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I.O OBJECTIVES

l.l To identiry possible utrforeseen circumstances and to enlBnce the operational

readiness of employees in responding to any emergency situations-

2.0 SCOPE

2.1 These procedures cover the actions that must be taken by vadous personnel tom
the time an incident or emerg€ocy. This procedure gives the general structue for the
management ofa variety of foreseeable €mergeDcy situations.

3.0 RI.:FERENCES

ISO 9001:2015 Section 6

Procedure for Human Resouc€ Management and Developmert

,1.0 RESPONSIBII,ITIESANDAUTHORITIf,S

ALL

5.0 PROCESS

5.1 General

a) Emergency Sudd€fl, unexpected, or impending situation that may
caus€ injury.loss of life, damage to fte property, and/or interference with the
normal activities of a person or firm and *hich. therefore, requires immediate
attetrtion and remedial actiotr.

b) Disaster - "AIl rmforeseen and often sudden evelt lhat causes $eat damage.
s€rious halm to safety, heal0r and welfare of people or a destruction E d daDage to
the property or environmenl.

3.1

3.2
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5.2 Emergctrcy Team - D$igration

EMERGENCY Rf,SPONSf, TEAM

EMERGENCY SERVICf,S or oth.r
load xrYicaa l, appropdrfr

(Admrn and EngnEering Division)

SUPEORT TAAM
Responsible for Ev&uatron
(Wrtcr Mrirtetr{trc€ Mrn)

CASS TEAM
R6pomible on kcrping of

all cash ad check
(Finan@ Division)
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53 TELEPHONE DIRECTORY

TcLptotrc Dirrcto*! of ttc follorirg murt bc portcd otr 6,cry divirioD ofncc:

l. G€neral Mmrg€r

2. Admi str8tive Divisiotr

3. Police Station

4. Fir€ Station

5. Secudty Ousrd

5.' PI.AIYNED RESBONSf,S . ACTION GUIDES

a) FunclionalProtocols-ImmediateRespo$eActions

. Evacudion Procedu€s

. Rev6s€ Eveurtiotr

. Irckdown

. Drop, Cov€r End Hold Procedues

. Off-BuildingEvacustion

b) Itrcidq Sp€cific Prcedurcs

. Bomb Th€d/Suspicious Packages

. Fires

. Severe Weather

. Eordquales

Revision 00 Page 3
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Evacuation

Patp6e: Whe ewr it is determined ttat it is safer outside thon inside the building (1.E , Jirc,
explosi or1, s I ruclu t0 I fai lurc, e tc. )

Emergenc!"'I eam Committee

. T@m leader will instrucl all staff to evacuate the building, using desisDated routes,

and rsport to their assigDed Assembly Area.

. Close your doot turn offyour lights.

. If the exit route is blocked, follow an attemate exit route.

. At the ass€mbly area, all will stay in place until flnher insttuctions 8re given.

Rcacrsc Ev.cuatior

htpose: l{hen anditions are saler inside the buiwng than oulsidc such c!s: seeerc wedther'

communily emetgenay, gang actieity, hozardous t 4teial rclease outside, elc )

f, ncrg.trcy Tcam ComEittcc

. kunediately move back to olfc€ or safe are3s (if it is safe to do so) using the closes

entry.
. No employees are allowed outside the building.

. Close and lock all exterior doors atrd windows

emergeocy codmitte€.

wait an instuction fiom the

Revision 00 Page 4
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Lockdown

Parpga: Usedvhe lherc is a threot oftiolence or serious incident tlat could Jeopardize the

tafety of staff (lnlruder, stlo,oting, hostage incident, gdngfghls, citil disrurt@rce, etc.)

EmcrBency Tcsn Comditlee

. Dtecl staff to deactivate fte fire alarm

. Direct staffto turn offalarms and bells

. Stay by the phones to wait for additional procedures Aom the emergercy cornmittee.

. Remotely check status via PA., tetephone, computer or other methods

t. tRu

lo the event a fir€ or s6oke from a fire has bccn detected:

. Any staffdisc.vering fire or smoke will signal the fire alarm, and report the fire to the

Emergency Team l€ader.
. The Assisl Team will immedistely initiate ar EVACUATION umouncernent, and

notiry the municipal fire statioo.
. Alt eoployees will immediately vacate rhe building
. No one may re-enter the building util it is declared sde by tbe fue deparunent

. Cash Te3m will inunediately bring with them all p€tty cash and idport$t firancial
mafter.

. The Support Team (Soft and Had Files) will bring all necessary files of lhe company

ifneccssary.
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SEVERf, WI]ATHI]R

when 8 Severe Weather Watch or Waming bas been issued in the area withitr the region, city
'orneartheoffice

Savere Weather Watch has beed issued:

. Bring all peEons iDside lhe buildiug.
o Close windows and blinds
. AssiEn support staffto monitor all enFarces and *eather conditions.

EARTHQUAXE

Earthquakes geneEtly occur withoui waming and may cause minor to serious gound
shaking, damage to building aod injuries.

. After the shaking stops, the Emergency Team Laader will idtiare an EVACUATE
BUILDING alen. All employees will evacuate using designaled routes or alternate
routes lo the outside Ass€mbly Areds).

. The Emergency Team Lqd€r will direct staffto shut off utilities.

. The Assist Team lvill consrlt with em€rgeocy managernent and pubiic safety officials
to det€rinine ifthe buildings are safe for preoccupancy.

. Upoa the first indication of a, earthquake, Dvision Ma[agers should direct all
employees to DROP, COVER and HOLD, s€ek shelter uldet desks and move away
from windows and overlrcad hazards.

. If EVACUATION is ordered, Support Team (Water Resouce Man) together with dle
Emergency Servic€s, tak€s afiendance at the Assembly Area, and will repod any
missing or injured employee.

. Suppon Team will check for injuries aod provide appropriate first aid.

. Be preparcd to relocate to a remote site.

Revision 00 Page 6
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A. BROWNOUT
A.l. Short Brownout (Power Fluctuatiotrs up lo 2 hours brownout)

AI Prmping StatioDs

ACTION TO BE DONE RESPONSIBLE PERSON

DTJRATION /
R-OASONABLE

RESPONSE TIME

l. Alert Operator on duty Employees/Guards I min

2. Irunediately proc€ed to
location

Operator on duty l0-20mins

3. Check radialor, oil level,
diesel and banery before
st8rting up the Gq S€t.

Opemtor on duty I min

4. Warrn up the eogine while
closing distribution line and
open test line io preparation
for Cen Set

Op€rator on duty 2 mins

5. Switch on the circuit braker
and shift do$$ the double
throw for Gen Set

Operator on duty 30 secs

6. Switch on the pump motor
contsol distribution line until

Operator on duty 2-5mins

Operalor on duty

Operator on duty

2 mins

I nlin

9- Once Cren Sa operatiol and
pressue stabilized proceed to
other affected pumping
slations.

Opemtor on duty 10-20 mhs

Revision 00 Page 7
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7. Record all data ofhour and

49*.9t98..,e@9
8. Check Gen Set operation,

pressue gauge. etc.
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A.2 Power Supply Restoration
4.2.1 Pumping Stations

ACTION 'I'O Bf, DONE RESPONSIBLT] PIRSON DURATION /
REASONABLf,

RXSPONSE TIMT,

l. Allow the Gen Set to run for at
least 30 minutes if brownout is less
than 30 minutes or still the voltage
and pressure is slable

Operator oo duty Minimum 30 mins.

Turn the test lioe valve to " %"
open and flrlly close distribution
line.

Oporator otr duty 2 mins.

3. Push Stop button to stop the purD Operator on dulv

4. Shift the double throw switch for
nontral electsic power operation.

Operator on dutv l0 secs

5. Push Stlrt button to start the Op€rator on duty 5 secs

6. Opor fully the distribution line Operator otr duty 2-5 mi.s

7. Stop Gen Sel Operator on duty l0 secs

8. Record all data ofhour afld flow
meter read

Operator on duty 2 mins

9 Once Operation stabil ized proceed
to other afibcted statlons

Operator on duty I0-20 mins

Revision 00
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A.3 Major Brownout (2 hours ofbrownout o. longer)
4.3.1 Purnping Station

ACTION 'I'O B[ DONE RESPONSIBLE
PERSON

DIJRATION /
REASONABLE

RESPONSE TIME
I. In cas€ of major brownout please refer to A.l .1

ot A,1,2

Op€rators Round the clock

2. Closely mofljtor diesel level, c4olant of G€n

Sel ard radiator water. Sirictly obssve
maximum running lime of I 0 hours per Cen

set with 3 hours rest befor€ re-stadng

Op€rarors Round the clock

3 Clos€ly monitor ail pumping equipments. Operators Round the clock

Revision 00 Page 9
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B. GEN SET PAILURE DURING OPERATIONS
B.l Gen Set Failure

NOTE: 1n case Equested sparc prts arc not rcdiD avilobte in ott invntory nok an eneryenLy
ptehase in coordination ttith BAC

ACTION TO AE DONE RI'SPoNSIBI,E PERSON DURATION /
REASONABLE

RESFONSf, TIMf,
I lnspect the Gen Set Failure DM - Engineerina / WMF/ 30 mins - 40 mins

2 lmmediarely call lechnician DM - Engineering I min

3. Supervise th€ repair/replaccment

ofdarnaged pan

4 Monitor pressure of Pumpina
Slation to regulate water supply

DM - Enginerring

Op€rator on duty

lmmediale but depending on
the extenl ofdsmage

Round rhe clock

5. Reque$ for the transfer of reserv€d
or rented Gcn Set to location

DM - EngineerinS I min

6. Trerspon res&ve or reited Gtll
Set to locdion.

Drver 20 mins

7. Switch to res€rv€d or renled
movable G€'l Set

Operator on duty 5 mins

8 Follow thc procdurc on Gen Set
op€rafion

Operaror on duty 5 mins

Revision 00 PaBe 10
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C. BRf,AKIX)WN OF PUMPING EQUIPMENT
CAUS$:
C.l Bumout motor
C.2 rnotor control farlure
C.3 wom-out shafting/irnPel lcr

ACTION TO BE DONE ROSPONSIBLE PERSON DURATION /
REASONABLE

RESPONSE TTME

5 s€cs.Operator on dutyI Svr(ch ofr circuit br€akd

2 s€csOperalor on dutyClos€ dislribution line and open tesl

Lne

15 minsOperalor on duty
Utilize other pumping sr4ions
inform tha Dvision Manag€t to

assss the ext<nt ofdanage for
immediate reparr

l

I mrn
lfthe ext€nt of the darnage cannot

reparred by the district p€rsonnel,

immediat€ly call the technician.

DM Engineenng l5 secs
Coordinate with wMF
possible divetsion ofwate. sipply

5 for any

l5
of reserved l,der fiom the reservoir

by gtsdually opdring its gstc valve

Initidly, rotste the gare valve

clockwrs€ 5 tums. ARer 30 minut€q

rotale agarn the gde valve 5 tums.

Rcp€d this proc€durc until the 8d.
valve is tully oPen.

Duflng mominS, contro I the release

Revision 00
Page 11
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ACTION TO B[ DONE

7. Information diss€mindion
fi rough "pasayo" if nec€ssary

RESPONSIBLE PERSON

Engineering division staff
4 hours

8. Pull-out damaged pan and
replace by the spare unit DM- Engineenng l5 secs

9. Switch on circuit breaker rnd
conduct test run.

Opcrator on duty 30 mrns

10. Rc$rm€ nonnal operationifall
indicdors show stabl€ signs_

Operalor on duty lmmediately alier te$ run

Revision 00 PaEe 12
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D.BUSTID MAIN DISTRIBTITION LINES

ACTION TO BE DONE RESPONSIBLE PERSON DURdTION /
REASONABLE

RESPONSE TIIIIE
I [nform WMF / Pcrsonnel on

monrtor of the incid€ot.
CSA (ofrce hous)
GErd
(5 an€r 5 pm 7 $eck.'r&)

I min

2 Order WMM to procced to site and
excavate afeded arca to determine
the extent of darnaSe

3. Ifdanage necds major repair, clos.
gde rdv€s aod notify lhe afrected WMM

Minimum of I hr

20 lrnns

4. [tmediately request malerials
needed for the repair.

5 mms

Storekeeper 5 mins

6 Repair the damage
Minimum of 4 hrs

7. Upon completron open all gate
valves around thc affect€d eeas and
conduct leik test and flushing.

WMN,I 25 mins

8 fletermme possible clarms fiom the
paty who crus€d the danage.

WMF Withrn the day

NOTE: In cas€ requ€sled spare parts sre nor r€€dily available in our inventory make an emergency
purchas€ in coordination with BAC

Revision 00

5 Release requested mat€rials.
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I]. DISASTER

E.l Typhoon
E.2 Earthquake
E.3 Floods
E.4 Fire

ACTION TO B[ DONE RESPONSIBl,I] PI;RSON DURATION /
REASONABLE

RESPONSE TIME
l. Call assistance from the

authorities, if necessary

2 Safe keep all prop€rties and
tools \l,lthin th€ pr€mises

All employees lmmedidely

3. Convene to address urgent
mdters md mplemeot
m€a$res for the safety of
employees and pres€rvalion of
all SIVIWD propedes

GM and CPC nternb€rs Immediatell

4. If disaster causes brown'outs,
pl€as€ refer to Contingency
Plar A

Personnel involved in
Contrngency Plan A

5. Ifdisaste. csus€s bused main
disrribution lines, pl€asc ref€r to
Conlingacy Plan D

Personnel involved rn

Contrng€nc-y Plan B

6 lfdisaster caus€s bustcd marn
distnbution lines, please refer io
Contingency Plan D

Personnel involved in
Conting€ncy Plsn D

7 kermine possrble water
24 hours

Revision oo Page 14
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A. Due to Flood

A(]'TION TO BE DONE RESPONSIBLf, PERSON DI]RATION /
REASONABLE

RESPONSE TIME
I . Shur down the pumping
equipment of the affect€d punping
station and close fate valves ofthe
distriburion lines-

5 mins.

2. Switch offall circuit breaker and

double throw switch.
Operalors 5 mins.

3. Notiry the public Engineerhg and Admin
Divisions

lmmediately after
determination of
contamination

4. Aflcr the flood, conducr fluditrg
ofwell

4 hous or until clear water
comes out

5. Disinfect well for at least 8 hours. Operators 8 hours

6. Aner dishfect, flush out water for
at l€st orc hour.

Operatoas 24 hours

7- Get water sample for coliform
bacteria analysis.

DM- Engioeering I min

8. Condud PHC .apid lest Operatoas

Revision 00 Page 15
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B. DUE TO ILLEGAL USE OF BOOSTER PUMPS

ACTION TO BE DONE RESPONSIBLE PERSON DTIRATION /
REASONABLE

RESFONSE TIME
I Disconnect service lhe ftom

the water mains arld isolate
the affected distribution line

WMM ,l horfs

2. Notiry the affected
concessionaircs for Possible
contamhation

Engineering Div 2 hours

l Conduct flushing and

disinfection of affected
distribution line.

VMM

4. Condud water Potability test- DM Engineering 24 hours

Revision 00
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C, DLIE TO ILLECAL USE OF BOOSTER PUMPS

ACTION TO BE DONE

l Disconnect service line from the
water mains and isolate the affected
distribution line

RESPONSIBLE PERSON

WMM

DURATION /
REASONABLE

Rf,SPONSE TIME

4 hours

2. Notify rhe affected
concessionaires for possible
contamination

Engineering Division 2 hours

3. Conducl flushing afld disinfection
of affected distribution line- VMM

4. Conduct water potability test. DM Engineeriq 24 hours
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