[Insert Company Logo Here]	Emergency Procedures and Contacts  |  [Company procedure]
[COMPANY NAME]  –  COMPANY PROCEDURE
EMERGENCY PROCEDURES AND CONTACTS
What everyone does in the first minutes of an emergency on site, who to call, and how we report it afterwards.
	Reference
	Version
	Date issued
	Review date

	ARB-PRO-02
	2.0
	[DD/MM/YYYY]
	[DD/MM/YYYY]



	At a glance

	What it is for
	Getting help fast in the first minutes of an emergency. Part B is the one-page site contacts sheet.

	Who does it
	Everyone on site. The Team Leader leads; the office and on-call Manager support.

	When (the trigger)
	Before every job (Part B). Then when someone is hurt, stuck, missing or in danger, or there is a fire, spill, crash or wildlife find.

	Time needed
	Part B: 5 minutes per site. Reading this procedure: about 15 minutes.

	What “done” looks like
	Help called, casualty cared for, site safe, Manager told, incident recorded the same day, RIDDOR checked, actions closed.

	Where records go
	Part B: job pack. Incident records: accident book and H&S file, kept [at least 3 years].



Where this fits
	Enquiry
	›
	TPO / CA check (ACP-01)
	›
	Quote (ACP-08)
	›
	RAMS (ACP-07)
	›
	Job
EMERGENCIES HAPPEN HERE
	›
	Invoice (ACP-08)
	›
	Credit control (ACP-06)


Used during the Job stage. The Team Leader completes the site contacts sheet (Part B) with the RAMS pack (ACP-07) and the SSRA (ARB-SITE-004), and briefs it before work starts.
	The three things that matter most
1. Make it safe, then call 999 or 112. Say exactly where you are (what3words), and send someone to meet the ambulance.
1. No aerial rescuer, no climb. Never attempt a rescue if the casualty may be in contact with a live power line: call 999 and 105.
1. Tell the Team Leader and the office the same day, and fill in the accident or near miss report.




  1     Before work starts – be ready
              Section 1 of 6  ·  About 5 minutes per site  ·  Team Leader
		#
	What to do
	Who
	Record

	1
	Complete the site contacts sheet (Part B): address, what3words, meeting point, nearest A&E, phone signal. Check the A&E is a full emergency department.
	Team Leader
	Part B in the job pack

	2
	Name the aerial rescuer and complete the rescue plan for any climbing or MEWP work.
	Team Leader
	ARB-SITE-009 / 010

	3
	Check the first aid kit, bleed kit, fire extinguisher and spill kit are on site, and where the nearest AED is.
	Team Leader
	Part B; ARB-EQ-014 / 015

	4
	Check for overhead lines and underground services, and wildlife. Agree a no-signal plan if there is poor or no signal.
	Team Leader
	SSRA; ARB-SITE-006

	5
	Brief the crew on Part B and the rescue plan. Everyone signs the SSRA.
	Team Leader, crew
	SSRA sign-on






  2     The first five minutes – any emergency
              Section 2 of 6  ·  Read at induction  ·  Everyone
		#
	What to do
	Who
	Record

	1
	STOP and make safe. Shout to stop all saws and machines. Look for danger to you and others before you go near.
	First person there
	–

	2
	CALL 999 or 112 (script in Section 6). Ask for the service you need. Stay on the line. Send someone to the meeting point.
	Anyone
	Note the time

	3
	FIRST AID within your training. The most senior first aider takes charge.
	First aider
	Note what you did

	4
	TELL the Team Leader, who rings the Manager or office. The office tells the client if the emergency services attend.
	Team Leader, office
	Office incident log

	5
	PROTECT THE SCENE after a serious incident. Do not move anything except to help someone or make it safe. Take photos.
	Team Leader
	Photos






  3     What to do in each emergency
              Section 3 of 6  ·  About 8 minutes to read  ·  Everyone
Each card follows the first five minutes above. Pick the card that fits, and use more than one if you need to.
		A   Serious injury or illness     e.g. struck by a falling limb, crush, head injury, collapse, heat illness

	Do this
	Never
	Then

	1. Make it safe. Stop all saws and machines. Check for danger: hung-up sections, traffic, power lines.
1. Call 999 (script in Section 6). Send someone to the meeting point.
1. The most senior first aider takes charge. Check response and breathing. Not breathing normally: start CPR and send for the nearest AED.
1. Do not move them unless they are in danger, especially after a fall, crush or blow to the head, neck or back.
1. Trapped under a tree or machine? Tell 999. Only move the load if it is safe and you can control it.
	1. Leave them alone
1. Give food or drink
1. Put yourself in danger
	1. Keep them warm and talk to them
1. Note times and what happened
1. Tell the Team Leader and office
1. Section 4: report






		B   Chainsaw cut or catastrophic bleeding     blood spurting, pooling or soaking through fast

	Do this
	Never
	Then

	1. Stop the saw (chain brake on, engine off). Shout for help. Call 999: “catastrophic bleeding”.
1. Firm direct pressure on the wound straight away. Cut chainsaw trousers or clothing to reach it if you need to.
1. Pack or cover with a haemostatic dressing (or a standard dressing) and keep firm pressure on.
1. Limb still bleeding? Tourniquet 5–7 cm above the wound, not over a joint. Tighten until the bleeding slows and stops. Write the time on it.
1. Lay them down, keep them warm, and watch their breathing.
	1. Remove a tourniquet once it is on
1. Wait to see if it stops by itself
	1. Hand over the time the tourniquet went on
1. Restock the bleed kit (ARB-EQ-014)
1. Section 4: report






		C   Fall, or a casualty stuck at height     in a tree, a MEWP, or on a ladder

	Do this
	Never
	Then

	1. At height or hanging in a harness: follow the rescue plan for this job – ARB-SITE-009 (climbing) or ARB-SITE-010 (MEWP). Call 999.
1. Rescue fast: hanging still in a harness can cause fainting within minutes. While waiting, get them to move their legs or stand in a foot loop.
1. On the ground: lay them flat and check breathing. Do not move them after a fall unless they are in danger.
1. Anyone who was suspended, fainted or was unconscious goes to hospital to be checked.
	1. Climb without a separate anchor
1. Keep a rescued casualty sitting up
1. Rescue near a live line
	1. Rescue kit checked and restocked
1. Kit that held a fall is quarantined (ARB-EQ-010)
1. Section 4: report






		D   Electrocution or power line contact     a person, tree, rope or machine touching or arcing from a line

	Do this
	Never
	Then

	1. Do not approach. Keep everyone well away from the person, tree, ropes, machine and anything touching them.
1. Call 999 and 105 (network operator). Give the exact location and say a line is involved. Lines can switch back on automatically.
1. In a vehicle or MEWP touching a line: stay in it. Only if you must get out (e.g. fire): jump well clear without touching the machine and the ground at the same time, then move away in leaping strides until at least 10 m away.
1. Only give first aid when the network operator confirms the power is off. Then CPR if needed; cool burns with cool running water for at least 20 minutes.
1. Hit an underground cable: stop, keep clear, call 105 (and 999 if anyone is hurt). Smell gas: 0800 111 999.
	1. Attempt an aerial rescue
1. Touch the person until the power is confirmed off
1. Assume the line is dead
	1. Everyone who had a shock goes to hospital
1. Dangerous occurrence under RIDDOR – tell the Manager now
1. Section 4






		E   Fire     vehicle, machine, fuel, brash, grass or building

	Do this
	Never
	Then

	1. Shout “Fire!” and get everyone clear, upwind and away from fuel and gas cylinders.
1. Call 999 for the fire service. Give the location, access route and what is burning.
1. Only use an extinguisher on a very small fire, if you are trained, it is safe, and your way out is behind you (ARB-POL-01 9.4).
1. Vehicle fire: stop, engine off, everyone out and well away. Move fuel cans away only if it is safe.
	1. Go back in for kit
1. Fight a fire that is spreading
1. Leave a burning site unattended
	1. Meet the fire service and give information
1. Replace used extinguishers
1. Section 4: report






		F   Fuel, oil or chemical spill     e.g. split fuel can, burst chipper hose, dropped herbicide

	Do this
	Never
	Then

	1. Stop the source if safe: stand the can up, close the cap, switch off the machine. No smoking or ignition sources.
1. Wear gloves (check the COSHH sheet). Contain it with the spill kit. Cover or block nearby drains.
1. Keep it out of ditches, streams and ponds. Collect used absorbent in a sealed bag for proper disposal.
1. Reached water or a drain, or too big to contain? Call the environment agency: England 0800 80 70 60 (24 hours), Wales (NRW) 0300 065 3000 (24 hours), Scotland (SEPA) 0800 80 70 60 or online.
	1. Wash it into a drain
1. Hide or cover up a spill
	1. Tell the Team Leader and the client
1. Restock the spill kit
1. Record it (Section 5)






		G   Vehicle accident     on the road, in the yard or on site, including towing

	Do this
	Never
	Then

	1. Stop somewhere as safe as possible. Hazard lights on, engines off. Warn traffic only if it is safe.
1. Call 999 if anyone is hurt, there is danger, or the road is blocked. Do not move casualties from vehicles unless there is danger.
1. Give your details (your and the owner’s name and address, and the registration) to anyone with reasonable grounds to ask. If you cannot, report it to the police as soon as you can, and within 24 hours.
1. Injury to someone else? You may need to show your insurance to the police (within 7 days if not at the scene).
1. Take photos. Note names, witnesses, time and weather.
	1. Drive off
1. Argue about blame – just give the facts
	1. Tell the Manager straight away
1. Vehicle checked before reuse (ARB-EQ-009)
1. Insurer told (ARB-POL-30)






		H   Missing lone worker     a missed check-in or an SOS alarm (ARB-POL-22)

	Do this
	Never
	Then

	1. At the missed time: ring and text them straight away. Try again every [5 minutes].
1. After [15 minutes]: tell the Team Leader or on-call Manager. Try the customer or site contact and anyone nearby. Check the app or device location.
1. After [30 minutes], or sooner for higher-risk work: the Manager sends the nearest colleague to the site. They must not put themselves at risk.
1. Any sign of injury or danger, or nobody can reach the site quickly: call 999. Give the location, what they were doing, their vehicle and a description.
1. SOS or man-down alarm? Go straight to the last two steps.
	1. Wait and hope
1. Blame anyone for a false alarm
	1. Keep going until they are found safe
1. Record every step (ARB-POL-22 Appendix C)
1. Manager reviews it






		I   Finding a bat (or other protected species)     a bat, a possible roost, an active bird’s nest or a badger sett

	Do this
	Never
	Then

	1. Stop all work that could affect it. Warn the Team Leader. Keep people, noise and machines away.
1. Do not handle a bat unless it is in immediate danger, and then only with gloves. Bitten or scratched? Wash with soap and water and get urgent medical advice.
1. Cover or protect it. Bat still in the roost? Leave it there. If safe, gently put back what covered it, without blocking its way out.
1. Call the ecologist or the National Bat Helpline 0345 1300 228, and the statutory body. Do not restart until competent advice confirms the next step (ARB-SITE-008).
	1. Carry on cutting “just this bit”
1. Move a roost or nest yourself
	1. Record it on ARB-SITE-008 or ARB-SITE-006
1. Tell the Manager
1. Keep photos







  4     After the emergency – reporting and RIDDOR
              Section 4 of 6  ·  About 3 minutes  ·  Team Leader, Manager
		#
	What to do
	Who
	Record

	1
	Report every accident, near miss, dangerous occurrence and case of work-related ill health to the Team Leader the same day.
	Everyone
	Accident or near miss report [ref]

	2
	Record every injury, however minor, in the accident book.
	Injured person or Team Leader
	Accident book

	3
	Check RIDDOR using the table below, and report to HSE in time. Tell the client if the contract requires it.
	Manager
	RIDDOR report copy

	4
	Investigate in proportion to the risk: immediate and root causes, actions, owner, due date. Share the lessons in a toolbox talk.
	Manager
	Investigation form [ref]

	5
	Restock kits, quarantine kit that held a fall or was damaged, and update the risk assessments and this procedure if needed.
	Team Leader, Manager
	ARB-EQ-000; GRA review




	Is it reportable under RIDDOR? (RIDDOR 2013 – HSE guidance (checked 27/09/2026))
	What happened
	Report to HSE?
	How and when

	Death, or a specified injury to a worker (e.g. most fractures, amputation, serious burns, crush to head or body, loss of consciousness from a head injury)
	Yes
	Phone 0345 300 9923 (fatal and specified only) or online. A report must be received within 10 days.

	Worker off work or on light duties for more than 7 days (not counting the day of the accident)
	Yes
	Online, within 15 days of the accident.

	Worker off work for more than 3 days
	Record only
	Accident book and our records. No HSE report.

	Member of the public injured by our work and taken straight from the scene to hospital for treatment
	Yes
	Online, within 10 days.

	Dangerous occurrence (e.g. machine or rigging kit touching an overhead line; collapse, overturn or failure of a load-bearing part of lifting equipment such as a MEWP)
	Yes
	Online, within 10 days, even if nobody was hurt.

	Work-related disease diagnosed in writing by a doctor (e.g. HAVS, carpal tunnel syndrome, occupational dermatitis)
	Yes
	Online, when you receive the diagnosis.




	Stop – do not continue if…
1. the casualty may be touching, or near, a live power line;
1. there is a hung-up section, a damaged anchor or a running machine near the casualty or rescuer;
1. you would have to go into fire, smoke, fast water, traffic or a gas smell to help;
1. the rescue method has not been practised, or the rescue kit is not there – call 999 instead;
1. a bat, roost, active nest or sett has been found – until competent advice says what to do next.



	What this means for you
You are in the office. At 10:42 the Team Leader rings: the climber has cut his thigh in a rural garden, and the crew have called 999. You write the time on the incident log. You check the crew know the what3words and that someone is at the gate. You ring the on-call Manager, then the customer. You do not post anything online or talk to the press. Later, the Manager checks RIDDOR, and you file the accident report and photos in the H&S file.



  5     Records and evidence
              Section 5 of 6  ·  About 1 minute  ·  Office, Manager
	What to keep
	Where
	How long
	Why

	Site contacts sheet (Part B) and rescue plans
	Job pack
	[At least 3 years]
	Shows each site had an emergency plan (MHSWR reg 8; WAHR reg 4)

	Accident book entries
	Office, locked (personal data)
	At least 3 years
	Social security law; RIDDOR records

	RIDDOR reports and records of over-3-day injuries
	H&S file
	At least 3 years
	RIDDOR 2013

	Accident, near miss and investigation reports, photos, witness notes
	H&S file
	[Owner decision, e.g. 6 years]
	Learning; insurance and claims

	Rescue practice records
	Training file
	[At least 3 years]
	Evidence rescuers are practised (ARB-POL-01 7.3)

	Missed check-in records
	Office
	As ARB-POL-22
	Shows the lone working system works

	Spill and environmental incident records
	H&S file
	[At least 3 years]
	Environmental evidence (ARB-ENV-01)



  6     Scripts and templates
              Section 6 of 6  ·  Use them as they are  ·  Everyone, office
	Calling 999 or 112 – what to say

	“I need an ambulance [and fire service / police]. I’m at a tree work site.”
“The address is … The postcode is … The what3words is ///… ” (Use the SSRA or Part B. Say if the site is hard to find.)
“A man / woman aged about … has … (e.g. a chainsaw cut to the leg and is bleeding heavily / is unconscious and hanging in a harness 12 m up a tree).”
“Someone will meet you at … (meeting point). Access is … (e.g. 4x4 only).”
“My phone number is …” Stay on the line and follow what they tell you.



	Team Leader to office or Manager
	Office message to the client (only if the emergency services attend)

	“This is [name] at [site]. At [time] [what happened]. [Name] is [condition]. 999 called at [time]; ambulance due [time]. Rescue done / not needed. The site is safe / stopped. I need [help].”
	“Hello [name]. This is [name] from [COMPANY NAME]. There has been an incident at [site] today and the emergency services attended. Everyone is now [safe / receiving care]. Work has [stopped / resumed]. [Manager name] will update you by [time]. Please call [phone] if you have questions.”



	Office incident log – write the time of every call and action
	Time
	What happened, or who called whom
	By

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	






PART B   SITE EMERGENCY CONTACTS SHEET
Fill in one sheet per site before work starts. Keep it at the front of the job pack or on the dashboard, and brief the crew. Job ref: [JOB-REF]
	Where we are

	Site / job name
	
	Date
	

	Address, postcode
	

	what3words / grid ref
	///
	Access road or gate
	

	Meeting point
	
	Helicopter area
	

	Phone signal
	☐ Good   ☐ Poor   ☐ None
	No-signal plan
	ARB-POL-22

	Nearest A&E (full emergency department – not a minor injuries unit)

	Hospital name
	
	Phone
	

	Address, postcode
	
	Drive time
	

	People

	Team Leader
	
	Aerial rescuer
	

	First aider(s)
	
	Manager / on-call
	

	Office
	
	Client / PC
	

	Where the kit is

	First aid kit
	
	Bleed kit
	

	Nearest AED
	
	Extinguisher
	

	Spill kit
	
	Rescue kit
	



	Who
	Number
	Who
	Number

	Emergency services
	999 or 112
	Power line or cable damaged (network operator)
	105

	Gas smell (National Gas Emergency Service)
	0800 111 999
	Pollution – England (EA) / Scotland (SEPA)
	0800 80 70 60

	Pollution – Wales (NRW, 24 hours)
	0300 065 3000
	National Bat Helpline
	0345 1300 228

	Our ecologist
	[phone]
	MEWP or plant hire (24 hours)
	

	HSE – fatal or specified injury (Manager only)
	0345 300 9923
	Other:
	



	Completed by
	
	Briefed to crew (time)
	



	Guidance for the business owner – remove before issue
Why this procedure matters. The Management of Health and Safety at Work Regulations 1999 require procedures for serious and imminent danger (regulation 8) and the contacts needed with external services, particularly for first aid, emergency medical care and rescue (regulation 9). The Work at Height Regulations 2005 (regulation 4) require rescue to be planned. The Health and Safety (First-Aid) Regulations 1981 require adequate first aid. Auditors (CHAS, SafeContractor, Constructionline Gold, ARB Approved Contractor) look for this procedure, a site plan for each job, and incident records.
The law and guidance we checked (checked 27/09/2026)
1. RIDDOR 2013 (HSE): deaths, specified injuries and dangerous occurrences must be reported and a report received within 10 days; over-7-day injuries within 15 days; injuries to members of the public taken from the scene to hospital for treatment within 10 days; diseases on diagnosis. Over-3-day injuries are recorded, not reported. Only fatal and specified injuries to workers can be phoned in (0345 300 9923). Dangerous occurrences include unintentional contact between plant or equipment and an overhead line over 200 volts, and the collapse, overturning or failure of load-bearing parts of lifting equipment.
1. First aid: Resuscitation Council UK First Aid Guidelines (27 October 2025) – direct pressure, haemostatic dressing, tourniquet 5–7 cm above the wound and not over a joint, time recorded; no recovery position after trauma. Burns: the Highway Code first aid annex says cool for at least 20 minutes with clean, cool water. Suspension: HSE RR708 (2009) – standard first aid, casualty horizontal; the seated position is not recommended.
1. Power lines: Energy Networks Association “Look Out, Look Up!” – stay in the cab if possible, jump clear if you must leave, move at least 10 m away, call 999 and 105; lines can re-energise.
1. Road collisions: Highway Code rules 286 and 287 (Road Traffic Act 1988 s170): stop and give details; if you do not, report to the police as soon as reasonably practicable and within 24 hours.
1. Pollution: Environment Agency incident hotline 0800 80 70 60 (24 hours); Natural Resources Wales 0300 065 3000 (24 hours); SEPA 0800 80 70 60 (Mon–Fri 8am–6pm) or its online form. Bats: numbers and steps as ARB-SITE-008 (checked 27/09/2026). Gas and power: 0800 111 999 and 105, as ARB-POL-01 10.3.
Your decisions. (1) The missed check-in times in card H must match ARB-POL-22. (2) Whether staff may use fire extinguishers at all (ARB-POL-01 9.4 says only on a very small fire, if trained). (3) Retention periods in Section 5. (4) Who contacts next of kin – we suggest a Director or Manager only. (5) Who speaks to the press or posts online – we suggest nobody except a Director (ARB-POL-33). (6) Add your accident report and investigation form references. (7) Delete the pollution numbers for nations you do not work in, add any principal contractor’s emergency arrangements to Part B, and check every number yearly.
Changes from your original. All content kept. “Site Supervisor” is now Team Leader; “wildlife incident” now has specific bat steps. Added: before-work checks, first five minutes, four new cards, RIDDOR table, records, scripts, incident log, Part B.
Arborella provides this template as documentation support. It is not first aid training, legal advice or technical arboricultural advice. Your first aid training, rescue training and competent person’s judgement come first, and the rescue methods in ARB-SITE-009 and 010 must be confirmed by your competent person.



Related documents
	Reference
	Document

	ARB-POL-01
	Health and Safety Policy (sections 7, 9.4, 10 and 12)

	ARB-POL-14 / 17 / 22 / 30 / 33
	Business Continuity; Emergency Call-Out; Lone Working; Vehicle and Driving; IT, Communications and Monitoring

	ARB-SITE-004 / 006 / 008
	SSRA and Crew Briefing; Wildlife and Protected Species Check; Pre-Work Bat Roost Feature Check

	ARB-SITE-009 / 010
	Climbing and Aerial Rescue Plan; MEWP Rescue Plan

	ARB-EQ-014 / 015
	Personal First Aid and Trauma Kit Checklist; Vehicle and Yard First Aid Kit Inspection

	[ref]
	Accident and near miss report; investigation form; first-aid needs assessment



Document control
	Document
	Emergency Procedures and Contacts (ARB-PRO-02)

	Owner
	Company Director

	Approved by
	[Name, role]

	Status
	Controlled template – Live once approved

	Review
	At least every 12 months, and sooner if the law, guidance or the way you work changes



	Ver.
	Date
	Author
	Summary of changes

	1.0
	[DATE]
	[INITIALS]
	First edition created
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