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4. EMT / CMT ROLES AND RESPONSIBILITIES

4.1. General Overview / Philosophy

Clearly defined and understood roles and responsibilities minimise confusion and ensure all essential
emergency response/management activities are undertaken as planned, in accordance with Plans and
Procedures, and importantly that normal business operations resume as quickly as possible after the
conclusion of an emergency or crisis event.

The responsibilities of key DP Emergency Management Team (EMT) and Crisis Management Team (CMT)
members are defined in this section. Diagram 2 (Emergency Management Structure) in Section 2 of this ECMP
depicts a detailed overview of DP’s authorised EMT / CMT structure.

In practice some of these responsibilities may be delegated to other (nhon EMT/CMT) individuals during a major
emergency or crisis event. However, the responsibility for ensuring execution of actual tasks remains that of
the incumbent EMT / CMT member nominated to the role(s).

The actual complement of the EMT or CMT (or elements thereof) for a given emergency event will typically
vary, totally dependent on the requirements and demands of each emergency scenario and then at the
discretion of the respective EMT or CMT Leader.

Furthermore, some members of the EMT or CMT may be required to assume concurrent roles within both
teams (i.e. a concurrent role within the EMT and CMT) during an emergency event. Typically, this would be
dependent on the availability of staff to fill required roles, assessment of the demands of the emergency or
crisis event, and then at the discretion of the respective EMT / CMT Leader.

4.2. EMT / CMT Role Development

The DP EMT and CMT roles and responsibilities (as defined with this ECMP) need to be clearly defined and
understood by those DP personnel who may assume a role during an emergency event.

Effective ‘induction’ and assimilation into respective roles will minimise confusion and will ensure essential
response and ongoing management activities are assessed, implemented and appropriately conducted.
During the induction process personnel shall receive appropriate training and development in DP EMT/CMT
roles and responsibilities before being required to undertake such positions during an authentic emergency
or crisis event.

Furthermore, EMT/CMT personnel are to undertake annual refresher training and partake in ER exercises to
further develop and enhance each person’s capability. This will in-turn enhance the DP’s capacity to effectively
interface with Port User/Stakeholder response teams and NT Emergency Services during an emergency event.

This section provides guidance for key DP personnel who may assume an EMT or CMT ‘role’ (or a combined
role) identified in this ECMP during a major emergency or crisis event associated with DP operations or
activities — the following guidelines apply:

e EMT/CMT ‘roles’ are not a rigid list of prescribed duties; they are flexible aide-memoires, designed to
cater for an escalating range of events and/or a change in the severity of a response and management
requirements; and

e The ‘role’ methodology is not designed to reflect a corresponding title within the DP organisational
structure; it is also not designed to cater for every likely or specific incident but is intended to be used
as an aide-memoire, appropriate to the requirements and demands of a major emergency or crisis
event at any given time.

NOTE: During the initial activation of the DP EMT or CMT, responding members may be required to initially assume one
or more ‘role(s)’ during the preliminary stages of a response. Subject to the emergency event and as more senior or
appropriate personnel respond, EMT / CMT roles and key personnel may change. It is essential that all EMT / CMT
members are kept informed of the status of EMT / CMT key position holders at all times.
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4.3. Pre-Emergency / Crisis Event Preparation

To deliver an effective response to a major emergency or crisis event, there are certain key prerequisites that
DP EMT and CMT members must ensure are in place and are clearly understood by all, best summarised by
the following table:

EMT / CMT Members Pre-Emergency / Crisis Event Preparation

e Be aware of the range and potential impacts of an operational and/or corporate crisis
event on DP — be vigilant in identifying and implementing appropriate risk reduction
measures and validating recovery actions that may be pre-planned;

e Achieve and maintain familiarisation with all elements of DP’s Crisis Emergency
Management (CEM) philosophy, including the scope and operation of each of the
response and management Plans and the required integration between them;

e Achieve and maintain familiarisation with your individual role within the EMT/CMT and
familiarise yourself with your counterpart in either team;

e Ensure 24/7 availability for your role, if unavailable, it is your responsibility to ensure an
‘Alternate’ is available and that the Alternate and GM Operations (and/or EMT/CMT
Leader) are advised of the situation;

e Ensure your emergency contact details are kept current and you are aware of current
contact / callout procedures;

e Ensure there is a clear direction on who takes over your normal business duties when
you are engaged on EMT/CMT duties;

e Collect all predictable data and documentation that will assist you to implement your

All Members role effectively (contacts, Plans/Procedures, maps, specifications etc.);

e Brief all EMT/CMT Support Group (i.e. Admin) members of your expectations of them
during a response to a major emergency event;

e Maintain up to date contact details for all Support Group staff and external consultants;

e Ensure all third parties who aid the work of the EMT/CMT (e.g. consultants, insurers,
lawyers, trauma counsellors, call centres, media monitors etc.) are fully aware of the
expectations on them and are prepared to be mobilised on call-out;

e Identify, establish and maintain ongoing dialogue and goodwill contact with support
agencies, important stakeholders and other people or organisations whose trust,
assistance or support may be needed;

e Identify and attend any training you may need to more effectively perform your role
within the EMT/CMT;

e Respective EMT/CMT members are tested and assessed against the requirements of
their individual roles;

e Continually review current practices/procedures and personal requirements and make
recommendations for (improvement) consideration to the GM Operations.

e Promote established Crisis Emergency Management (CEM) philosophy throughout DP
and its stakeholders and business associates;

e Maintain familiarisation with your obligations as detailed within DP’s CEM organisational
structure and demonstrate consistency and a high level of leadership of teams;

e Establish clear protocols for reporting incident information & providing SITREPS

EMT / CMT Leader e Ensure Alternates (for your role) are adequately trained, inducted and sufficiently

briefed to effectively perform the Leaders role when required (especially during a
protracted event);

e Continually review performance of individuals within the EMT/CMT; identify areas for
improvement and change members if necessary to improve respective team
performance.
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EMT / CMT Members Pre-Emergency / Crisis Event Preparation

GM Operations
&

Port Management
Officer

&
Operations / Planning

Monitor and review all CEM Plans to ensure consistency of purpose;

Oversee development of ‘best practice’ of ER/EM/CM capability, via the conduct of
regular risk / threat assessments and the proactive review and development of effective
response and management Plans (and strategies) for major threats;

Ensure the Emergency/Crisis Control Centre (ECC / CCC) facilities and equipment are
always available/maintained in working order; periodically test all necessary
communication links;

Maintain familiarisation with all aspects of DP’s CEM structure to enable provision of
guidance to all EMT/CMT Members and their support teams during a major emergency
or crisis event;

Work with EMT/CMT Information Coordinators to ensure adequate telephone support
arrangements are always in place;

Develop aide-memoirs for statutory reporting and compliance matters;

Maintain currency of the DP ECMP Contact Directory for all EMT/CMT members, their
Alternates and key stakeholders;

Ensure all EMT/CMT members always monitor annual leave and business travel for
themselves and Alternates, to ensure availability of appropriate EMT/CMT members;

Establish and maintain a CEM training and exercise program, as appropriate, and
integrate the program with scheduled EMT/CMT exercises.

GM Port Development
&
CMT External
Affairs

Ensure External Affairs members are adequately trained, developed and resourced to
perform necessary support tasks;

Ensure external media consultants and media monitoring arrangements are appointed
and available to be called in at short notice;

Ensure all media releases have received appropriate levels of review/comment by DP’s
Legal Team before release;

Ensure adequate processes are in place to enable media management and conference
facilities to be commissioned, secured and resourced at short notice;

Consider media training needs for nominated and alternate DP spokespersons.

Information
Coordinators

Maintain familiarisation of your individual role within the EMT/CMT and familiarise
yourself with your counterpart in either team;

Establish and maintain contact with Port User / Stakeholder and response agency
Information Coordinators and establish appropriate emergency interface;

Ensure you have intimate knowledge of the operational set up and working of the DP
Emergency Control Centre (ECC) and Crisis Control Centre (CCC) for the CMT, including
adequate copies of respective Plans, site information/diagrams, proforma documents /
aide memoirs etc.;

Liaise with Log Keeper/Scribes and ensure their availability and capability to deliver
against the requirements of their EMT/CMT role;

Ensure all received incident information/data within the ECC or CCC is appropriately
validated for accuracy and authenticity.

GM Legal

Liaison with EMT and CMT team members to review documents for content.

Liaison with Landbridge Legal team.
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4.4. Initial Actions on Receipt of an Emergency Event Call

1st Person to Receive Call

ACTION: Request Following Details from Caller / Immediately Advise EMT Leader

1)  Obtain all relevant name and call-back contact details of the caller:

3)  Obtain a basic description of the emergency event and time of occurrence

[D7=EY ol o1 o] o FOS OO PE TSR TUUSPROI

4)  Location of the emergency event/incident

LOCATION ettt ettt et et et e ebe et serae e b aeebeeehareeanbeeeresenn
Q

5)  What was the likely cause of the emergency event/incident and is there any ongoing danger?
LIKEIY CAUSE ...ttt ettt ettt et e s e et e e e e e st e sbe st sbe et sbe st sbeetesneatesnnansenen

Q
CUTENT STATUS. .ttt ettt et st e s e et e et e e et eae et et et eeeseennaenee

6) What response activities have been initiated so far / who is responding and status of?

RESPONSE SUMMAIY ... oiiiiiiiie ettt et te e e sae et te e e et esae stesnsaestessaesbesrsaesnnentesnnes
Q

7)  Number of personnel present at, impacted or otherwise involved in the emergency event/incident?
NUMDBEF Of PEIFSONNEL ..ottt ettt st st ss e
DETAIIS/NAMES...ce ettt ettt ettt et e e e s e st ses et st st ste st ste st saesastesee sres O
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9)  Number of any personnel injured (any fatality names/details — relay in absolute confidence)?

[N T2 T=Y 3O

11) What is the extent of initial damage and the potential for this to increase / escalate?

DAMAEE ESTIMATE/S..veuerieecreterieeeeeetee ettt ettt ev e vt es v seases st sa s ebesnansstennasesenes

12) Is there any environmental impact involved (or any potential for this to arise)?

[0 T =T g} ] = U RS

13) Name of medical facility where injured personnel are now located (if removed from site)

[0 Yot 1 T o TSRS

15) Are local media currently involved / onsite, or do we believe they have been notified?
Identity Of MEAIA .....ccueeie ettt e s e e e e e e e e e e

CUITENT LOCATION/DETAIIS...c.ieeeietititit ettt ettt oottt ste st st st sae st st sae snes

16) Are there any security related issues or risks involved?

KNOWN SECUNITY [SSUBS... i ettt ettt st st te e st e e s e e sre st e e s et san et aean eee

Name of Call Taker: Date/Time of Call:
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4.5. First Member to Emergency or Crisis Control Centre (ECC / CCC)

Initial Task — Notify Those Who Need to be Aware of the Emergency Event

1) Notify the EMT / CMT Leader (or Alternate) and determine:

a) Which members of the EMT / CMT or support personnel should be activated?

b) Who will notify other members of the EMT / CMT?

c¢) When and where the EMT / CMT should meet?

d) What additional actions are required?

2) Alert all other members of the EMT / CMT of the time and place of the first meeting

3)  Provide DP CMT External Affairs with validated facts for preparation of immediate media statement

4)  Ensure EMT HSE notifies and brief’s relevant Port User or external contracted support provider

5) Brief all personnel who may have been involved in the notification process of the need for absolute
confidentiality and security of incident information — no information to be released unless authorised

6) After advising others of the situation, gather information, ascertain actions at the scene and prepare the
EMT procedures until replaced by the EMT Operations Planning

7) Contact IC or site ERT Leader at the affected location to:

a) obtain update / SITREP of emergency event / situation

b) maintain contact / interface commensurate with demands of the emergency event/s

c) establish protocol for regular schedule of updates / SITREPS

d) ensure local response action is being effectively coordinated, undertaken and establish current status
and potential resources required

8) Open /assemble ECC / CCC and establish telephone lines and necessary administrative support

9) Set up ECC/CCC equipment (see ECMP Appendices B.6, D.1 & D.2) as per approved layout diagram

10) Ensure copies of all relevant ECMP, other support Plans and site info are available

11) Clean and prepare whiteboards, set up pre-formatted wall charts (refer to Appendix F)

12) Ensure all positions are labelled with correct telephone number extensions

13) Ensure Mobile Phone numbers are up to date and distributed accordingly.

14) Check there is an adequate supply of white board pens, cleaners, fax paper, stationery

15) Placein / out trays for EMT members with checklists, nameplates, etc.

16) Check that all equipment is operational

17) Photocopy DP Personal Response Log sheets (refer ECMP Appendix D.5) and distribute

18) Establish contact with relevant IC/site ERT to inform them when the ECC is functional/operational

19) Provide IC/ERT with contact details (phone, fax, email, mobile, and / or sat-phone) for the ECC

Qo000 0000000000 00000 000000000

20) Brief EMT / CMT members as they arrive and/or ‘handover’ briefing to replacement

DP —ECMP Part 4 EMT / CMT Roles & Responsibilities Revision 4.0 23/06/23 Page 36 of 146



lE DARWIN EMERGENCY AND
e PORT CRISIS MANAGEMENT PLAN (ECMP)

4.6. During a Major Emergency / Crisis Event

This section details the specific roles and responsibilities for each EMT / CMT member — collectively these
individual role descriptions cover the three primary roles of the EMT / CMT, being:

Activity Description

1. Support DP EMT are responsible for strategically managing operational response efforts at
DP operational locations. It is not the EMT’s role to take over a site response or to
micromanage a given scenario — instead the EMT will support the IC / ERT by:

e  Assistingin ensuring there are sufficient resources available (technical support,
personnel, services, equipment, consumables) to enable an effective
operational response;

e Managing as many external functions and issues on behalf of the affected
site/facility ERT (safety, environment, technical, regulatory, legal, financial,
external affairs) to enable them to focus on their primary response roles; and

e Acting as a ‘sounding board’ to evaluate proposed operational responses or
provide ‘bigger picture’ overviews on any aspect of a site response.

NOTE: While reaction to an emergency event is essential, it is also important to
move from reactive to proactive actions (strategic and planned response,
management and recovery) as soon as possible.

2. Stakeholder This communications function involves managing incoming and outgoing

Communications | information requirements, defining the ‘message strategy’ and ensuring all relevant
Port Users and stakeholders are appraised about the emergency in a timely manner,
on a regular basis, and in sufficient detail to reflect the potential effect of the
incident on them.

DP strives to present open and transparent communications with its stakeholders.
In an emergency event, it is critical that communication messages reflect and
reinforce the precise behaviour that is experienced by the stakeholders.

Reference: ECMP Appendix E — Stakeholder Communication Guide

3. Strategic Planning | Reactive and communication functions are important; however, it is imperative that
as early as possible the EMT undertake strategic planning functions, focussing on
recovery efforts and the management of the ongoing consequences of the
emergency.

This function involves constructive, innovative and logical thinking around the
corporate priorities of:

e HEALTH AND SAFETY — focussed on the welfare of all personnel, including
responders.

e REPUTATION — managing the external affairs environment, mitigating
stakeholder outrage, balancing cultural, political, legal ethical considerations.

e LIMITING LIABILITY — balancing transparency and legal positioning.

e BUSINESS CONTINUITY — maintaining financial and client confidence while
implementing contingencies —i.e. mitigating potential outages and planning
for return to normal operations within acceptable timeframes.
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4.7. DP Emergency Management Team (EMT)

4,7.1. General

The DP Emergency Management Team (EMT) is responsible for maintaining an overview of any emergency
event (including the initial response to oil spills) which could impact upon DP’s regulatory responsibilities
and/or may require DP support resources.

The EMT is activated by the DP EMT Leader (EMTL — typically the General Manager Operations (GMO)), who
will coordinate any DP emergency response for the relevant area of responsibility. The EMTL will also ensure
that adequate personnel and resources are available to assist with the management of any DP emergency.

4.7.2. EMT Structure
Reference: ECMP Appendix A — EMT Role & Responsibility Checklists

The EMT, as depicted within Diagram 2 of Part 2 of this ECMP, will be comprised (all or part) of the following
key positions:

e EMT Leader;

e  EMT (site) Incident Controller;

e  EMT Information Coordinator;

e  EMT Technical / Engineering;

e  EMT Operations / Planning;

e  EMT HSSE / HR / Regulatory Liaison;

e  EMT Emergency Services Guide(s); and

e  EMT Log Keeper/Scribe/s.

Usual incumbents for these roles can be found in Appendix G (Emergency Contact Directory) to this ECMP.

Once mobilised, the EMT will assemble at the nominated DP Emergency Control Centre (ECC), at the direction
of the EMTL.

The following personnel may also be called upon to assist the EMT, at the discretion of the EMTL:

° Port User/Operator representatives;

e NT Emergency Services representatives, as required (e.g. NT Police; NTPFES; St. John’s Ambulance etc.);
o  Key members from NT Government Departments;

e  Specialist Support Personnel;

e  Department of Infrastructure, Planning & Logistics Response Personnel;
e  Technical Support Advisors;

e  Qil Spill Response Advisors;

e Line/Tug/Pilot Vessel Contractor Management;

e  Third Party Contractors (as required);

e  Environmental Protection Authority Personnel; and

. NT Government Marine Branch.

Please Note: DP EMT ‘roles and responsibilities checklists’ for each EMT role are located within Appendix A
of this ECMP.
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4.7.3. Emergency Management Organisation — VISUAL CHART

Diagram 8 — Darwin Port Emergency Management Organisation Chart
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4.8. DP Crisis Management Team (CMT)

4.8.1. General

The DP Crisis Management Team (CMT) is responsible for the strategic management of any major emergency
or crisis event which could impact upon DP’s statutory responsibilities.

The CMT is activated by the DP CMT Leader (CMTL — typically the DP Chief Executive Officer (CEO)), who will
be responsible for strategically managing the emergency or crisis event.

The DP CEO may elect to liaise with and/or otherwise seek advice from the DP Board during any DP event.

4.8.2. CMT Structure
Reference: ECMP Appendix B— CMT Role & Responsibility Checklists
The CMT, as depicted in Diagram 2 of Part 2 of this ECMP, will be comprised (all or part) of the following key

positions:

e  CMT Leader;

e  CMT Information Coordinator;

e  CMT External Affairs;

e  CMT Finance/Insurance/Business Support Services;
o  CMT Legal;

e  CMT Log Keeper/Scribe/s (OPTIONAL); and

e  Port Management Officer.

Usual incumbents for these roles can be found in Appendix G (Emergency Contact Directory) to this ECMP.

Once mobilised, the CMT will assemble at the nominated DP Crisis Control Centre (CCC), at the direction of
the CMTL.

Other personnel may be requested at the discretion of the CMTL, to support the CMT’s strategic management
of any emergency or crisis event — including, but not limited to such area as:
° Port User/Operator representatives;

e NT Emergency Services representatives (e.g. NT Police; NTPFES; St. John’s Ambulance etc.);
o  Key members from NT Government Departments;

e  Specialist Support Personnel;

° DIPL Response Personnel;
e  Technical Support Advisors;

e  Qil Spill Response Advisors;

e Line/Tug/Pilot Vessel Contractor Management;

e  Environmental Protection Authority Personnel; and
e NT Government Marine Branch.

Please Note: DP CMT ‘roles and responsibilities checklists’ for each CMT role are located within Appendix B
of this ECMP.
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4.8.3. DP Crisis Management Organisation — VISUAL CHART

Diagram 9 — Darwin Port Crisis Management Organisation Chart
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5 MAJOR EMERGENCY / CRISIS EVENT RESPONSE PROTOCOLS

5.1 General Overview

The success of a strategic response throughout a major emergency or crisis event will be determined by the
manner the Darwin Port (DP) EMT/CMT manages incident information, plans, coordinates and responds under
the direction of the EMT/CMT Leader, and continually assesses all available factual (validated) information.

With current (validated) information, the EMT or CMT Leader will ensure the event is stabilised as quickly as
possible and that ‘decision makers’ will be able to account for their decisions during any subsequent
investigation process or during any internal or external review process.

With an understanding of the issues, the EMT/CMT can begin planning the immediate response and (longer
term) recovery; it is essential that the EMT/CMT utilise a single planning process that allows a set of
circumstances to be examined, assessed, and a logical decision made.

Planning and strategy development is a continuous development cycle that involves managing the current
situation and concurrent pre-emptive planning for recovery. It can be described as a continuous six-phased
process, best summarised in Diagram 10 (EMT/CMT Strategy Development Process).

5.2 Purpose

This Part of the DP ECMP provides protocols for effective management of emergency events occurring within
DP’s area of regulatory authority. In comparison, site ERPs provide “all Hazards/all Agencies” emergency
response procedures.

These protocols are not prescribed directions, merely suggested prompts to deal with all manner of likely
emergency scenarios events and hazards at DP sites/facilities.
5.3 Scope

These protocols are generic in as much as they may be common to any, or all, DP Port areas of statutory
responsibility.

The method of response to (and ongoing management of) an emergency or crisis event occurring at a DP site
or facility must be determined by the personnel directly involved —i.e. whether to report the incident or threat
immediately as an emergency, or to control the situation to prevent it from becoming a greater threat.

As a general overriding principle, respondents are not expected to place themselves at risk by trying to control
a potential major emergency:

o Ifthe respondent(s) believe they can control a potential emergency and they are trained to do so, then it
is recommended they proceed. If not;

e Immediately activate established DP emergency protocols to initiate the correct level of emergency
response, which will ultimately include notification to the DP EMT.

Subsequent emergency management support functions will be provided to responding personnel by DP’s EMT
and ultimately strategic leadership and management by the DP CMT.

5.4 General Guidelines

A key DP principle is that the safety of life is paramount in any emergency response at a DP site or facility.

The following broad guidelines apply (equally) to all persons, at all levels, when responding to an emergency
or crisis event at a DP facility:

e  Sjte response is incumbent on site / facility response teams (e.g. ERT) — whereas emergency support and
strategic management is incumbent on the DP EMT and/or CMT;

o  The first to arrive at the incident site shall immediately raise the alarm and try to minimise the impact to
the surrounding area;
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e  Decide EARLY if the plan is to evacuate or to stay and defend the facility;

e Wherever possible isolate all persons at (or near) the incident site from further danger / hazards and/or
continued exposure to potential threats;

If safe to do so, rescue and/or evacuate trapped or injured persons to a place of safety;

e |f qualified, provide immediate medical aid / assistance to any person suffering an obvious injury /
ailment and request additional medical support;

e  Assist any person who is intent on evacuating the incident site to a place of safety;
e  Assist persons to evacuate to a Muster Area;

e Asamatter of urgency, report and request the attendance of Emergency Services and provide a detailed
initial briefing and subsequent updates to responding personnel;

e |f safe to do so, assist Emergency Services as directed and wherever possible; and
e  Site teams to provide regular Situation Reports (SITREPS) to the DP EMT,;

5.5 Potential Major Emergency / Crisis Events

This ECMP has been developed to provide support protocols and guidance in the event of the following broad
categories of potential emergencies/crisis events threatening, personnel, assets or associated operations of DP:
e Safety and Health aspects including (but not limited to):
— general site incidents — i.e. accidents/medical emergencies/injuries
— other Port related hazards
— maritime and shipping emergencies
— fire/explosion incidents
— transport related accidents — including vehicle and aviation incidents
— personal injury/serious threats to health of local teams
e Security threats including (but not limited to):
— terrorism and other criminal acts
— breaches of Port (Maritime) security
— acts of violence/threats against personnel and/or assets
— civil disturbance/political unrest/protest action
e Environmental including (but not limited to):
= spills / uncontrolled releases
— chemical releases
— contamination of local waterways
— threat to any local species
e Operational related:
— employee dispute
— extended facility shutdown
— equipment / asset damage or failure
e Community and Government, including:
— high level of interest/concern from local communities and Government/Authorities
— local indigenous issues
— international/national media interest
e Reputation related aspects, including:
— international publicity of significant adverse event
— cultural heritage or local indigenous issues
— compliance breaches — e.g. safety/environmental/regulatory
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e Natural disasters including (but not limited to):
- cyclones/severe storm
— tidal surge/tsunami
— earthquake

It is not the intent of this DP ECMP to address contingencies for each of these potential scenarios —which is the
intent and responsibility of respective site ER Plans and Teams — but to provide support/resource options during
these events via effective interface with the DP EMT and CMT.

5.6 DP EMT / CMT Strategy Development Process

The DP EMT/CMT Strategy Development Process includes the establishment of a ‘situational awareness’ or
detailed understanding of the current or potential event context and ensuring it reflects factual reality.
Information obtained by the EMT/CMT (from site teams) must be validated as soon as possible in order to
confirm facts, understand the intent and to effectively establish the foundation for strategic planning to
commence.

The first phase in responding to a major emergency or crisis event is an assessment of the situation; an initial
assessment can be made based on accurate first-hand information from internal sources, or by reviewing the
available information in the public domain such as early reports from media.

As well as capturing and communicating validated information, it is equally important to commence compiling
a list of priority information requirements to aid the EMT/CMT’s development of strategy and response. The
initial situation assessment must answer the following basic questions of:

» Who

» What

» Where

» When

> Why
Once this has been achieved, the EMT/CMT needs to maintain an understanding of the situation as it changes;

this is managed in accordance with Diagram 10 (EMT/CMT Strategy Development Process — see next page),
which also includes ongoing monitoring of performance against key aims and objectives.

5.7 DP EMT / CMT Communication Strategy

Throughout any response to a major emergency or crisis event, there will undoubtedly be multiple layers of
initiated interfaces and ongoing communication with a diverse number of organisations.

Effective communications are central to avoiding or escalating an emergency or crisis event and are critical to
successfully managing every event.

Diagram 11 (Telephone Support Team (TST) Communication Management Process) addresses the aspects to
be considered when communicating throughout an emergency event, including (but not limited to) interface
with the following key groups:

1. Next of Kin (NOK), family, friends and co-workers.

Port Users, internal/external stakeholders and/or interest groups.
Media (radio, television, print, social media etc.).

Government and/or regulatory authority stakeholders.

vk W

Customers.
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Diagram 10: Darwin Port EMT / CMT Strategy Development Process
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Diagram 11: Darwin Port Telephone Support Team (TST) Communication Management Process
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5.8 Corporate Communication Policy

A systematic approach is required to effectively manage communication activities throughout a major
emergency or crisis event.

The following best summarises a basic communication framework during such an event:
e  The processes outlined in this ECMP require that all operational issues and potential emergency events
are reported to DP Managers and eventually to the EMT or CMT Leader.

e  DPsite staff (including office staff) will play important roles in any emergency event — each must have a
clear understanding of their role in any communication strategy.

e All media materials, including Holding Statements and Media Releases must be approved by the CMT
Leader or his/her delegate before internal dissemination or external release.

e Any issue that emerges at a corporate level, such as a major threat to the reputation of DP, should be
immediately reported to the EMT (and eventually CMT) Leader, who may elect to liaise with the DP
Managing Director (MD).

5.9 Communications with Stakeholders / External Interest Groups

The following guidelines apply to DP personnel when they are in contact (in whatever form) with a range of
persons and/or groups during any emergency or crisis event.

5.9.1 Stakeholders

A stakeholder may be defined as any party who has a current commercial or professional relationship with DP
and considers themselves to be affected by DP’s operations or activities (even if DP does not consider this to
be the case) — stakeholders may include (but not be limited to):

. Port User;

e  Commercial organisation conducting business or otherwise using the statutory boundaries of Darwin
Harbour;

e Trade unions;

e  Local Councils / Municipality or community bodies;

o Northern Territory Government;

e Local indigenous groups;

e  Activist and/or protest group/s;

e  Environmental and other special interest groups; and/or
e Internal stakeholders.

These groups may have (or take) an active interest in any major emergency or crisis event, including DP’s
response and recovery activities.

Furthermore, these groups may not have a direct commercial or operational interest affected by the
emergency or crisis event, nor any statutory authority to intervene. However, they may have the ability to
affect the response and recovery effort, including DP’s commercial reputation (in response to the emergency
or crisis event). Overall, any such (adverse) actions could have lasting and serious consequences on DP’s ability
to effectively operate.

Diagram 12 (Stakeholder Analysis Guideline) provides a guide to the various stakeholders that may be
impacted or engaged during an emergency or crisis event.
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5.9.2 External Interest Groups

Engagement with external interest groups, likely to become involved during any major emergency or crisis
event, should (wherever possible) be delegated to either EMT or CMT personnel.

Early and positive engagement may prevent negative or incorrectly interpreted messages being conveyed to
the public, media or government. The following guidelines apply:

Communicate with the full range of internal/potential external stakeholders — media are important,
but DP should not solely focus on them to the detriment of other key stakeholders;

Not all stakeholders are of equal importance — during the early stages of a major emergency or crisis
event, determine and prioritise primary and secondary audiences and the best methods for proactively
communicating with each;

Time is critical — typically, during the first few hours media pressure can be intense, validated
information is scarce and public perception is being actively formed. It is important not to allow a
vacuum to be created and filled by critics:

—  capture the ‘perception agenda’ and the potential audience by moving/communicating quickly,
even if there is not a lot that can be said,

— be seen to be proactive, taking control and managing the information flow, rather than being
reactive.

Ensure early contact with local community groups — keep them informed and updated;

Are you the most appropriate DP EMT/CMT point of contact — if not, acknowledge this immediately
and arrange for the relevant EMT/CMT member to attend or provide the information;

Actively use ‘scripts’ — ensure all DP personnel who have formal contact with the public (i.e. TST,
Relative Response Team, other DP office personnel, Corporate and/or Site Spokespersons etc.) are fully
briefed, provided with a ‘script’, are regularly updated and have a clear understanding of what is
authorised to be released by the DP EMT or CMT Leader;

Wherever appropriate, consider utilising the DP internet site to assist in disseminating DP’s message to
the broad range of stakeholders (and in a timely manner);

Ensure all communication sources are fully alighed / maintain a consistent message — remember that
during an emergency/crisis event, DP’s actions will be under intense scrutiny and will be judged by what
is communicated, what is not communicated, and how DP conduct themselves;

Maintain focus on corporate priorities — in an emergency/crisis event arising from a DP site incident,
respond to the hazard to life aspects first, before moving quickly to address reputation, business
continuity, outrage. However, in non-emergency crises, reputation and/or outrage mitigation may be
the primary focus.

5.9.3 Lobby Groups

The following broad guidelines apply:

Some groups have genuine concerns and constructive aims;

They can be relied on to be constructive if encouraged, while others may have lost their objectiveness
and find reason/consensus contrary to their organisational aims and objectives;

Do not provide ‘ammunition’ to the negative activists by being hostile or rude towards them;

Endeavour to give them the option to be reasonable but do not assume anything but potentially the
most negative use of information provided.
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5.9.4 Internal Stakeholders

It is important to communicate positive and consistent messages internally within DP —i.e. “...that appropriate
actions are being undertaken to manage the emergency/crisis event and to...” — with a view of maintaining an
atmosphere of trust between DP management and all employees. To achieve this outcome, ensure the EMT
/ CMT:

e  Maintains a proactive, consistent and open communication policy;

e  Highlights that counselling and/or other assistance is available (when appropriate) — listen closely to any
concerns and thank staff for their ongoing support and co-operation;

e  Communicates all relevant facts of the incident (whenever possible) in a timely and proactive manner —
i.e. promoting transparency, trust and loyalty to DP staff;

e  Ensures employees always receive information before, or at the same time, as media.

In addition, the following should also be considered:

e  Ensure open communication with union representatives;

e  Be attuned to miscommunication and rumours circulating among employees so they can be immediately
addressed and corrected;

e  Re-assure employees (using key messages) in response to any negative stories appearing in the media —
encourage their input, they can be a valuable source of information.

To ensure ongoing, positive communication between management and employees (and their families), the
following communication tools or activities should be considered:

e  Staff briefing(s);
e  Electronic site notices and ongoing updates via noticeboards, email and intranet;

e  Regular face-to-face meetings.
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Diagram 12: Darwin Port Stakeholder Analysis Guideline
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5.10 Communications with Next of Kin (NOK), Family and/or Co-Workers

5.10.1 Managing NOK, Family and/or Co-Worker Enquiries
ONLY POLICE CAN ADVISE OF A FATALITY

Enquiries from family, friends and/or co-workers regarding the status of a DP employee must be directed to
the EMT HR. During an emergency or crisis event, NOK, family and/or co-workers of DP employees or
contractors may become extremely emotional, showing fear, shock, worry, anger, frustration etc. DP
EMT/CMT Telephone Support Team (TST) members can help relatives to cope with these emotions by:

e  Demonstrating genuine care and concern;
e  Staying calm, listen carefully and talk through their concerns;

e  Relaying authorised information and reassuring that all necessary actions are being undertaken to
manage and control the situation (e.g. “..the health and safety of our people is our first priority...” or
“..we are taking all necessary actions to ensure the safety of our employees and the community...”);

o If a family member wants to know the status of their relative (DP employee), ensure that the content of
any information (intended for release) has been validated and approved/authorised for release by
EMT/CMT;

e |f an DP employee or contractor is confirmed as being deceased, take the enquirer’s name, contact
details and status of their relationship to the deceased person, and advise that a DP representative will
contact them as soon as possible;

e  Furthermore, contact the police and advise that a relative (state the relationship) of a deceased worker
has contacted the site and requested information on the employee;

e  Advise that counselling is available and offer to arrange this for them. ONLY direct family members can
be advised on an employee’s status (i.e. wife or husband, children, defacto or parents).

5.10.2 Injury Notification (because of an DP emergency or crisis event)

The following best summarise injury notification guidelines:

e  When serious injuries occur during an DP emergency or crisis event, notifications are to be conducted in
accordance with standard HR operating protocols but under the additional guidance and authority of
the EMT or CMT Leader;

o [fthe injury(s) occur because of an DP emergency or crisis event, where possible the EMT HR (or a DP
Manager) and the victim’s immediate supervisor are to notify the family;

e [ftheinjured person is a staff member or sub-contractor to a Port User, the parent organisation is to be
informed and support from DP assessed and provided, as required;

e [ftheinjured person is a member of the public, consideration is to be given to contacting the victim’s
family.

5.10.3 Death Notification

It is important to note that the notification of death in Australia is an official (formal) process that is typically
also linked with a formal identification process — it can only be made by the Police.

Once Police have made the notification, the EMT or CMT Leader and the victim’s immediate supervisor should
arrange for a face-to-face visit to the family, or arrange to visit with the Police:

e [ftheinjured person is a staff member or sub-contractor to a Port User, the parent organisation is to be
informed and support from DP assessed and provided, as required;

e [f the victim is a member of the public, consideration is to be given to contacting the victim’s family
after formal notification by the Police.
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5.10.4 Family Attendance On-Site
Reference: ECMP Appendix D.14 - Establishing a Family Room — Guidelines

Typically, a victim’s NOK or family members may request to attend at the incident site and remain on-site,
and/or to be on hand to receive the most up-to-date information as it is reported. In the early stages of any
response it is critical that this is not permitted to occur as their presence may further traumatise them and/or
impact activities associated to the immediate response and/or management of the event.

Alternatively, if family members express a strong desire to attend the incident site, consider:

e  Establishing a private family room away from site and away from the media;

e  Finding a nearby hotel, motel or other suitable off-site and secure venue.

5.11 Legislative Reporting Requirements / Communications with Regulatory Authorities
Reference: ECMP Appendix C.6 — EMT / CMT Regulatory Authorities Checklist

During an emergency or crisis event, it may be necessary to ensure regulatory authorities/agencies are
appropriately briefed and ongoing communication is maintained — this will be governed by legislative reporting
requirements. In this case the EMT HSSE/Regulatory Liaison is to advise the EMT / CMT Leader on:

e  Regulatory authorities/agencies that are to be briefed (including when and how often);

e  Who is most appropriate to undertake this communication; and

e  Relevant materials to be distributed as part of this communication strategy.
The authorised DP personnel responsible for these briefings are:

e EMT/CMT Leader;

e  EMT HSSE/Regulatory Liaison;

e  Other CMT members, authorised by the CMT Leader.

Furthermore, it should be noted there may be a requirement for DP to respond to/answer questions received

from the NT Government (usually via the DP Managing Director) during a crisis or emergency event. In this
case the following internal DP communication process will apply:

e All such requests will be immediately referred to the DP CEO or his/her delegate;

e  The DP CEO or CMT Leader will assess/validate each Government request and authorise a response on
behalf of DP; and

e  Whether DP’s response is in writing or verbally (by a person authorised to do so) will be at the complete
discretion of the DP CEO or the DP CMT Leader.

5.12 Communications with Customer and/or Port Users
Reference: ECMP Appendix C.7 — CMT Customers and/or Port User Checklist

Customers and/or Port Users are critical stakeholders for DP and should be given a high priority for
communication of information regarding a major emergency or crisis event potentially affecting DP’s ability
to meet commercial or contractual obligations.

In some instances, Customer/Port User’'s may also be directly affected by the emergency or crisis event, in
which case it is preferable that a common understanding is achieved. A joint effort in responding and
recovering should be a critical objective of the EMT and CMT.

In other circumstances these stakeholders may simply be affected from a commercial perspective. In such
cases DP should be active in ensuring they are fully appraised of the situation and the likely commercial or
operational effects of the emergency/crisis event and the theme of the EMT / CMT strategy to respond and
recover.
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5.13 Media Communications

5.13.1 DP Media Policy

DP’s media policy is intended to ensure all media enquiries during a major emergency or crisis event are
managed professionally, efficiently and to assist DP to build and maintain positive relationships with the
media. The media policy is underpinned by four guiding principles:

1. Only an authorised DP Spokesperson can provide comment to the media.

2.  Members of the media are always to be treated with courtesy and respect.

3. Allreceived media calls are to be logged and returned as promptly as possible.
4

Any message communicated to the media must be validated, consistent with other external / internal
DP communication and have received an appropriate level of legal review.

5.13.2 DP Media Spokesperson
Reference: Part 4 ECMP — DP CMT Spokesperson Role — Appendix B

Before undertaking media interviews a DP media Spokesperson is to be fully briefed and prepared on likely
areas of interview questioning — this will assist in maintaining control of the agenda.

The DP Spokesperson should focus on the key DP messages and Q&A's, which are to be prepared and
authorised by the CMT External Affairs.

5.13.3 Establishing a Media Briefing Room/Holding Area
Reference: ECMP Appendix D.15 — Typical Media Briefing Room — Checklist

Any major emergency or crisis event is likely to attract a significant number of media, who will typically attend
either at DP’s Administration Building or at the impacted site/facility, or both.

It is essential that a facility is established (i.e. in-house or on-site, or very nearby) capable of conducting regular
briefing sessions or media conferences. The CMT External Affairs is responsible for coordinating all media
aspects, including legal review/opinion and planning aspects for any holding area/briefing room
commensurate with the demands of the emergency/crisis event.

5.13.4 Media Conference or Briefing

Once a media conference has been called by DP, it is preferable to address all attending media at once. If a
media room or a media holding area has been established, then any media conference should be conducted
in this location. If not, refer to ECMP Appendix D.15: Typical Media Briefing Room — Checklist and ensure the
location for the conference is:

e  C(lean, tidy and has access to power points;

e  Easily accessible for journalists and camera operators to move around;

e Away from main work areas where conversations of staff/contractors or senior management may be
overheard; and

e Does not give the media the opportunity to portray negative images in the background.

The media conference is to be addressed by an authorised DP Spokesperson and questions are only to be
taken by the Spokesperson after the presentation of an official statement based on key (authorised)
‘messages’, which are to be provided to the media and include:

e  DP ‘backgrounder’ and fact sheets or corporate brochure on DP;

e  Official media release providing information about the emergency/crisis event, which has received
appropriate levels of review/comment by DP’s Legal Team;
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e Any relevant visual material that assists in explaining the situation (e.g. flowcharts, maps);
e  Frequently asked questions (and answers);

e  Details of key contacts for further information.

All media reporting on the emergency or crisis event, as well as any other relevant media forums, are to be
invited to the media conference. It is helpful to provide journalists with at least two hours’ notice of the
conference time/date/venue where possible.

5.13.5 Fact Sheets

Fact sheets are designed to provide relevant and useful background information for media and other
stakeholders regarding DP and the industry. Factual information can help shape the way stakeholders
perceive DP in a major emergency or crisis event situation.

5.13.6 Media Monitoring
Reference: ECMP Appendix C.8 — Media Interface — Guiding Principles

It is important to establish a procedure for monitoring radio, television, social media and newspaper coverage,
including emailed media alerts, if only to assess what is being reported about a DP or Port User emergency
event.

The CMT External Affairs is to:

e  Catalogue any inaccuracies in stories and report them to the CMT Leader;
e  Follow-up media to correct misinformation;

e  Maintain ongoing chronological file of all media coverage for post review/critique.
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6 EMERGENCY / CRISIS EVENT RECOVERY

6.1 Transitioning to Recovery

6.1.1 General Overview

Best practice emergency management arrangements have evolved to the extent that recovery is viewed as a
discrete yet essential element of overall emergency response. Accordingly, it is therefore critical to determine
when an emergency response is over and when the recovery phase is beginning — this is another key function
of the DP EMT.

The context of recovery activities following an emergency or crisis event can be a complex myriad of competing
demands, typically totally dependent on the gauge and dynamics of the event in question. An essential
supporting element of both emergency response and recovery is an effective and well-coordinated
communications strategy — both internal (within DP) and external (with stakeholders etc.).

6.1.2 Nature of Recovery

The nature of recovery activities may continue for an extended period following the completion of response
activities and may be:

e Complex — given that people/organisations will have differing needs which will require a variety of
recovery activities and potentially involving a number of external agencies;

e Dynamic — in that needs may be constantly changing over time as difficulties are overcome and new
requirements may potentially arise;

e  Protracted — since the recovery process may in some cases take a considerable period of time to
complete; and

e  Subject to intense scrutiny — from the media and those potentially affected and from the political level.
6.1.3 Assessment and Operational Recovery Planning

It is essential that an assessment of recovery requirements is conducted as soon as possible following the
impact of the major emergency or crisis event.

While it is important to maintain the momentum of recovery after response phase activities have slowed or
have been declared to have ceased, it is also important in the early stages to focus on gaining a clear
understanding of the extent of the damage or fallout from the emergency or crisis event.

Ultimately, this will assist in the identification of priorities, allocation of resources and identification of
capability gaps to be undertaken in a more holistic manner.

6.1.4 Determining When an Emergency / Crisis Event Response is Over

The decision to announce the end of an emergency or crisis event is a critical phase of a response, which will
ultimately trigger specific post-emergency/crisis event actions.

The DP EMT Leader, in consultation with the CMT Leader (if mobilised), will determine when the emergency
or crisis event (and associated response) is over. The effect of prematurely announcing that an emergency or
crisis event is over may create the perception among stakeholders that DP is being insensitive to, or unaware
of the broader issues, which ultimately may reflect poorly on DP.

It is important to remember that while the emergency may be over, the crisis may not be for a considerable
period. Furthermore, it is likely that certain areas will remain sensitive for some time and may require careful
management in order to return to pre-emergency / crisis event status.
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the status of an emergency or crisis event, before formally declaring it is over and ‘standing down’:

PLEASE NOTE: The following guidelines and ‘checklists’ are designed to assist the DP EMT Leader to determine

EMT Leader is Responsible for Declaring an End of an Emergency / Crisis Event Once:

condition as advised by the impacted DP Incident Controller or ERT Leader;
° All personnel have been accounted for;
° Injured persons have been stabilised and/or evacuated; and

. Appropriate response has been achieved and recovery actions have/are being implemented.

. Any DP operation/site or facility/office involved in the emergency or crisis event has been returned to a safe

Prior to Standing Down from an Emergency / Crisis Event, the Following Aspects Must be

Considered:

1. Clarify ongoing resources for operational site incident control and recovery (if required)

2. Final information release and/or notification to some, or all, of the following:

e DP Board

e  Other DP Operations and ERT’s

e DP Employees (off/on duty), Families/NOK and Relevant Friends

e Affected Port Users / Customers

e  Other Affected Stakeholders

e Federal Government Departments / Agencies

e Regulatory and Environmental Authorities

e Emergency Services, Mutual Aid and Support Agencies

e Legal Advisors / Lawyers, Insurers

e  Primary Suppliers and/or Contractors

e  Off-Duty EMT and CMT Members

e DP Telephone Support Team

e Trade unions, Local Community and Interest Groups

e Commercial Neighbours / Third Party Stakeholders

3. Arrange ongoing Media interface, briefings, monitoring and ongoing communications

4. Reduce additional EMT / CMT security arrangements (as appropriate)

5. Finalise additional EMT / CMT catering and other services

Status of Business Continuity Action Plans (if actioned — or if BC response continuing)

Ensure counselling is continued for those involved in or affected by the emergency/crisis event

Compile and file all documents relating to the emergency/crisis event

©lw| N0

Debrief all EMT / CMT personnel (including people currently relieved or stood down)

10. Arrange for full event investigation and analysis (if not already underway)
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Prior to Standing Down from an Emergency / Crisis Event, the Following Aspects Must be  Resp.
Considered: Party

11. Approve/comment on emergency/crisis event debriefing reports and actions

12. Initiate follow-up review to determine effectiveness of emergency/crisis event response, including:
e (Callout / mobilisation
e Adequacy of DP EMT / CMT
e EMT/CMT Support Teams
e  External Affairs (PR) strategy
e Integration between DP IC / ERT, EMT and CMT

13. Analyse public perception after final event (e.g. one week/month after event)

14. Check if key messages were received by external organisations/personnel

15. Recommend revision of ECMP or Emergency Plans as required

6.1.5 Business Continuity Planning / Management
Reference: DP Business Continuity Plan (BCP)

The objective of Business Continuity Planning (BCP) is to ensure the timely resumption and delivery of essential
DP business processes in the event of a major disruption — including occasions when caused, impacted by or
associated with a major emergency or crisis event. Essentially, to ensure that core DP services are delivered
(returned or remain) to predetermined levels within an acceptable time frame/objective.

If a major emergency or crisis event leads to a loss of critical business processes, that threatens (or has the
potential to threaten) the ability of DP to provide its core products or services, the DP CEO may mobilise a
Business Continuity Team to implement specific Business Continuity Action Plans in order to recover the
business processes within specified time objectives.

NOTE: Business Continuity Action Plans are contained within Appendix 1 of the DP Business Continuity Plan.

The need to activate and/or mobile the DP BCP, or a specific BC Team, may not be within the same time scale
as Emergency or Crisis Management considerations. Typically, BC aspects and/or related threats will emerge
for consideration over a period of time depending on the outage (or severity thereof) caused by the event.

Importantly, even though the emergency or crisis event may be over, it is likely that the BCP and/or BC Team/s
may remain active in order to return DP to pre-emergency status — this decision will be at the discretion of the
BCT Leader in consultation with the EMT/CMT Leader and/or the DP CEO.

6.1.6 Recovery Planning Considerations

To effectively recover from a major emergency or crisis event, several key goals need to be achieved in order
to return to normal business status. The following aspects should be considered:
Management of People:

e  Provide clear and concise guidelines on the management of the employees, contractors, stakeholders
and Next-of-Kin (NOK) as a result of any injuries or fatalities;

e  Develop a rehabilitation program for injured employees or contractors;
e  Provide clear and concise policies for compensation of NOK;
e Some key considerations include:

— travel and accommodation arrangements,

— funeral arrangements,

- welfare,
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— financial assistance,
— counselling.

e  Develop key communication strategies to address employee, contractor or stakeholder concerns about
ongoing business viability and security of employment.

Provide clear and concise strategies for managing fatalities; some key considerations include:

e  Liaison with police and/or coroner/s;

e A good understanding of legislative requirements;

e  Guidance on return of remains to family;

e Addressing family requirements, including religious considerations;
e Compensation;

e Develop a strategy for ongoing relations with the family.

Management of Business:

The following aspects are to be considered as key strategies in recovery planning:

e Business Continuity Plan, including mobilisation of BC Teams and associated critical recovery functions;
e  Minimise commercial damage;

e  Strengthen reputation with all stakeholders;

e  Clean-up/remediation;

e  Replace assets; and

e  Resume normal operations.

Recovery strategy considerations include (but are not limited to):

Effects on assets, earnings and commercial operations;

Internal opportunities to make improvements;

Options, priorities and sequencing; and

° Business unit/site management.

Resource considerations include:

e  Physical, human;

e  Financial (cost estimate), financial sources and scheduling; and

e  Commercial operations, availability and lead times.
6.1.7 DP Post—Event Review

A post-emergency/crisis event debrief and/or review shall be conducted following any activation of the EMT
or CMT, real or simulated. It is to be completed within one week, or as soon as reasonably practicable, of the
EMT/CMT standing down.

The review is to include the entire EMT/CMT and support personnel with the aim of capturing the lessons
learnt and the strengths and/or weaknesses of DP’s response, with the objective of improving emergency and
crisis event response, management, recovery systems and processes.

After the review, the following follow-up action must be completed:

e  Secure the EMT/CMT Master Log and all documentation produced during the event;
e Document the lessons learnt and the actions/communications to remedy shortfalls;
e Assess how the EMT/CMT would have responded if the event had escalated;

e Decide on changes and/or improvements to current site ERP’s, ECMP and associated procedures;
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e Communicate to relevant stakeholders how it is intended to prevent a recurrence and recommend
procedural changes regarding how DP interacts with them in the future;

e |dentify training deficiencies and actions to remedy shortfalls;
o |dentify equipment deficiencies that may have been of assistance to the teams; and
e  Update the DP site ERP/s, ECMP and BCP accordingly.

6.1.8 Personnel Debriefing and Counselling

Personnel debriefs are a key tool in assessing the effectiveness of the EMT and/or CMT performance in their
various response team functions and allows discussion on any issues they may have encountered:

e Individual sessions are encouraged to be held as soon as practicable after standing down the EMT / CMT
following a real or simulated crisis event;

e Asaguide, they are best completed within 24-48 hours of the EMT / CMT being deactivated [NOTE: This
time period is encouraged while events are still fresh in the minds of EMT / CMT members.]

e  Counselling shall be considered for any personal (as required) who have been exposed to potentially
stress-causing situations

6.2 End of Emergency Checklist
When standing down from an emergency, the following issues are to be considered:

e On-going resources for incident control and post incident recovery (if required)

¢ Final information release and/or notification to some, or all, of the following:

— relevant EMT support personnel — relevant CMT support personnel

— port customers — regulatory authorities

— emergency services — employees (off and on duty)

— employee's families and friends — port users

— suppliers and/or contractors — third parties

— contractor management — Government support agencies

— mutual aid — environmental agencies

— trade unions — local community and pressure groups

o Debrief of all personnel (including people currently relieved or stood down)
e Close down additional security arrangements
¢ Finalise additional catering and other services
e Continue counselling for those involved in the incident
e Compile and file all documents relating to the response
e Arrange for full incident investigation and analysis
e Carry out follow-up review to ascertain effectiveness of:
- incident callout — site and/or EMT functions
— overall emergency response — interface with port user ERTs
e Approve/comment on incident debriefing reports and recommended actions

e Recommend revision of DP ERPs, ECMP, BCP as required
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