel must be instructed to direct external telephone calls requesting media 
comment on any incident to the nominated ERG spokesperson. 

3.7 External Notifications 

There may be a requirement during an incident to notify and liaise with a number of national 
companies, authorities and agencies. It is important that the ERG maintains a record of all these 
external communications and liaises effectively to ensure overall co-ordination and to ensure they 
speak with one voice. 

The HSE Co-ordinator is responsible for advising the ERG Leader of the requirement, and for making 
the relevant contact and or notify to national Government and Regulatory authorities.  

The HR Co-ordinator is responsible for making contact with the next of kin of national staff and the 
employing Company of national contractors. He/she is also responsible for providing the CRT HR 
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Co-ordinator with information regarding expatriate personnel. The HR Co-ordinator is also 
responsible for notifying the appropriate national authority regarding any fatalities. 

In general, existing business channels of communication should be retained during an incident, but the 
ERG must retain overall responsibility and control for this communication. The range of contacts will 
inevitably vary greatly depending on the location of the affected site.  

A checklist of contacts is contained in Attachment 2. This list should be developed further at the time 
of the incident, where appropriate.  

3.8 Kidnap and/or Extortion

While the basic ERG procedures remain much the same, kidnap and/or extortion require some 
different methods to address them. In some cases the information may need to be retained by a very 
small core team and the negotiations may take place over a protracted period of time. 

The ERG are to gather and records the information available regarding the kidnap/extortion situation 
in line with checklist see Attachment 3.

Due to the extreme sensitive nature of a kidnap and/or extortion negotiation it is imperative that the 
ERG Leader makes immediate contact with the Corporate Office. The Corporate Office will either 
take over the responsibility for the negotiations or will provide guidance to the ERG Leader. 

3.9 Civil Unrest or War Threat 

If civil unrest or war threat occurs or appears likely either in operating area or close to an area where 
operations are in progress the ERG will be required to consider and discuss the threat with the General 
Manager and the Corporate Office. 

The primary objective must be to safeguard and evacuate all personnel from the danger area. A plan 
will be drawn up identifying actions to be taken in order to safeguard personnel, their families and 
Company assets if the situation continues to deteriorate.  

The plan of action should state what the Company considers to be the trigger points which, when 
reached, will require actions to commence. Once the action plan has been developed it should be 
clearly communicated to those who require to know. 

3.10 Bomb Threat 

Bomb threats have become increasingly commonplace in recent years and used by various groups that 
want to cause disruption of business.  Although 99% of the bomb threats are hoaxes all should be 
treated seriously. In all circumstances the first thing that must be done is to determine the nature of the 
threats to the organisation. 

The ERG is to gather and record the information available regarding the Bomb Threat in line with 
checklist see Attachment 19A.

The ERG are to assess the credibility of the threat and possible consequences and devise an 
evacuation plan of the premises. See Attachment 19

3.11 Installation Loss or Significant Business Loss

A situation may occur, for example a loss of key equipment, which could result in a significant delay 
in bringing a field into operation, or the shutdown of a field or installation as the result of an incident. 
Such a situation will inevitably result in a significant loss of business and therefore loss of revenue to 
the Company unless it is addressed immediately. 
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Such a situation will require the ERG to consider what actions have to be taken immediately, and by 
whom, in order to avoid or minimise loss to the Company.  

3.12 Pollution Incident 

A pollution incident can refer to a number of different types of pollution. They can be broadly 
categorised as: 

Oil spill 

Chemical spill 

Smoke or fumes into the atmosphere. 

It is the responsibility of the ERG to ensure that: 

The spill plans are activated immediately any pollution situation is detected or reported  

The source of the pollution is quickly identified and stopped  

That specialist clean up contractors is mobilised as quickly as possible 

That the appropriate authorities and agencies are notified. 

The ERG has to also consider that any pollution type wherever it may occur can result in significant 
media and environmental group interest. The ERG Leader must be prepared to consider and address 
the issues that the media or environmental groups may raise with the Company. Failure to take this 
seriously can result in public concern, loss of shareholder confidence, and possible disruption to 
business and the associated loss of revenue. 

3.13 Extended Emergencies

Some emergencies may extend over a long period of time. When this is the case the relief of ERG 
members and Support personnel should be considered in order to avoid fatigue. 

In the event that the ERG is likely to be required to sit for longer than 8 - 12 hours the following 
procedures should be observed: 

Alert alternates for each group member, giving them the time that they will be required to 
start their take-over 

Change over times of individual team members should be spread out over a reasonable period 
of time 

The hand over is to include a complete brief on the incident. The departing team member 
must sit with the alternate until he/she is satisfied that the alternate is fully conversant with the 
situation and his/ her duties 

Relieved group members must ensure they get adequate rest and sustenance, in case they are 
required further. 

Responsibility for managing the arrangements for alternates to ensure group efficiency lies with ERG 
Leader. 

3.14 Supporting Information

Individual ERG members must ensure that information that they may be required to support their 
specific function is readily available. 
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4 CHECKLISTS FOR EMERGENCY RESPONSE GROUP 

Checklists are provided to facilitate swift, organised and comprehensive action and should be used by 
ERG members to assist them to carry out their functions. In general checklists should be used to 
confirm that appropriate actions have been taken and to check if any actions have been missed. 

Checklists are available at the Emergency Co-ordination Centre (ECC) and made available to the 
group members concerned as part of the setting up process. However group members are advised to 
maintain and improve their own checklists to be used when their group is activated. All group 
members should examine the checklists as part of their preparedness and propose improvements to the 
General Manager. Checklists are to be reviewed following any exercise or incident in common with 
other procedures. Responsibility for updating checklists lies with individual functions rather than the 
General Manager. 

4.1 Emergency Response Group (ERG) Leader 

Upon being informed of an emergency situation, follow the steps and the checklist given below: 

Establish communications with the emergency site IRT Leader and establish the facts of the 
situation, support and assistance required at the scene. 

Decide whether the ERG should be activated.  

Issue instruction to mobilise ERG members and decide the requirement for and mobilise 
Support personnel. 

Proceed to the Emergency Co-ordination Centre (ECC).  

Inform the General Manager and keep him/her updated at regular intervals. 

Review the facts of the emergency situation and determine whether the incident is contained 
or escalating.

Ensure that the ECC has been set up and that all incident and status boards are positioned, and 
that data is being recorded. 

Ensure that the emergency site IRT has ERG/Corporate Office contact telephone numbers. 

Notify the Corporate Office, as information becomes available. 

Confirm that the ERG has arrived and brief them; see Attachment 16 ERG and Support 
Group Status Board. 

Brief all ERG members on arrival, state plan and delegate actions.  

Ensure that Support personnel are briefed and that the Reception is manned. 

Ensure clear lines of communication with the emergency site and IRT are established and 
continue to monitor situation and provide appropriate support and assistance. 

Ensure that next of kin are being notified. 

Ensure that appropriate Authorities are notified.  

After approval from General Manager Issue Media Holding Statement -Attachment 5.

After approval from General Manager Issue Statement to Staff - Attachment 6.
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Agree the media strategy with General Manager, including the management of the media 
release process.  

Monitor and maintain the up-to-date picture of the emergency situation. 

Prepare information for national media release.  

Provide Corporate Office and General Manager with information for release to international 
media groups. 

Organise media briefings. 

Ensure that the Receptionist is aware of the situation and have a copy of the holding statement 
to be read out to callers. 

Ensure that media enquiry numbers have been released and brief the Receptionist that the 
Media Response telephone line is available. 

List who should receive the media statements and issue e.g.: 

o Media agencies 

o Internal office staff 

o Operating Companies in other Countries 

o Partners

o Contractors

Update information frequently and issue statements at regularly intervals. 

Brief Reception on the handling of any media persons arriving at the office. 

Brief the IRT Leader at the incident site on what information to release in the event of 
receiving media enquiries. 

Arrange media monitoring, and playback of any appropriate broadcasts to ERG.  

Prepare; obtain authorisation and issue of an incident update report to all employees. 

Arrange for distribution of press packs to media. 

Update ERG at regular intervals on actions taken and media releases. 

Identify the need for and mobilise additional Support personnel 

Identify if a representative from senior management is required at the incident site.

Identify and obtain authorisation for extraordinary expenditure. 

Confirm that the IRT is coping. Consider if extra support is required. 

Confirm that the ERG is satisfactorily supporting the IRT. 

Hold ERG updates on a regular basis see Attachment 1

Consider the following local aspects of the incident: 

o Local Government 

o Local population 
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o Environmental 

Ensure that office personnel are being kept informed of the incident. 

Confirm that interfaces with external bodies are being managed effectively. 

Monitor the level of stress in the ERG, IRT and Support personnel. 

Identify if the emergency likely to be extended. Implement rotation of ERG members 
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INCIDENT CHECKLIST – STATUS BOARD 

Detail Comment/Notes 

Incident 
 • Where? 
 • What facilities/vehicles are involved? 
 • When? 
 • What is happening? 

(Fire, Explosion, Collision, Gas Leak, Toxic 
Gas Leak, Oil Spill, Well Control problem, 
Blowouts, Person Missing, Structural Failure, 
Equipment Failure, Storm, Transport Incident, 
Medical Emergency, Criminal Act, Terrorism, 
Bomb Threat, Kidnapping, Extortion, Industrial 
Dispute, Natural Disaster). 

Current State of Incident 
 • Contained?  
 • Potential to escalate?  
 • Escalating? 
 • Who is handling the response? 
 • How is it going? 
 • Who has legal control of the incident? 

Accuracy and timeliness of information 
 • How good is information? 
 • Is it complete 
 • Is it coming from the right sources? 
 • How can it be improved? 

Damage/ Loss 
 • Installation 
 • Equipment 
 • Third Parties 
 • Major 
 • Minor 

Drilling 
 • Stopped 
 • Delayed 
 • Continuing 

Company Involvement 
 • Operator/ Non-operator 

Casualties  
 • Deaths 
 • Injuries 
 • Missing 

Environmental 
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INCIDENT CHECKLIST – STATUS BOARD 

Detail Comment/Notes 

 • Oil Spill 
 • Chemical Spill 
 • Air Pollution 
 • Quantity 
 • Sensitivity of area 

Production 
 • Stopped 
 • Delayed 
 • Lost 
 • Continuing 

Parties involved at Incident 
 • Company 
 • Partners 
 • Contractors 
 • Neighbours 
 • Other Third Parties  
Is everyone being kept informed? 
             - Emergency Services 
 - General Manager 

- Corporate Office 
- Next of Kin 

 - Company Employees 
- Contractors 
- Partners 

 - Environmental Agencies  
 - Local Government 

- National Government 
- Media 

 - Other Oil Companies  
 - Pressure Groups 
 - Neighbours 
            - Unions 

What Media Activity and Coverage 
  • Tone of media 
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ERG LEADER - PUBLIC AFFAIRS STRATEGIC CHECKLIST

EFFECTS /IMPACTS ACTIONS

Current / likely public perception of the 
incident/ Company? 

Confirm media strategy 
Establish media monitoring 
Review media coverage and tone. What is the 
media saying? 
Ensure Q & As and Media Releases are 
available, read and understood by 
spokesperson 
Identify spokesperson 

Government at home or abroad concerned? What are the Authorities saying?   
How are they reacting? 
Establish policy for lobbying 
Consider Government/ Partner briefings 

International perception of the incident? Inform Company offices abroad 

Likely effects on the Company's reputation? 
• At home/Abroad

Monitor and advise the General Manager 
regarding image considerations. 

Will this affect/ influence planned/ future 
Company operations in country and abroad? 

Likely impacts on/ responses from: 
• National governments 
• Local government 
• Regulators/ legislators 
• Pressure Groups 
• Environmental agencies 
• Neighbours at this and other sites 
• Community PR near site 

Consider regulatory repercussions 
Consider Community PR near site 

Counsel and reassure neighbours at affected 
site 
- Information on incident 
- Decisions on future operations 
- Establish enquiry centre. 

Other industry companies and agencies 
• Customers 
• Suppliers 
• Partners 
• General Public 
• Third parties affected by the incident  

Communicate with customers 
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4.2 Drilling Operations Co-ordinator 

In the event of an emergency and being mobilised follow the steps and the checklist given below: 

Proceed to the Emergency Co-ordination Centre and obtain a full briefing from the ERG 
Leader. 

Establish and take over communications with the IRT Leader and request an update on the 
situation, identify support and assistance required. 

Brief ERG on the current situation and support requirements 

Maintain a close liaison with the IRT and regularly update ERG. 

Confirm ERG/ECC telephone numbers/fax numbers with IRT. Consider communications 
security. 

Start logging messages. Pass message sheets to the Recorder and ensure that the Status Boards 
reflect the latest situation.  

Ensure that appropriate site and operational documents, diagrams and plans are available to 
the ERG. 

Ensure that the ERG is aware of the IRT actions, decisions and concerns. 

Advise ERG on the operational and technical aspects and impacts of the incident. 

Assess the requirements for specialist or technical support at the site.  

Keep the IRT advised on actions being taken to support them. 

Establish the morale and effectiveness of the IRT. Are they coping? 

Remind the ERG Leader, if necessary, that an update is required. 

Advise ERG Leader if external contacts are required to be made to: 

o Local and/or central government authorities; 

o Contractors concerned; 

o Joint Venture Partners; 

o Others 

Where appropriate arrange cover for normal job. 

Keep a personal log of all communications and actions taken. 
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DRILLING TECHNICAL CO-ORDINATOR STRATEGIC CHECKLIST

EFFECTS / IMPACTS ACTIONS

Own equipment/ property? 
Denial of use? 
Consequential loss? 
Loss of output? 
Inability to meet commitments? 

Arrange for site survey 

Impact on customers? 

Inability to supply customers? 
 • Short Term 
 • Long Term  
Impact on suppliers? 
Inability to accept supplies? 
 • Short Term 
   • Long Term 

Examine alternative sources of product supply 

Arrange stoppage/ diversion of supply 

Other direct business interruption? 
Impact on contractors/ consultants? 

Effects on other Companies/ businesses? 
Any indirect constraints on other businesses? 

Keep other Companies/ businesses informed 

Need to shut down similar operations? 
Consider threat to new/planned operations and 
opportunities? 

Consider revised business plan 
Decide on whether to continue operations 

How long for repair/ replacement? 

Potential ban on product/ operations? 

Any regulatory impacts? 
 • Local 
 • National  
 • International 

Ensure regulators are kept well informed 
Manage regulators proactively 

Overall effect likely on the industry? 
Additional loads placed on management? 
 • Managing incident 
 • Managing recovery 

Consider disclosing information to other 
operators 
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4.3 Production Operations Co-ordinator 

In the event of an emergency and being mobilised follow the steps and the checklist given below: 

Proceed to the Emergency Co-ordination Centre and obtain a full briefing from the ERG 
Leader. 

Establish and take over communications with the IRT Leader and request an update on the 
situation, identify support and assistance required. 

Brief ERG on the current situation and support requirements 

Maintain a close liaison with the IRT and regularly update ERG. 

Confirm ERG/ECC telephone numbers/fax numbers with IRT. Consider communications 
security. 

Start logging messages. Pass message sheets to the Recorder and ensure that the Status Boards 
reflect the latest situation.  

Ensure that appropriate site and operational documents, diagrams and plans are available to 
the ERG. 

Ensure that the ERG is aware of the IRT actions, decisions and concerns. 

Advise ERG on the operational and technical aspects and impacts of the incident. 

Assess the requirements for specialist or technical support at the site.  

Keep the IRT advised on actions being taken to support them. 

Establish the morale and effectiveness of the IRT. Are they coping? 

Remind the ERG Leader, if necessary, that an update is required. 

Advise ERG Leader if external contacts are required to be made to: 

o Local and/or central government authorities; 

o Contractors concerned 

o Joint Venture Partners 

o Others 

Where appropriate arrange cover for normal job. 

Keep a personal log of all communications and actions taken. 

Document / Rev No: HSE-PM-001-Rev 0 

THAILAND EMERGENCY RESPONSE Revision Date: 25 July 2013 

PROCEDURE MANUAL   

Emergency Response Manual    23

PRODUCTION TECHNICAL CO-ORDINATOR STRATEGIC CHECKLIST

EFFECTS / IMPACTS ACTIONS

Own equipment/ property? 
Denial of use? 
Consequential loss? 
Loss of output? 
Inability to meet commitments? 

Arrange for site survey 

Impact on customers? 

Inability to supply customers? 
 • Short Term 
 • Long Term  
Impact on suppliers? 
Inability to accept supplies? 
 • Short Term 
   • Long Term 

Examine alternative sources of product supply 

Arrange stoppage/ diversion of supply 

Other direct business interruption? 
Impact on contractors/ consultants? 

Effects on other Companies/ businesses? 
Any indirect constraints on other businesses? 

Keep other Companies/ businesses informed 

Need to shut down similar operations? 
Consider threat to new/planned operations and 
opportunities? 

Consider revised business plan 
Decide on whether to continue operations 

How long for repair/ replacement? 

Potential ban on product/ operations? 

Any regulatory impacts? 
 • Local 
 • National  
 • International 

Ensure regulators are kept well informed 
Manage regulators proactively 

Overall effect likely on the industry? 
Additional loads placed on management? 
 • Managing incident 
 • Managing recovery 

Consider disclosing information to other 
operators 
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4.4 HSE Co-ordinator 

In the event of an emergency and being mobilised follow the steps and the checklist given below: 

When directed by the ERG Leader, activate the call out the ERG and Support personnel in 
accordance with the ERG duty list. 

Proceed to the Emergency Co-ordination Centre and obtain a full briefing from the ERG 
Leader.

Commence logging information onto the Status Boards, and ensure that they are kept up-to-
date throughout the incident. 

Advise the ERG Leader of the safety, environmental, and regulatory aspects of the incident. 

Assess damage and potential damage to environmental and sensitive areas, which might be 
affected by the incident. 

Obtain total personnel numbers, names, company and nationality at incident site. 

Identify  and mobilise Support persons required to assist with: 

o Next of Kin notification and assistance 

o Emergency travel arrangements 

o Medical and Casualty treatment 

o Reception and handling of evacuees from incident site 

o Personnel enquiry information  

o Office Reception 

Obtain accurate information on person’s casualties at incident site with their status, location 
and intended movements.  

Obtain Next of Kin data for national staff members and contractor personnel at incident site. 

Maintain up-to-date movement and status list of all personnel evacuated from the site.   

Ensure that casualties being evacuated from incident site are being attended to correctly. 

Advise ERG what actions should be taken to minimise the effects on the environment. 

Mobilise Oil Spill Response specialist contractor to spill site if required. 

Ensure that the General Manager is aware of the Company’s safety and environmental record. 

Keep a personal log of all communications and actions taken. 
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HSE CO-ORDINATOR STRATEGIC CHECKLIST

EFFECTS / IMPACTS ACTIONS

Has there been any environmental impact 
from? 

 Oil spill 
 Gas release 
 Smoke 
 Chemical spill 
 Radio Active material 
 Other substance 

What are the likely effects on people? 
 At the site 
 Surrounding community 

What are likely to be the effects on the 
environment? 
 •  Land 
 •  Air 
 •  Shorter Term 
 •  Longer Term 

What are the short and long term effects of 
pollution? 

 What quantity has been 
released? 

Implement short term response to pollution 

Decide on longer term response to pollution  

Effect rapid containment and clean-up 

Implement immediate monitoring of perimeter and 
as yet unaffected areas 

Consider and implement long term clean-up and 
monitoring plan 

How is the clean up progressing? What quantities have been released? 

Which Agencies have been notified? 

Have all appropriate environmental bodies 
and agencies been notified? 
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4.5 Administration Co-ordinator Bangkok 

In the event of an emergency and being mobilised follow the steps and the checklist given below: 

Proceed to the Emergency Co-ordination Centre and obtain a full briefing from the ERG 
Leader.

Inform Crisis Response Team of details of all expatriate personnel at the incident site and 
give details of any casualties. 

Arrange travel and accommodation for evacuees, including reception of expatriates in own 
country. 

Ensure that personnel and casualty information is accurately recorded on the Status 
Boards.

Ensure that enquiry numbers have been released and inform Reception when and where to 
divert calls. 

Establish contact with Contracting Companies give them information regarding their 
personnel at the incident site and disposition of casualties and evacuees. Confirm that they 
will notify next of kin of their employees. 

Consider and arrange for the provision of translators.  

Support the evacuation of casualties or others.  

Arrange travel and accommodation for Next-of Kin to visit casualties. 

Ensure that the next of kin of all personnel at the affected site are notified. 

Ensure that arrangements are being made to support families.  

Ensure that liaison with hospitals is undertaken. 

Ensure Next of Kin of casualties or fatalities are notified. 

Ensure procedure for the disposal of fatalities being followed. 

Arrange for Government and Environmental personnel to go to the site. 

Implement notification of relevant Government and Environmental agencies. 

Keep a personal log of all communications and actions taken 

Obtain appropriate financial authorities for advances and travel. 
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ADMINISTRATION CO-ORDINATOR BKK STRATEGIC CHECKLIST

EFFECTS / IMPACTS ACTIONS

Consider long term welfare of casualties Make arrangements for specialist and follow 
up medical treatment of all casualties 

Follow up on persons in hospital and 
recuperating at home. 

Consider moral and financial support. 

Consider the morale of all personnel. 

What are the impacts on 
• Site workforce 
• Families

• Other company employees (concern at loss 
of employment, guilt)  
• Contractors/ consultants 
• Neighbours (fear of recurrence, casualties, 
property damage, loss of business) 

Provide compassionate assistance to 
injured/ evacuated employees and support to 
the families, to include: 
• Medical checks 
• Counselling 
• Travel assistance/ accommodation 
• Loans 
• Cash 
Keep all employees informed on personnel 
issues 
Reaffirm positive aspects of Company 
actions. 

Counsel and reassure neighbours affected 
by site and similar company locations 
Disclosures about incident 

What effect on morale of Company 
personnel? 

Reinforce Company morale 

What are the likely effects of the incident on 
the workforce and its relationship with the 
Company? 

Reaffirm positive aspects of Company to all 

Stress. Who might be affected? 

• Site personnel 
• Response/ telephone teams 
• Families 
• Third party witnesses 

Reaffirm positive aspects of Company to all 

Monitor for stress at site and in teams 

Arrange for stress counsellors 

Arrange for relief’s where signs of serious 
stress are detected 

Put in place a stress counselling programme 
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4.6 Administration Co-ordinator Wichian Buri 

In the event of an emergency and being mobilised follow the steps and the checklist given below: 

Proceed to the IRT meeting and obtain a full briefing from the IRT Leader.  

Identify and assist with: 

o Arranging transportation of evacuees  

o Transporting materials and equipment 

o Local Hospital reception arrangements. 

o Locating and mobilising land transport. 

Identify and arrange mobilisation of Local emergency support such as Fire Service, Police, 
Military Services, Ambulance, Hospitals. 

Co-ordinate together with the IRT Leader: 

o Evacuation actions 

o All transport movements. 

Locate and mobilise materials and equipment required at the incident site. 

Co-ordinate transportation of causalities to hospitals once left incident site. 

Update ERG at regular intervals on actions taken. 

Keep a personal log of all communications and actions taken 
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WB ADMINISTRATION CO-ORDINATOR STRATEGIC CHECKLIST

EFFECTS / IMPACTS ACTIONS

What are the impacts on Incident location, 
Vehicles, Facilities and inabilities to meet the 
requirements? 

Keep identify 

Impact on Emergency Services and 
Equipment 

Arrange to send required Emergency 
Services 

Available resources status Mobilise resources when and where needed 

What are the likely effects of the incident and 
need repair/replacements  

Provide assistance 

Inability to supply/arrange Arrange alternate source 

Additional supports and services Keep ready 
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4.7 Support Positions 

The following are the procedures for Support personnel who will or may be mobilised to support 
the Emergency Response Group in the event of an incident or emergency situation.  

4.7.1 Recorder 

In the event of an emergency and being mobilised follow the steps below: 

Proceed to the Emergency Co-ordination Centre and obtain a full briefing from the HSE 
Co-ordinator.

Check off all ERG members against Call-out and Arrival Checklist 

Record and maintain the incident information on the Status Boards. 

Support the ERG by providing maps, plans, diagrams, stationary 

Summarise the main points from the Status Boards for the ERG. 

Where appropriate arrange cover for normal job. 

Keep a personal log of all communications and actions taken. 

4.7.2 Reception 

In the event of an emergency and being mobilised follow the steps below: 

On arrival in the office advise the Admin Co-ordinator Bangkok who will give a briefing 
on what to do and how to handle callers. 

Receive instruction from Admin Co-ordinator Bangkok on how to respond to visitors and 
callers such as: 

o Media

o Next of Kin 

o VIPs 

o General Public 

o Normal business 

Direct visitors and callers as instructed. 

Inform Admin Co-ordinator Bangkok when visitors are at Reception. 

Request assistance from Security if required to control visitors. 

Keep a log of all calls that come through to reception. 

Contact the Admin Co-ordinator Bangkok for additional advice and support. 
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5 OFFICE EMERGENCY RESPONSE 

The Company’s Emergency Response objectives require that the Company is effectively and 
efficiently prepared to address any foreseeable emergency situation, which involves any of its 
assets wherever they are located in Thailand.  

In order to comply with this the Bangkok Office has two levels of emergency response:  

Emergency Response for dealing with any incident or emergency situation that could 
occur at any of the Company’s assets over which the Bangkok Office has responsibility or 
interest. The operation of the Emergency Response Group is described in the previous 
sections of this manual. 

Office Incident Response for dealing with any incident which may affect the people or 
operation of the Bangkok Office.  

The Emergency Response Group shall also respond to any Office Incident and co-ordinate the 
actions and activities required in order to deal with the office incident.  

In order to ensure that the Emergency Response Group (ERG) can carry out both Emergency 
response and Office Incident response actions in an efficient and effective manner the ERG is 
required to carry out exercises and drills at regular intervals. These exercises and drills will be 
carried out in accordance with the plan shown in Section 5.5.

In order to test the effectiveness of the office emergency procedures and to ensure that all 
personnel based in the office are conversant with the office fire and emergency procedures there 
will be regular drills as shown in Section 5.5 which will involve everyone in the office.  

The Bangkok Office emergency and incident response procedures are contained in the following 
sections and the details require to be completed by the AdministrationManager. 

5.1 IDB Office Emergency Alarms and Actions 

Fire and Evacuation Alarms for Rasa Tower II are:  Ringing Bells!! or 

‘Whistle Blowing’ proceeded by Shouting 
‘Fire’, ‘Fire’, ‘Fire’.

5.2. Evacuation Procedure 

All personnel shall follow the following procedure on hearing the alarm. All personnel will be 
trained and exercised in the procedures to follow in the event of an incident in the office require 
the office to be evacuated.  

5.2.1 General 

All personnel are to observe emergency alarm and proceed immediately to the Muster Point at the 
SCB side of the building at Road Level.  

See Attachment 18 – RASA TOWER II   FIRE / EVACUATION 

In the event of a person discovering a fire or smoke they must activate the fire alarm by alerting 
the Reception or the Administration manger. 

The Company occupies the 12th Floor in the Rasa Tower II building, Fire Wardens have been 
appointed.   All personnel must follow the instruction issued by a Fire Warden. 
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5.2.2 Fire Wardens and Duties 

 Name Duty 

Fire Warden Khun Monsicha Administration Manager 

Alternate Fire Warden Khun Kannika Administration 

5.2.3 Fire Warden – Roles and Responsibilities 

The Fire Warden is responsible to the Emergency Response Group Leader for implementing the 
office emergency procedures. His/her duties are as follows: 

Ensure the safe evacuation of and accounting for all personnel from Rasa Tower II office. 

In the event of an emergency in the Office, the Fire Warden is responsible for the 
management of the incident/emergency. Alternate Fire Warden will carry the duties of Fire 
Warden in his/her absence. 

To ensure that all Employees, Contractors and visitors are familiar with the aspect of 
Office Emergency Procedure. 

To ensure that emergency drills are conducted in accordance with Section 5.5 and 
personnel are trained to a level of competence as appropriate to their emergency 
responsibilities. 

Interface with Emergency Response Group for assistance and support and to co-ordinate 
the office emergency response with Emergency Response Group Leader. 

To mobilise external assistance from the local Emergency Services.  

To co-ordinate office response with that of the Emergency Services and provide them with 
information and assistance.  

To identify missing persons and make arrangements to locate any missing person or 
persons.

In the case of an emergency, the Fire Warden should confirm the location and nature of the 
emergency. 

Confirm that it is safe for people to re-enter and resume duties in the office, arrange for 
“All Clear” signal, terminating the emergency.

5.2.4 Personnel in Office without Emergency Duties 

Pre-Emergency 

Must remain alert at all times for situations, which have the potential to escalate into an 
emergency. 

Must read and observe office emergency response procedures posted on the Floor Notice 
Board

Emergency Actions 

Document / Rev No: HSE-PM-001-Rev 0 

THAILAND EMERGENCY RESPONSE Revision Date: 25 July 2013 

PROCEDURE MANUAL   

Emergency Response Manual    33

Report any unusual situation to the Fire Warden or Administration Manager immediately; 
provides brief details.

If observe an emergency situation raise alarm or seek assistance urgently; speak clearly 
and slowly. 

Remove yourself or any injured persons from any immediate exposure or danger. 

Ensure safety of other personnel and secure/isolate area. 

If safe and trained to do so, attempt to extinguish the fire using available resources. 

If alarm is raised, make your way to the Muster Point; remain there until given further 
instructions.

If civil unrest/protest occurs, avoid the disturbance area if possible; do not confront, 
aggravate or interfere with protestors. 

Office Personnel receiving Visitors: 

It is the responsibility of ECO office based staff to take care of their visitors at all times 
and not to allow them to move around the office unescorted. 

In the event of an alarm he/she must escort the visit to their Muster Point and ensure the 
Floor Fire Warden accounts for the visitor. 

Contractors working in the Office: 

It is the responsibility of the engaging departments to ensure that Contractors working are 
made familiar with the office emergency procedures and the actions they are to follow. 

5.3 End of Emergency 

Prior to demobilising the Emergency Response Group the ERG Leader must ensure that the 
following issues are be considered: 

Confirm that the emergency is concluded. 

What resources are required for recovery? 

Issue of final information release, notification and stand down to all those notified or 
involved in the emergency response. 

De-brief all personnel involved in the emergency situation and gather all logs and records. 

Close down additional security arrangements 

Continuing counselling for those involved in the emergency 

Compile and file all documents relating to the response 

Initiate investigation into the emergency. 

Initiate a review of the effectiveness of and lessons learnt from the emergency response. 

Recommend revision of Emergency Plans as required.
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5.4 Emergency Response Group Training and Drills  

Drill/Exercise 
Type

Frequency Who Remarks 

ERG & IRT
Exercise 

Alternate 2 
monthly

x 1 hour 

All ERG & 
Support
personnel.

Desktop exercise to test responses to a 
specific incident. 

Test call out system. 

Combined 
Company wide 
emergency 
response exercise 

Annually

x 3-4 hours 

Corporate
Office, ERG 
and a remote 
location.

Scenario based real time exercise to test 
effectiveness of the combined 
Corporate Office & ERG response to a 
specific incident. 

Test all call out systems. 

Test effectiveness of Crisis and 
Emergency Response procedures. 

Office Fire Drill 6 monthly 

x 30 minutes 

All personnel & 
visitors in the 
office 

All personnel proceed to muster points. 

Test Office emergency response 
procedures.

6 BANGKOK OFFICE INCIDENT  

In the event of an incident that affects the Bangkok Office it may render the Office unavailable 
through, for example: -   

Evacuation of the Office Building (s) 

Denied Access  

Partial destruction/failure of business systems 

In such cases the ERG function is to act as the Incident Response Team and in the short term is to 
manage and co-ordinate the continuation of essential business functions and in the medium term to 
facilitate the restoration of all elements of the business.  

Call out of the ERG will follow the established procedures and the ERG Leader will decide on the 
location for the ERG to convene. In the event that the Bangkok Office is totally unavailable 
alternative facilities will be brought into use.  

In the event that the Bangkok Office is evacuated the ERG Leader should be contacted and the 
response co-ordinated through mobile phones. The basis for communication is through observance 
of the preparatory actions listed in the checklists. 

A summary checklist is included below. 

6.1 Emergency Response Group (ERG) Business Recovery Actions 

The principal actions for each of the ERG members are listed below; the points are included to 
complement the ERG Member Roles and Responsibilities listed below. 
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6.1.1 Emergency Response Group Leader 

Pre-planning:

Familiarise with Alternative Business Location 

Actions:  

Assess extent of non-availability of the Office, duration of unavailability and the need to 
use alternative ERG location. 

Decide if/where ERG should convene.  

Ensure that the necessary ERG members are present and identify any additional needs 

Ensure the identified critical business functions are able to function 

Ensure all department managers are contacted to establish how secondary needs are being 
addressed. 

Ensure communication is made with appropriate staff. 

Ensure all external parties are contacted as appropriate. 

Ensure overall business recovery strategy is in place and is being effective 

6.1.2 Administration Co-ordinator with I.T. Manager 

Pre-planning:

Ensure backup and recovery IT requirements are in place (hardware, systems, data and 
information) for all functions. 

Align backup office facilities with requirements, monitor and implement changes. 

Ensure appropriate protection is in place against system failures (e.g. Virus protection, 
Firewall requirements etc). 

Ensure roles of outsource companies are defined and agreed. 

Ensure that all Bangkok Office staff are contacted and given instruction on how they are to 
proceed.

   Actions: 

Establish communications systems for ERG and critical business functions 

Re-route or enable alternative, telephone numbers, holding messages, e-mail, network, and 
fax.

Obtain required data, information and systems for backup as/if required. 

Liaise with staff at backup facility and/or the outsource contractors. 

Mobilise IT support personnel. 

Establish disaster recovery requirements. 

Provide assistance and instruction to core business functions. 

Arrangements for hardware/software and communications links to enable home 
working where necessary. 
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Review re-routing of Bangkok Office e-mails.  

Identify and establish alternative contact numbers for business units. 

Assess need for additional alternative office facilities, identify contacts 

Co-ordinate provision of instruction to all staff in the event of office evacuation 
and provide support for transport, cash loans etc. 

Liaise with department managers to ensure on-going provision of information and 
instruction for staff and contact all Staff to provide basic instruction or delegate to 
department management. 

Establish trauma counselling if required. 

6.1.3 Administration Co-ordinator Bangkok 

         Pre-planning:

Liaison with authorities (City Authorities, Police, Government Departments etc.) 

Familiarise with alternative facilities. 

Conduct exercises and awareness initiatives. 

    Actions: 

Liaise with ERG Leader to call out ERG and Support personnel. 

Ensure safety and security procedures for alternative office. 

Liaise with appropriate authorities. 

6.1.4 Country Manager 

Pre-planning:

Ensure contact data for external support and department staff is maintained off-
site (Media contact, call-out and contact list etc.)  

Ensure necessary Legal and Contractual data and information to support the 
Business Recovery is backed up offsite 

Actions:

Review the need for a Media Release and if necessary establish general Media 
statement 

Liaise with IT to establish communications and external enquiry room 

If necessary establish ‘Media Room’ and management of Media.  

Monitor media response to the incident. 

Provide Legal Advice to Business Recovery/ERG on key actions. 

Review the statutory obligations. 

Advise on and initiate contacts with Joint Venture Partners. 
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6.1.5 Finance Co-ordinator 

Pre-planning: 

Arrangements for securing cash for Business Recovery work 

Ensure key contact data is kept off-site for insurers and support staff 

Ensure key policy information is available off-site. 

    Actions: 

Provide support to Business Recovery activities requiring cash transfers. 

Review insurance implications of the incident. 

Liaise with Corporate Finance Co-ordinator. 

Ensure remedial actions taken are acceptable on insurance terms. 

Ensure that appropriate records are kept for recovery of losses, increased costs of 
working etc. 

Support ERG to procure goods and services as part of Business Recovery 

6.2 All ERG & Support Team Members 

In the unlikely event of a concurrent Bangkok Office incident and a Remote Location incident the 
ERG function should be performed at the alternative office site. 

The ERG Members together with the General Manager must ensure that the information required 
to support the ERG is backed up at the alternative office. 
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6.3 Checklist for Business Recovery  

BUSINESS RECOVERY CHECKLIST 

ACTIONS Responsibility 

1 Assess the ERG size and scope requirements for business 
continuation and identify an alternative address for CRT.  

ERG Leader 

2 Call-out ERG ERG Leader 

3 Contact the critical business functions and department 
representatives as per the Disaster Recovery Plan. 

ERG Leader 

4 Make alternative arrangements for critical business functions, CRT 
and other functions; if necessary involve alternative facilities as set 
out in the Business Recovery Plan. 

Admin Co-
ordinator

5 Ensure effective communications are in place for all individuals 
and locations. 

I.T.

6 Acquire back-up CD’s and files and establish the 
hardware/software facilities at the alternative facilities for critical 
business functions. 

I.T.

7 As soon as the alternative facilities are operational, call-out the 
critical business functions. 

ERG

8 Assess the duration for non-availability of the Bangkok Office and 
consider to rent alternative office space for all other office users. 

ERG

9 Arrange hardware/software facilities for essential staff who are 
able to work from their home address (PC Rental) 

I.T.

10 Inform all office users about the situation Admin Co-
ordinator

11 Inform all other Business Units of the situation Operations
Technical Co-
ordinator(s) 
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ATTACHMENT 1 - INCIDENT SITUATION UPDATE PROCEDURE CHECKLIST 

The ERG Leader should conduct formal updates on at regular intervals to all members of the ERG 
and Support personnel.  

Updates should normally be held once a month. The ideal duration of an update should be no more 
than 15 minutes. 

Procedure

ERG Leader gives a 10-minute notice. 

All ERG and Support personnel to attend. 

All telephones in the Emergency Co-ordination Centre (except the ERG telephone line) are 
diverted to the Reception and instruction given to hold all calls until Update is over. 

Inform IRT of the update meeting. 

Commence update with operations brief on the latest state of incident. 

Follow with short statements from all the ERG members giving the latest situation update and 
actions from their own area of responsibility. 

Clarification of points of fact, if required, following each statement. 

Update completed. Individual ERG members revert to carrying out their actions. 

Telephone lines diverted back to Emergency Co-ordination Centre. 

Recorder to make a summary of the update / prepare and issue with copies to all ERG 
members. One copy to be retained on the central incident log. 
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ATTACHMENT 2 – EXTERNAL CONTACTS CHECKLIST 

Agencies to be Contacted Date / Time Contacted 

• Other Countries / Operations 

Government 
• Thailand 
• Local 

Airlines  

Contractors (i.e. Oil Spill Contractors)  

Consulate(s)  

Consultants  

Customers  

Embassies/ High Commissions  

Environmental Agencies  

Financiers  

Foreign & Commonwealth Office (FCO)  

Hospitals/ Medical Agencies  

Insurers  

Joint Venture Partners  

Lawyers  

Other Oil Companies  

Pressure Groups  

Police  

Security Consultants  

Specialists  

Suppliers  

Others  
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ATTACHMENT 3 - KIDNAP AND EXTORTION CHECKLIST 

This checklist supplements the normal ERG checklists where Kidnap or other extortion is occurring 
or is possible. 

Kidnap And Extortion Checklist

Responsibility

1. Call-out Emergency Response Team 
- ERG Leader 
- HSE Co-ordinator 
- Administration Co-ordinator Bangkok 
- Drilling Operations Co-ordinator 
- Production Operations Co-ordinator 

ERG Leader 

2. Establish secure communications link with IRT ERG Leader 

3. Ensure secure meeting room for ERG. ERG Leader 

4. Maintain effective logs All 

5. Establish: 
- The current situation 
- The political and operational background 
- If any contacts or demands have been made by the instigators. 
- Who is aware of the incident 

 Government  
 Security Forces/Police of country 
 The Embassy/High Commission 
 Local employees 
 Relatives 

- What the country's policy is concerning negotiation with kidnappers etc. 

ERG

6. Notify General Manager ERG Leader 

7. Notify Corporate Office and pass on details ERG Leader 

8. Evaluate the situation 
- Is there positive evidence of kidnap? 
- How reliable is the available information? 
- Are the instigators known to be criminals, psychopaths or terrorists? 
- What are the likely future actions of the instigators? 
- What is the risk? 

 What threats have been made? Likely to be carried out? 
 Is there a threat to life - hostage or others? 
 Are other employees/families at risk? 
 What is the business risk? 

 What is the local Government likely to do if you negotiate? 

ERG
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Kidnap And Extortion Checklist

Responsibility
- Need for containment of information 
- is containment of information possible, likely to last and appropriate? 
- What time scale may the Company have to work to? 
- What is likelihood rescue? 
- What attitude is local Government likely to take? 
- What are the immediate implications on operations? 

ERG

11. Confirm Company objectives 
- Remove threat to life 
- Display Company's determinations to show firm resolves and remain a 

responsible corporate citizen. 

ERG Leader/
Corporate

Office

12. Advise ERG on local laws and potential liabilities relating to communication 
and negotiation with kidnappers etc. and other liabilities. 

Legal Counsel 

13. Consider basic Company policies/strategies 
a. Response 

b. Control/secrecy 

c. Risk 

Corporate
Office

14. ERG Leader to take instruction from Corporate Office.  ERG Leader 

15. Discuss options with the Corporate Office (remember security). Confirm 
roles, powers and delegated authority of both  the ERG and the IRT. 
- Who is to be the ultimate Decision Maker? 
- Who is to conduct any negotiations? 
- Who will make up the Negotiating team locally? 

        - Is additional support required in Country?  

ERG Leader 

16. Decide basic policies and initial way ahead. How much is to be pro-active, 
and how much sit-and-wait? 

Corporate
Office

17. If agreed by Corporate Office, notify national Police/Security forces if not 
already aware. 

ERG Leader 

18. Take all other actions as instructed by Corporate Office ERG Leader 
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ATTACHMENT 4 - EVACUATION CHECKLIST 

This checklist supplements the ERG checklists in an Evacuation situation. 

It is unlikely that a total or partial evacuation from a country will occur without prior knowledge of a 
deteriorating situation. Routine monitoring should ensure that a planned and controlled evacuation is 
possible. The ERG must however be prepared to respond to an evacuation at little or no notice if the 
unexpected should happen. 

Evacuation Checklist 

Responsibility

1. Call-out ERG. In a potential evacuation situation the ERG is likely to require 
conducting many of the lower level roles normally associated with the IRT.

ERG Leader 

2. Establish communications with the IRT. If communications are not possible, 
best use must be made of alternative sources, e.g. FCO, Embassies, other 
companies, airlines etc.

ERG Leader

3. Establish: 
- The current situation locally 

 Political
 Security
 Operational sites/equipment
  And other offices

- The current alert state 
- The expected rate of change in the situation 
- The immediate plans and intentions of the local management

ERG

4. Confirm objectives: 
-  Safety of and associated personnel and their families. 
-  Safety of property and operations. 
- Maintenance, where possible, of good relationships with the host 

government.

ERG

5. Confirm the responsibilities of the General Manager/ERG in relation to the 
Corporate Office at this stage. 

ERG Leader

6. Is additional professional advice required at this time? Does the ERG have 
the right people available to it? 

ERG

7. Evaluate the situation. 
- How reliable is the available information? 
- What is the threat to personnel and their families? 
- What is the threat to contractors and their families? 
-  What is the threat to operations/equipment? 
- What are the threat to and other associated offices? 
- What are the implications of Company’s relationships with the host   

             Government? 

8. What is the likely change in events ERG 
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Evacuation Checklist 

Responsibility

- in the next few hours. 
- over the next few days. 
- over the next two weeks and more. 

9. If the decision has already been taken to evacuate all or part of the 
community: 
- How is this to be done? 
- Who is leaving? 
- Where are they going? 
- What arrangements are being made by the IRT? 
- What arrangements need to be made by the ERG? 
- What is happening to active operations? 
- What is to happen to offices? 

ERG

- What is to happen to confidential documents? ERG

10. ERG makes necessary evacuation arrangements. If possible, keep HR 
ERG informed. 
-  Flight bookings. 
-  Charter aircraft. 
-  Ship bookings. 
-  Other transport. 
-  Reception party at local arrival point. 
-  Reception party in arrival Country 
-  Accommodation at local arrival area. 
-  Accommodation in arrival Country 
-  Clothing, cash, immediate needs. 
-  Keep Next-of-Kin or Expatriate based (extended) families informed. 

Admin Co-
ordinator

- Make necessary arrangements for families to meet evacuees. 
- Consider safety and welfare of any employees/contractors and families 

remaining in country. 
- Safety and welfare of national employees. 

Admin Co-
ordinator

- Protection of residences, offices and other property. ERG

11. If no decision to evacuate yet, ERG should: 
- Consider arrangements that could be required 
- Conduct advance planning for transport, accommodation, greeting     
    parties etc. 
- Keep families outside of affected country informed. 
- Keep employees updated. 
- Maintain communications with IRT. 

Admin Co-
ordinator

12. Once evacuation has started:  
- Implement agreed actions.  
- Monitor evacuation progress. 

ERG
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Evacuation Checklist 

Responsibility

- Maintain communication with ERG as long as possible 
- Keep families informed 

Admin Co-
ordinator

- Keep employees informed 
- Provide PR advice to employees and family 

ERG Leader 

13. Establish Media policy. Prepare immediate defensive Press Statement for 
use if media enquire about the evacuation and its effects upon business. 

ERG

14. Consider broader implications 
- Impacts on Company's operations, image and liabilities 
- Impacts on trading, oil sales and cash flow.  
- Relationships with host government 

ERG

- Likelihood of commercial or other sanctions 
- Effect on the current and longer term trading position of the Company in 

the affected country. 
- How entry back into the country might be effected 
- Effects on employee morale (local, national, companywide) 

15. Consider legal and other potential liabilities relating to the evacuation Legal Counsel 
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ATTACHEMNT 5 – MEDIA HOLDING STATEMENT 

      Date:
Press Release No 1 
Time:

 ECO Orient Energy (Thailand) Limited regrets to confirm that an incident – (describe in 
broadest terms) –  

occurred at – (site/location) –  

at – (time) –

today/yesterday – (date)-. 

ECO Orient Energy (Thailand) has mobilised its Emergency Response Teams, and is 
working closely with the Local Emergency Services and is in contact with the relevant 
authorities.  

Details of the incident are not yet confirmed, but every action is being taken to safeguard 
lives and the environment. 

A further statement will be issued as soon as more information becomes available. 

Direct enquiry lines have been established as follows: 

 Media  **** 

 Relatives **** 

Notes for Editors: 
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ATTACHMENT 6 - INITIAL STATEMENT TO STAFF 

Note: To be sent by electronic mail to all within the Bangkok office, and to all site locations and 
offices. 

From  ERG Leader, (name of location) 

Date

Time

 INCIDENT REPORT 

All staff should be aware that an incident has occurred at (place) at (time)

today/yesterday. 

(Briefest description of incident, e.g. The Installation is on fire following an explosion). 

The local Incident Response Team and the Emergency Response Group in (location name)
are taking necessary action. 

More information will be made communicated, as it becomes available. In the meantime any 
staff member approached for information by outside sources should refer them to the ERG 
Media Information Group in (location tel. No.xxxxx) 

ERG Leader (Name/Location)
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ATTACHMENT 7 - FIRST TO ARRIVE PROCEDURE 

The steps described in this procedure are to be used by the first person arriving in the Emergency 
Co-ordination Centre. A package of equipment and documents are ready and available for the first 
to arrive in the Emergency Co-ordination Centre. 

First person to arrive in the Emergency Co-ordination Centre is to assume the roles and 
duties of the ERG Leader. The 2nd person to arrive is to assume the role of Recorder 
(unless this person is the designated ERG Leader). 

Set-up the first telephones in the dedicated slots of the Emergency Co-ordination Centre 
table, set-up the Status Boards.

Establish contact the IRT Leader at the emergency site and confirm latest details on the 
emergency and support requested. 

Ensure that the holding statement to press and initial statement to staff is issued by the 
local office. 

Fax the unlisted ERG telephone numbers to the affected IRT only. 

Make preparations for initial statement to all office staff. 

Make preparations for holding statement to press. 

Make personal notes of all calls and actions. 

This procedure and further guidance on the use of the Emergency Control facility and equipment 
are available in the Emergency Co-ordination Centre. 
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ATTACHMENT 8 - RECEPTION STANDING INSTRUCTION 

All Visitors should be received at the reception. 

Restrict all access to card / pass / permission holders. 

Exercise extra caution during emergency situations. 

Always ensure company assets / personal property and valuables are secured and 
protected.

Confidential things should be kept in a secured place. 

The receptionist on duty should inform to concern department to receive the visitor and 
inform the visitor to wait in the reception till a responsible person arrives. 

Reception to ensure not to leave the visitors to wander around alone. 

Identify strangers and report to Administration Manager 

Document / Rev No: HSE-PM-001-Rev 0 

THAILAND EMERGENCY RESPONSE Revision Date: 25 July 2013 

PROCEDURE MANUAL   

Emergency Response Manual    50

ATTACHMENT 9 - ERG AND SUPPORT PERSONNEL LIST 

Emergency Response Group Leaders 

Drilling Operations Technical Co-ordinators 

Production Operations Technical Co-ordinators 

Health, Safety & Environment Co-ordinators 

Administration Co-ordinators Bangkok 

Administration Co-ordinators Wichian Buri 

Public Affairs Co-ordinators 

Recorders 

Receptionists 
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ATTACHMENT 10- TELEPHONE CALL RECORD 
(Use One Page Per Call) 

Call Taken 
By: 

Extension No: Date: Time:

Call Source: Government: Media: Employee
:

Employee
Family: 

Public
:

Assistance Offer: Other:

Caller details: 

Name: 

Title/Relationship: 

Organisation/Department: 

Phone Number: Fax Number: 

Message For: Return Call By: 

Message/Information Request: 

Action Required: Call 
Back

 Send 
Fax

 Wants To See 
You

 Will Call 
You

Action By:  Date:  Time:  



Document / Rev No: HSE-PM-001-Rev 0 

THAILAND EMERGENCY RESPONSE Revision Date: 25 July 2013 

PROCEDURE MANUAL   

Emergency Response Manual    52

ATTACHMENT 11 – GENERAL NOTIFICATION 

NOTIFY (Circle either Notifying of, or Updating Emergency Information) UPDATE 

Location  No: Date: Time:
Priority Urgent Immediate Standard
Emergency Medical Fatality Environment Natural Disaster 

Oil Spill Marine Explosion Fire Aviation Extortion

Other:
Injuries No. Of Fatalities  No. Of Serious 

Injuries
 No. Of Minor Injuries  

DO NOT LIST NAMES ON THIS FORM - Report names verbally to EC/ERG Leader 
Injuries This Report:

Updated
Weather

Dry Wet Windy Wind
Direction

 Wind 
Speed

Forecast: Other:
Impact on Immediate Operations:

External
Assistance

Govt. Mutual
Aid

External
Agency

Medical Police Fire

Mobilised: Other:
Forward Response Plan: 
Next 30 Mins:

Next 6 Hrs:

Next 12 Hrs:

Last External Contact:
Agency Time By Agency Time By Agency Time By 
Aviation   Govt.      
Medical         
Police         
Response Room Incumbents: (Role and Person) 
    
    

Prepared by: Approved by: 
Distribution: ERG 
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ATTACHMENT 12 - GOVERNMENT EMERGENCY NOTIFICATION 

1. (a) Company Name: Date: Time:

 (b) Address: Ph: Fax: 

   

 (c)  (i) Vehicle Registration Number: (as applicable)

 (d)  (i) Nature of Activity:

   
Emergency Medical Fatality Environment Natural Disaster 

Oil Spill Blowout Explosion Fire Aviation Extortion

Other:

3. Description of the Incident:

 (a) Date: Shift: Time:

 (b) Department: Name: Location:

 (c) Summary of Incident: 

4. Emergency Measures Taken:

5. Causes of Incident:

 - Known (specify) 

 - Not Known 

 - Information to be Supplied ASAP 

6. Nature and Extent of Damage:

 (a) Within the 
Location

No. Of Fatalities No. Of Injuries No. Of Illness 

 Persons Exposed to Incident 

Material Damage Danger Still Present Danger No Longer Exists 

 (b) Offsite No. Of Fatalities No. Of Injuries No. Of Illness 

Persons Exposed to Incident Damage to the Environment 

Material Damage Danger Still Present Danger No Longer Exists 

7. Data Available for Assessing Effects of the Incident on Persons and Environment: 

8. Corrective Actions and Follow up: 

 (a) To Alleviate Medium or Long-term Effects 

 (b) To Prevent a Recurrence 

    (c) Any Other Relevant Information 
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ATTACHMENT 13 - SPILL NOTIFICATION 

 

      Spill Notification 

 : 

Spill classifier : 

      ..........  ) 1 � 10 ( 

                 Housekeeping spill (< 1 � 10 bbl) 

      ..........  ) 10 � 50 ( 

                 Minor spill (> 10 � 50 bbl) 

..........  ) 50 � 100 ( 

                 Significant spill (> 50 � 100 bbl) 

      ..........  ) 100 ( 

                 Major spill (> 100 bbl) 

 

 : 

Spill description : 

1.  �    

Spill observer ��������������������������������. 

2.   

Material spilled �������������������������������.. 

3. /  

Apparent source/ Cause ����������������������������. 

4.  

Responsible person/ Contractor �������������������������. 

5.  

Date and time spill occurred ���������������������������.. 

6. /  

Location of spill/ Wellsite name ������������� N �������� E ���� 
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7.  )(  

Volume of discharge ����������������������������.. barrel 

 

8.  ) ( 

Area size of spill ��������������������������..���� m2 

9.  )/ ( 

Is spill contained? (Yes/ No) ���������������������������. 

10.  )/ ( 

Is spill being released into water body? (Yes/ No) ������������������� 

11.  

Weather condition �������������������������������.. 

12.  )(  

Photograph taken (if required) ��������������������������... 

 

 : 

Clean up procedure : 

13. /  )/ ( 

Is third party/ heavy equipment required to clean spill? (Yes/ No) ������������... 

14.    

If yes, time third party/ equipment called out ��������������������� 

15. /   

Time third party/ equipment arrived at scene ���������������������� 

16.  

Time start of clean up ������������������������������� 

17.  

Time clean up completed �����������������������������... 

18. /   )/ ( 

Is soil or water monitoring necessary, as per EIA requirement? (Yes/ No) ����������.. 
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19.  )(  

Volume of contaminated soil ���������������������������. tons 

20.   

Container of stored waste ����������������������������.. 

21.   

Location of stored waste ����������������������������� 

22.  

Disposal of contaminated waste �������������������������� 

23.  )(  

Photograph after disposal taken (if required) ��������������������� 

 

 : 

Prepared by : 

 : 

Office phone : 

 : 

Company : 

 : 

Fax : 

 : 

Position : 

 : 

Mobile phone : 

 : 

Signature : 

 : 

Date : 
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ATTACHMENT 14 - EMERGENCY RESPONSE LOG 

Page Number: Date:  

Name: Position: 

Contact Number: Signature: 

Time Activity Completed 
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ATTACHMENT 15 – ERG AND SUPPORT GROUP STATUS BOARD 

 ERG and Support Group Members 
Called 

Out
Arrived 

Drilling Operations Technical Co-ordinator   

Name    

Production Operations Technical Co-ordinator   

Name    

HSE Co-ordinator   

Name    

Administration Co-ordinator Bangkok   

Name    

Administration Co-ordinator Wichian Buri   

Name    

Recorder   

Name    

Reception   

Name    
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ATTACHMENT 16 – RASA TOWER II BUILDING FIRE / EVACUATION PLAN  

Tier 1

Persons discovering the fire to summon immediate assistance  

Notify Fire Warden 

Persons in the office  of the fire are to take reasonable actions with the available 
equipment in the area to tackle the fire (only if safe to do so) 

All staff to proceed to the Elevator Area 

If anyone is injured give first aid, stay with the victim and shout for assistance 

Fire Wardens to assess status of fire. 

If fire is extinguished, return to normal 

Tier 2 (if Fire is deemed out of control, and threatens office floors)  

The affected area must be sealed off 

Evacuate building – Fire Warden in charge 

Take only personnel valuables with you 

Do not use lifts/elevators 

Secure building until fire department arrives 

Muster count by Fire Warden, account for any missing persons 

Inform Fire Department on missing persons 

Fire Warden & General Manager to assess status of fire together with Fire Department 

Tier 3 (if office is on fire, personnel have been injured and major damage will result) 

Assemble all staff to safe location 

Muster Point for Rasa Tower II Building Opposite Building Road Level SCB side. 
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ATTACHMENT 17 - BOMB THREAT RESPONSE ACTIONS 

Response Actions - Bomb Threat 

The person receiving the call will: 

Activate recording equipment if fitted and the threat is received by telephone. 

Adopt helpful attitude and be conciliatory. 

Make written notes using guidelines issued for that purpose - (see Appendix 17A). 

Report immediately to General Manager.

Management will assess the credibility of the threat and possible consequences and consider whether to: 

Do nothing, evacuate or stay and search. 

Notify law enforcement agencies/emergency services. 

Alert neighbouring business/residents. 

Implement emergency shutdown procedures. 

Search (only if search is not a Police responsibility) 

Searches may be undertaken in response to a specific warning. Attention points: 

Know the police policy and role on search and evacuation. 

Prepare search plans in advance to ensure that premises are checked as quickly and effectively as 
possible. 

Divide the area into manageable-sized sectors. 

Form search teams familiar with the area. 

Define search priorities. 

Search in a logical and thorough manner so that no part of the sector is left unchecked.

"Do not touch or move any suspicious object" 

Suspicious Object 

If a suspicious object is found: 

If possible leave a marker near the device. 

Inform the General Manager. 

Stay out of sight of the object at a safe distance (normally at least 25 metres) and report every possible 
detail to the General Manager.

Evacuation

The decision to evacuate will be taken by management on the advice of the General Manager. The police 
will be consulted for advice: 

Evacuate as quickly and efficiently as possible using all available exits. 

Provide alternative routes to avoid the danger of passing close to any suspicious device. 

Consult neighbouring premises and emergency services. 

Gather all people in pre-designated "Assembly Areas" taking personal belongings with them. 

Check that everyone has left the premises
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ATTACHMENT 17A - BOMB THREAT CHECKLIST 

SWITCH ON TAPE RECORDER (IF CONNECTED) 
TELL THE CALLER WHICH TOWN/DISTRICT YOU ARE ANSWERING FROM 
RECORD THE EXACT WORDING OF THE THREAT 

ASK THESE QUESTIONS 
 Where is the bomb right now?.................................................................... 
 When is it going to explode?....................................................................... 
 What does it look like?............................................................................... 
 What kind of bomb is it?............................................................................ 
 What will cause it to explode?.................................................................... 
 Did you place the bomb?........................................................................... 
 Why?....................................................................................................... 
 What is your name?.................................................................................. 
 What is your address?............................................................................... 
 What is your telephone number?................................................................ 

 RECORD TIME CALL COMPLETED.................................................... 
 KEEP TELEPHONE LINE OPEN 
 WHERE AUTOMATIC NUMBER REVEAL EQUIPMENT IS AVAILABLE RECORD NUMBER 
 INFORM THE GENERAL MANAGER 

Time informed................................................................................................. 

THIS PART SHOULD BE COMPLETED ONCE THE CALLER HAS HUNG UP AND THE 
GENERAL MANAGER HAS BEEN INFORMED 

Time and date of call........................................................................................... 
Length of call...................................................................................................... 
Number at which call is received (Your extension number).................................... 

ABOUT THE CALLER
Sex of caller?.............................. Male   Female 
Nationality?................................ Age?  ............................... 

THREAT LANGUAGE
Well Spoken    Irrational   Taped  
Foul    Incoherent 
Message read by threat-maker 

CALLER'S VOICE
Calm    Crying    Clearing throat 
Angry    Nasal    Slurred  
Excited    Stutter    Disguised 
Slow    Lisp    Accent  
Rapid    Deep    Familiar  
Laughter   Hoarse  
If the voice sounded familiar, who did it sound like? 
.................................................................................................................... 
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 BACKGROUND SOUNDS 
Street noises    House noises 
Animal noises    Crockery   Motor  
Clear     Voices    Static  
PA system    Booth     Music  

Factory machinery   Office machinery 
Other (specify)............................................................................................. 

 REMARKS
................................................................................................................... 
................................................................................................................... 
................................................................................................................... 
Signature................................................................................Date.............. 

Letter and Parcel Bomb Recognition Points 

 Foreign mail, air mail and special delivery 

 Restrictive markings such as confidential, personal etc. 

 Excessive postage 

 Hand-written or poorly typed address 

 Incorrect titles 

 Titles but no names 

 Mis-spellings of common words 

 Oily stains or discolourations 

 No return address 

 Excessive weight 

 Rigid envelope 

 Lopsided or uneven envelope 

 Protruding wires or tinfoil 

 Excessive securing material such as making tape, string etc. 

 Visual distractions 
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ATTACHMENT 18. IRT MEDICAL EMERGENCY INFORMATION 

Total number of injured persons 

Names of injured persons 

Present location of injured persons Location  

Crew  

Hospital  

Doctor/s 
Name 

Phone  

Fax

Brief medical description 

Medical treatment given so far (on 
site, local hospital, etc.) 

Other Emergency 

Nature of the emergency. 

Location of the emergency. 

Assistance required 
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ATTACHMENT 18A. IRT MAJOR EMERGENCY MEDICAL INFORMATION  
 (Form to be completed by a Doctor)

1. NAME OF CALLER 

 a) Name: 

 b) Telephone: 

 c) Fax: 

 d) Company: 

2. NAME OF PATIENT 

 a) Name: 

 b) First Name: 

 c) Age: 

       d)   Sex: 

 e) Company 
      F     /       M 

3. LOCATION OF PATIENT 

 a) Country: 

 b) Telephone: 

 c) Address: 

1. Has the patient been seen 
by a doctor?      Yes     /      No 

5. Name of Doctor: 

 Telephone Number: 

6. Medical Condition: a) Is the patient conscious 
b) Is patient agitated/confused 
c) Breathing problems 
d) Significant bleeding 
e) Chest pain 
f) Burns 
g) Fractures 
h) Abdomen pain 
i) Trauma 
j) Fever 
k) Vomiting/diarrhea/de-hydration 
l) Multiple/Serious/Head injury 

Yes / No 
Yes / No 
Yes / No 
Yes / No 
Yes / No 
Yes / No 
Yes / No 
Yes / No 
Yes / No 
Yes / No 
Yes / No 
Yes / No 
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7. Comments: 
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IN CASE OF AN ACCIDENT 
1. Date and  time of accident 

2. Details of the accident (eg. Fall, traffic accident, etc) 

3. Is there any fracture? 

 A – probable 

 B – obvious 

 C – confirmed by x-ray 

1. Localisation: 

 A – skull 

 B – face 

 C – cervical column 
 (neck)………….level 

 D – vertebral column 

 E – ribs………...side……….how many 

 F – pelvis 

 G – upper limb   left (     ) 
 right (     ) 

 H – lower limb   left (     ) 
 right (     ) 

 I – other places 

5. Wounds. Are there any?   Locate them, especially the ones 
located in the thorax and the abdomen; indicate their size and 
depth: 

6. Bleeding.  Has there been profuse bleeding? 

Yes  /  No 

Yes  /  No 

Yes  /  No 

Yes  /  No 

(      ) 

(      ) 

(      ) 

(      ) 

(      ) 

(      ) 

(      ) 
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IN CASE OF BURN 
1. Date and time of burn? 

2. Cause of burn: 

 A – Explosion 

 B – Fire (flames) 

 C – Chemical products 

 D – Others (specify) 

(     ) 

(     ) 

(     ) 

(     ) 

3. Localisation and degree of the burn:  1st deg 2nd deg 3rd deg  
A Face     
B Neck     
C Thorax     
D Abdomen     
E Left arm     
F Right arm     
G Left leg     
H Right leg     

1. Time of the first treatment: 

2. When did patient last pass urine: 
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IN CASE OF ILLNESS 
1. Date of first symptoms: 

2. Presumed diagnosis of this illness 

3. Temperature 

4. Spontaneous respiration: 
 If Yes:    normal 

  laboured 

5. Respiratory rhythm:  regular 
    Irregular 

6 Artificial respiration  effective 
    ineffective 

7 Number of respiratory movements per minute: 

8 Colour of the nails, lips, ears: 
 White (      ) Pink (      ) Black (     ) 

9 Does the patient cough? 

10 Does the patient cough up sputum? 

11. Does the patient cough up blood? 

12. Has a thorax x-ray been carried out? 
 If so, results:     

13. Blood pressure 

14. Pulse rate 

15. Has the patient urinated? 

16. If yes, how much per 24 hour? 

17. Are the extremities cold? (hands, feet, ears) 

___________ 

___________ 

___________ 

Yes  / . No 
(       ) 
(       ) 

(      ) 
(      ) 

(      ) 
(      ) 

__________ 

Yes  /  No 

Yes  /  No 

Yes  /  No 

Yes  /  No 
___________________ 

___________________ 

___________________ 

Yes  /  No 

___________________ 

Yes  /  No 

18. Is he paralysed? 
A
B
C
D
E

Localisation: 
right am  (      ) 
left arm  (      ) 
right leg  (      ) 
left leg  (      ) 
respiratory  (      ) 
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19. Is the patient agitated? Yes  /  No 
20. Is the patient conscious? Yes  /  No 
21. Is the patient in a coma?  If so, time/date coma 
began 

____________________________ 

22. The pupils are: 
  Right A normal (      ) 
   B dilated (      ) 
   C contracted (      ) 

23. Is patient in pain? 
 If so, localisation and degree? 

21. Has patient had malaria? 

25. Is patient diabetic? 

26. Does patient vomit? 

27. Does patient have diarrhea? 

28. Does patient have intestinal bleeding? 

29. Is there any other bleeding? 
 If so, where? 

30. Is patient a psychiatric patient? 

Left A normal (       ) 
 B dilated (       ) 
 C contracted (       ) 

Yes  /  No 
___________________________ 

Yes  /  No 

Yes  /  No 

Yes  /  No 

Yes  /  No 

Yes  /  No 

Yes  /  No 
___________________________ 

Yes  /  No 
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ALL CASES 
TREATMENT ALREADY GIVEN 

1. Has the patient been operated on? 
 If so, indicate nature and result of the 
 operation: 

2. If fracture, how has it been immobilised? 

3. Is the patient on drip? 

Nature of infusion 

1. Treatment initiated – present medications 

5. Does the patient need blood? 

6. If known, blood type: 

7. Give any other useful, precise details on the 
nature of the illness and the patient’s condition: 

8. Was the patient suffering from an illness 
known       previously? 

9. Were laboratory tests carried out? 
    If so, which one and state results: 

10. Has the patient been given with any 
Medicine/ 
      Drugs? If so give details 

Yes  /  No 

Yes  /  No 

Yes  /  No 

Yes  /  No 
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ATTACHMENT 19. FIELD INFORMATION REQUIRED FOR PROPERTY OR 
ENVIRONMENT DAMAGE 

Name and location of the 
rig/crew/workshop/other place 

Date and time of the accident  

Description of the accident  

Number of personnel at the location  

Extent / number of casualties (see 
above)

Detail of equipment down  

Evacuation / rescue requirements  

Extent of loss  

Action being taken to control losses  

Any external assistance participating  

Weather Conditions if applicable  

Has the client been informed?  

Client contact person and telephone 
number for this event 

Extent of nature of Environmental 
damage 

Immediate actions taken to contain the 
environmental damage. 
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ATTACHMENT 20A -  BANGKOK AREA HOSPITALS 

Recommended Hospitals (Closest to the office) 

Name Contact Number 

1. Vibhavadhi General Hospital 02-561-1111 

2. Kesemraj Prachachuen Hospital 02-910-1600 

3. Paolo Memorial Hospital 02-271-7000 

4. Nonthavej Hospital 02-596-7888 

5. Phyathai 2 Hospital 1772 
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ATTACHMENT 21 A, WICHIAN BURI EMERGENCY RESPONSE DIAGRAM 
(DRILLING)

Action Team

EMERGENCY RESPONSE FLOW CHART
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Occurence

 
Rig

 1

 ECO Shift supervisor

 2

Report to  Emergency 
Director/ GM

Drilling Manager / HSE 
Manager

Public Communication 
Manger

 3

 

 

HSE / Shift foreman

 

Electrical team
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 Report to
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Command to
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Drilling Supervisor

Admin team

(Drilling 
Supervisor)

Document / Rev No: HSE-PM-001-Rev 0 

THAILAND EMERGENCY RESPONSE Revision Date: 25 July 2013 

PROCEDURE MANUAL   

Emergency Response Manual     

77
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1.0 INTRODUCTION 

1.1 General 

ECO Orient Resources (Thailand) Ltd and ECO Orient Energy (Thailand) Ltd (ECOR & ECOE) 
produces crude oil in the WB Concession area, L33 area and L44 area. As a characteristic of 
Well production. There are the difference well production in both lower and higher water cut 
that are produced in this area. In order to reduce gross liquid production, new dehydration 
and injection facilities shall be provided at this area. 

These process design parameters will form part of the Basis of Design for the facility to be 
installed at field operation area. The information presented in this document have been 
extracted from various classification requested.  

1.2 Objective of Document 

The objectives of the HAZOP study are to identify and evaluate safety hazards and to 
identify operability problems which, although not hazardous, could compromise the 
process's ability to achieve design intent and productivity. In particular, the objectives of the 
study are to: 

Identify safety related hazards and operability problems related to the design and 
operation of the systems; 

Determine the seriousness of the consequences for the identified problems; 

Identify engineering design and procedural safeguards that will reduce the 
consequences related to the hazards; 

Evaluate the adequacy of engineering design and procedural safeguards; and 

Recommend additional safeguards and improvements, where necessary. 
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2.0 HAZOP BASIS AND DOCUMENTATION 

2.1 Basis

The basis for the HAZOP study is the P&IDs issued for design, marked-up with additional 
information. The HAZOP P&IDs with indicating the Nodes are presented in Attachment - 2. 

2.2 Documentation

The following documentation is also made available during the HAZOP study and used as 
reference during meetings: 

Process flow diagrams 

Piping and instrument diagrams 

Material balance 

Plot plan 

Escape and Evacuation Layouts 

Major equipment data sheets (as required) 

3.0 HAZOP METHODOLOGY 

3.1 Node of Study 

The process is broken down into manageable sections (nodes) based on the plant design 
and its complexity. Attachment -1 includes a list of nodes and their description. The design 
conditions, the identification numbers of equipment involved in the node and the reference 
drawing numbers are also included in the node listing. The Nodes are marked on the Master 
P&IDs, presented in Attachment -2 

Some systems which are operated in side kick mode and/or operated intermittently are 
considered as a single node. Applicable guide words and deviations, which may differ from 
the generic list, are considered for analysis and recording. 

3.2 Guidewords / Parameters 

Each node is considered in detail to identify any potential problems in safety or operations 
that may arise due to deviations in the process parameters. The Causes and 
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Consequences of each deviation were identified and the HAZOP team then evaluated the 
adequacy of existing safeguards, and where necessary, additional safeguards recommended 
as Actions. 

Table 3.1: HAZOP Guidewords/Parameters and Related Deviations 

Deviations Guide Word Parameter Comment 

No/Low Flow No/Low Flow  

More/High/Flow More/High Flow  

Reverse/Misdirected 
Flow 

Reverse Flow  

More/High Pressure More/High Pressure  

Low Pressure Low Pressure Includes vacuum 

More/High
Temperature 

More/High Temperature  

Low Temperature Low Temperature  

High Level High Level Includes interface high 
level 

Low Level Low Level Includes loss of level, 
interface low level and 
loss of interface level 

Contamination As well as Composition  

Start-
up/Commissioning 

Others   

Shutdown/Maintenance Others  Isolation, drain, purge 

Utility Failure Others  Includes air, power, and 
nitrogen 

Others Others  Other process and utility 
interconnections
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3.3 Worksheets 

The session proceedings are recorded using spreadsheet. The records are projected on a 
screen for comment and agreement by the team members during the sessions. 

Although there are many formats for recording, such as recording by exception (where an 
entry is recorded only when the team makes a recommendation or the issue is considered 
significant), a full recording approach was adopted for all guidewords/deviations listed in 

Attachment-3 whereby every deviation considered by team was recorded even when no 
significant causes or consequences were found. For guidewords/ deviations listed in Table 
3.1, recording by exception was adopted. 

3.4 Recommendations 

A number of recommendations for changes to equipment, control systems, alarms and trips 
and procedures were identified during the HAZOP study, which, in the team's opinion, will 
improve the safety or the operability of the facility. A list of recommendations for the 
Generic is included in Attachment - 3. The completed HAZOP Review Action Sheets for each 
recommendation raised have been issued as a separate report, upon resolution of the 
actions raised. 

3.5 Assumptions 

Several assumptions were made regarding the basis of the design and these were generally 
agreed by the HAZOP study team. The main item is listed below: 

In case of multiple equipments (with duty and standby/spare equipment) inside a unit, the 
study was conducted for one set of equipment. Similarly, in case of similar equipments in 
series, such as (Oil Storage Tank and Heater Treater) in series, the study was conducted on 
one Oil Storage Tank or Heater Treater only. The recommendations from this study will 
therefore apply for such similar systems as well. The study has however, considered the 
impact of simultaneous operation of systems in parallel or series including the control 
requirements and the effect of trip of one system on the other. 

Power Generation Systems were not studied It is assumed that sufficient safeguards will be 
in place to ensure adequate and reliable supply 
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4.0 HAZOP SESSIONS 

4.1 Study Periods 

The HAZOP Study for the Surface Production Facilities System will be planned on October 
10, 2014 at ECO Orient Energy at Wichianburi Office 10:00 AM. A total of 1 day is spent on 
the HAZOP of this project. 

4.2 Study Team 

The HAZOP team comprised of a multidisciplinary team of personnel involved with the 
Project and having adequate experience of design, instrumentation, operations, 
maintenance, safety and loss prevention. Representatives from Engineering team (Process, 
Mechanical, Electrical, Instrument and Operation team, HSE team that participated in the 
HAZOP session. The details (names and discipline) of the HAZOP team members who 
attended the HAZOP sessions are presented in Attachment -1. 

4.3 Follow Up 

Proper follow-up and close-out of all recommendations have been monitored through the 
HAZOP Review Action Sheet. 

5.0 APPENDICES 

Attachment -1 – Attendance List 

Attachment -2 – Node List 

Attachment -3 – HAZOP Worksheets 
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Attachment -1 –Attendance List 
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Attachment -2 –Node List 
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Attachment -3 –HAZOP Worksheets 
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COMPANY DRIVER’S POLICY 

THERE HAVE BEEN SOME INCONSISTENCIES PRACTICED PREVIOUSLY, LARGELY AS A RESULT OF THE LACK OF 

DOCUMENTED POLICY, SO THE POLICY IS NOW HEREWITH CLARIFIED, AND SHALL BE APPLICABLE TO ALL COMPANY 

DRIVERS AND ENFORCED FROM JUNE 1, 2008. THIS POLICY CONTAINS SOME SIGNIFICANT CHANGES TO CURRENT 

PRACTICES - PLEASE ENSURE YOU READ AND COMPLY.  

DRIVER’S GENERAL RESPONSIBILITIES  

• TRANSPORTATION OF STAFF (VEHICLE USER) AND/OR GOODS AS APPLICABLE IN A SAFE, CAREFUL, 
RELIABLE, EFFICIENT AND TIMELY MANNER  

• EXCELLENT TIMEKEEPING  

• DRIVING WITH DUE CARE AND ATTENTION ON PUBLIC HIGHWAYS AND BYROADS AT ALL TIMES , AND 
CONSISTENT WITH PREVAILING WEATHER CONDITIONS  

• DRIVER WILL ENSURE THAT SAFETY BELTS ARE USED BY ALL PASSENGERS  

• DRIVER WILL NOT USE A HANDHELD PHONE WHILST DRIVING  
• EXCESSIVE SPEED AND TAILGAITING WILL NOT BE PRACTISED NOR TOLERATED  
• DRIVER SHALL BE CUSTODIAN OF COMPANY VEHICLE DURING WORKING HOURS ONLY UNLESS ON NIGHT 

DUTY OR SPECIFICALLY REQUIRED BY VEHICLE USER  
• COMPANY VEHICLES ARE NOT FOR PERSONAL USE, AND WILL BE PARKED AT OFFICE LOCATIONS WHEN NOT 

REQUIRED BY VEHICLE USER  
• DRIVER SHALL MAINTAIN VEHICLE IN GOOD CONDITION, FUELLED UP AND LUBRICATED, WITH INTERIOR 

CLEANED ON A REGULAR BASIS.  
• DRIVER IS RESPONSIBLE FOR ENSURING SCHEDULED VEHICLE SERVICES ARE UNDERTAKEN ON THE VEHICLE 

(PER HANDBOOK) AND ENSURING SERVICE LOG BOOK IS UPDATED. DRIVER SHOULD ALSO NOTIFY 

ADMINISTRATION  

• ANY VEHICLE FAULTS WILL BE REPORTED TO ADMINISTRATION BANGKOK OR KHUN THONGMON (WB) AS 

SOON AS KNOWN, SO THAT REMEDIAL WORK CAN BE ACTIONED OR REPLACEMENT VEHICLE PROVIDED  

• DRIVER WILL NOT PARK VEHICLE IN AN AREA KNOWN FOR REGULAR THEFT  
 

  
DRIVE BETTER SCHEME  

• DRIVERS WILL MAINTAIN A LOG BOOK OF THE VEHICLES DRIVEN ON A DAILY BASIS – ADMINISTRATION 

WILL ASSIST WITH THIS.  
• STICKERS WILL HENCEFORTH BE ATTACHED TO VEHICLES TO INVITE THE GENERAL PUBLIC TO FEEDBACK 

ON OUR DRIVER’S PERFORMANCE.  
• FEEDBACK WILL BE SCREENED FOR HOAX REPORTS BY MANAGEMENT  

• LEGITIMATE COMPLAINTS WILL BE NOTIFIED TO THE SPECIFIC DRIVERS, BY MONTHLY REPORT  
 

DISCIPLINARY ACTION  

• THREE LEGITAMATE REPORTS OF POOR DRIVING WITHIN SIX MONTHS OF EACH OTHER WILL RESULT IN A 

WARNING LETTER BEING ISSUED TO THE DRIVER IN QUESTION.  

• ANOTHER TWO LEGITIMATE REPORTS OF POOR DRIVING WITHIN THREE  MONTHS WILL RESULT IN A 
SECOND WARNING LETTER BEING ISSUED TO THE DRIVER IN QUESTION.  

• ANY FURTHER REPORT OR INFRACTION WILL RESULT IN CESSATION OF EMPLOYMENT.  
 
YOUR UNDERSTANDING AND COMPLIANCE WILL BE APPRECIATED.  

THANK YOU.  
 

 
 



 
 

นโยบายการปฏิบัติงานของพนักงานขับรถ  

 

ในชวงเวลาที่ผานมา บริษัทฯ ไมมีนโยบายเกี่ยวกับการฏิบัติงานของพนักงานขับรถออกมาเปนลายลักษณอักษร ทําใหการปฏิบัติงานดังกลา
วจึง ไมไดเปนไปในทิศทางเดียวกัน ดังนั้น ทางบริษัทฯ จึงไดกําหนดนโยบายขึ้นมา เพ่ือใหพนักงานขับรถทุกทานไดใชเปนแนวปฏิบัติรวมกัน 
และจะมีผลบังคับใชต้ังแตวันท่ี 1 มิถุนายน 2551 เปนตนไป ท้ังนี้ทางบริษัทไดทําการเปล่ียนแปลงขอปฎิบัติสําคัญบางประการ ซึ่งขอให
พนักงานขับรถทุกทานไดอาน และพิจารณายอมรับเปนแนวปฏิบัต  ิดังนี้ 
หนาท่ีความรับผิดชอบท่ัวไปของพนักงานขับรถ  

• พนักงานขับรถท่ีขับขี่โดยมีพนักงานบริษัท ผ ูโดยสาร หรือบรรทุกส่ิงของใดๆ ในรถ จะตองขับขี่ดวยความปลอดภัย ระมัดระวัง 
รอบคอบ  ถูกตองตามกาลเทศะ  

• พนักงานขับรถจะตองเปนผ ูรักษาเวลาไดอยางดีเย่ียม  
• พนักงานขับรถจะตองขับขี่ดวยความรอบคอบ และระมัดระวังตลอดเวลา ในทุกๆ สภาพอากาศ ไมวาจะบนทางหลวงหรือถนนสาย

เล็กๆ  
• พนักงานขับรถตองตรวจสอบใหผ ูโดยสารทุกทานคาดเข็มขัดนิรภัยทุกครั้ง  
• พนักงานขับรถจะตองไมใชโทรศัพทมือถือขณะขับขี่รถยนตโดยไมมีอุปกรณแฮนดฟร  ี 
• พนักงานขับรถจะตองไมขับรถดวยความเร็วสูงเกินความเร็วท่ีกําหนดหรือ ขับตามหลังรถคันขางหนาในระยะกระชั้นชิด  
• พนักงานขับรถจะมีสิทธิในการใชรถของบริษัทในชวงเวลาทํางานเทานั้น ยกเวน พนักงานมีความจําเปนจะตองปฏิบัติหนาท่ีในเวลา 

กลางคืน หรือกรณีพิเศษตามคําส่ังบริษัทเทานั้น  
• พนักงานขับรถไมสามารถใชรถของบริษัทเพ่ือประกอบกิจสวนตัว ถาไมมีกิจของบริษัท พนักงานจะตองจอดรถบริษัทไวท่ีสํานักงาน 

เทานั้น  
• พนักงานขับรถจะตองบํารุงรักษารถใหอย ูในสภาพดีพรอมใชงานเสมอ เชน เติมนํ้ามันใหเต็มถัง ดูแลเปล่ียนถายนํ้ามันเคร่ือง รวมถึง

การ ดูแลรักษาความสะอาดภายในรถดวย  
• พนักงานขับรถมีหนาท่ีในการนํารถเขารับการบริการตรวจเช็คตามตารางที่กําหนด และใหมีการจดบันทึกการเขารับบริการลงใน

สมุดดวย ทุกครั้ง ซึ่งพนักงานขับรถมีหนาท่ีแจงการดําเนินการตามหนาท่ีรับผิดชอบนี้ตอผายบริหารท่ัวไปของทางบริษัทดวย  
• กรณีเกิดเหตุขัดของหรือความเสียหายใดๆขึ้นแกรถ พนักงานขับรถจะตองแจงตอฝายบริหารท่ัวไป สํานักงานกรุงเทพฯ หรือ แจงต

อคุณ ทองมล ผ ูประสานงานทางวิเชียรบุรีทันทีเพ่ือทําการแกไข หรือจัดหารถคันใหมมาแทน  
• พนักงานขับรถไมควรจอดรถในสถานที่ท่ีตระหนักดีวาเส่ียงตอการเกิดเหตุโจรกรรม  

แผนการดําเนินงานเพื่อการขับข่ีท่ีมีประสิทธิภาพ  
• พนักงานขับรถมีหนาท่ีรับผิดชอบบันทึกรายงานการใชรถแตละวัน ลงในสมุดบันทึกประจํารถ และจะตองสงสมุดรายงานตอฝาย

บริหาร ท่ัวไปเพ่ือพิจารณาตามกําหนด  
• รถของบริษัททุกคันจะตองติดสติกเกอร เพ่ือเปนชองทางในการรับแจงขอรองเรียนใดๆ จากผ ูขับขี่ทานอื่น อันเกี่ยวกับการขับขี่รถ

ของ พนักงานขับรถ  
• ขอรองเรียนท่ีไมมีสาระจะผานการกล่ันกรองกอน เพ่ือลบทิ้งไป  
• ขอรองเรียนท่ีเห็นสมควรวาเปนประโยชน จะไดแจงใหพนักงานรถที่เกี่ยวของทราบตอไป  

กําหนดบทลงโทษ  
• กรณีท่ีทางบริษัทฯ ไดรับรายงานการขับขี่ท่ีไมเหมาะสมของพนักงานขับรถทานใดเปนจํานวน 3 ครั้ง ในระยะเวลา 6 เดือน 

พนักงานทาน นั้นจะไดรับจดหมายเตือนฉบับท่ี 1  
• เมื่อบริษัทไดรับรายงานการขับขี่ท่ีไมเหมาะสมของพนักงานขับรถทานเดิมอีก 2 ครั้ง ภายในระยะเวลา 3 เดือนตอมา พนักงานทาน

นั้นจะ ไดรับจดหมายเตือนเปนฉบับท่ี 2  
• หากทางบริษัทฯ ยังคงไดรายงานการละเมิดและไมปฏิบัติตามนโยบายฯ บริษัทจะทําพิจารณาเลิกจางพนักงานขับรถทานนั้นตอไป  

 
ทางบริษัทขอบคุณพนักงานขับรถทุกทานท่ีไดทําความเขาใจและปฏิบัติตามขอปฎิบัติขางตนนี้ 



ภาคผนวก ช
การจัดการของเสีย



ภาคผนวก ช-1
การบันทึกปริมาณของเสียรายเดือน
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