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STATEMENT OF PROCEDURE
This procedure covers the 911 phones in the Production Control Room.  Dialing extension 911 will get you this phone.  An external call dialing 552-8411 will ring the 911 phone.  All calls to the 911 phone are recorded by the phone system.
The contents of this procedure meets all requirements of the Ineos 20 Principles for Behavioral Safety and Process Safety Management as detailed in SOSO I-A-01.06.

Calls on this line may be from multiple sources, such as:

· Someone reporting an in plant emergency or,

· Someone using the number off of our pipeline markers to ask for information or report an emergency or, 

· Digtest calling to have us go out and mark our pipeline, or

· Government agencies trying to get in touch with someone at the plant.

This list is not all inclusive but all of the items listed are critical items that we must take appropriate actions to address.

NOTE:  Refer to SOSO I-A-01.02 if a call to this phone is from an external party or EOP procedure E-F-04.00 if the external contact involves a bomb threat.

PROCEDURE 

Answering the 911 phone
1.
Every effort should be made to answer the 911 phone within three rings.

2.
When answering the phone, use the following statement “This is the Ineos Green Lake Production Control Room.  This is (identify yourself).  What is the nature of your call?  Any call on this line must be treated with utmost courtesy and professionalism.
3.
If the call is determined to be an emergency, ERT shall be initiated at an appropriate level.

4.
Use either the Emergency Questionnaire or the External Contact Report Form (as appropriate) in SOSO I-A-01.02 to document the call.  Copies of the form will be kept on a clip board by the phone.  As a minimum fill out items 1-4 and item 8 on the External Contact Form.
5.
This phone number is used by the US Coast Guard to notify Green Lake’s Facility Security Officer (FSO) of a change in MARSEC level or to notify the FSO of security sensitive information.  Reference the callout list for FSO listing.  Immediate notification is required.  Phone, page, call on the radio, send a runner, whatever, but you must make and confirm contact with the FSO.  Leaving a message on an answering machine is not making and confirming contact.  If you cannot make contact, notify the on-call Incident Commander and the Alternate FSO.
6.
It is also the number listed for Dig Test to notify us of an intent to excavate somewhere near our pipeline.  Reference callout list for appropriate notification.  Again, you must make and confirm contact.  If you cannot make contact, notify the on-call Incident Commander.
7.
It is the duty of the person answering the phone to insure that the caller’s issues are addressed.  The on-duty shift manager must be informed of the call.

8.
If you feel that someone is using this phone inappropriately, refer to and comply with SOSO I-A-01.02.

9.
The 911 phone is not to be used for personal calls.
END OF PROCEDURE
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