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[bookmark: _Toc1042863]Summary of Changes
· Updated ATIS – AFTN with SMART ATIS
· Updated mains tap location
· Updated the NP Tower Emergency Phone List

[bookmark: _Toc326160528][bookmark: _Toc326160538][bookmark: _Toc326160540][bookmark: _Toc326160544][bookmark: _Toc326160546][bookmark: _Toc326160547][bookmark: _Toc1042864]Introduction
Follow these instructions and principles when an emergency involving XXXX Tower (facilities or staff) has occurred, or if information is received concerning an emergency at another ACNZ facility. Use this plan as a checklist and to make notes on during an emergency. It can be reprinted. 

An emergency is an occurrence, or set of off-normal circumstances, or impending circumstances which causes or might cause:
Serious injury, damage, disruption of services or degradation of service
Significant increase in costs, adverse publicity, or adverse commercial impact

The person in charge of the emergency should always keep in mind the following key objectives;
aircraft safety
staff safety and welfare
property protection
company reputation
notifications
note keeping

Emergencies may produce consequential effects, create new hazards, or require changes to normal activities. Always keep in mind the possibility of hidden dangers or effects. 

Do not take personal risks in attempting to carry out these instructions.
[bookmark: _Toc1042865]
Immediate Action Summary
[bookmark: _Toc1042866]Immediate Actions – Duty controller
IF EVACUATING

MAKE	a general broadcast to advise all traffic
	Suggested phraseology – “All stations this is XXXX Tower.  All Air Traffic Services are suspended due (reason). 
Contact XXXX Control XXXX for further information and instructions.”

SEND	Evacuation ATIS – located under the ALTERNATE tab on the SMART ATIS form.  If time does not permit this, select the yellow ATIS switch to ‘Inhibit ATIS’.

NOTIFY	XXXX Duty Manager

NOTIFY	all other personnel in the building

AND	take the Emergency Bag, Icom Radio and charger, emergency cell phone, Tower Log Book, Lateral Separation and NP TOWER FLIP book.

AND	account for all personnel

AND	put on Emergency Coordinator jerkin (in emergency bag)

Leave The Tower Door Open

CONTINUED…

WHETHER EVACUATING OR NOT CONTINUE WITH THESE INSTRUCTIONS

IF	the situation may in any way jeopardise the safe and orderly control of airborne aircraft

NOTIFY	all relevant aircraft, XXXX controllers and XXXX Duty Manager.

AND	take such action necessary to:
ensure the separation of aircraft
transfer IFR traffic communications to the relevant sector
advise VFR traffic to continue with ‘Unattended airfield procedures’ or communicate with appropriate Sector where necessary
hold aircraft on the ground

AND	advise XXXX ACC that no further aircraft are permitted to enter the airspace
CONTINUED…

[bookmark: _Toc1042867]Further Actions – Duty controller
IF REQUIRED
NOTIFY	any external service needed
Rescue Fire Service   pager
Fire Service	XXXX
Police	XXXX
Ambulance	XXXX

AS SOON AS POSSIBLE

ALWAYS NOTIFY	the Unit Manager and XXXX Manager 
AND	if appropriate
NOTAM office for NOTAM action to disestablish the ATS services and airspace, or notify facility unserviceability – see Contingency Plan XXXX Airport
Local operators
XXXX Airport Manager and Rescue Fire Service
XXXX Duty Manager
Technical Coordinator
Head of Service Delivery
RECORD	all actions taken on the Situation Summary Sheet and keep sheet updated at all times (Situation Summary Sheet is in Appendix B at rear of plan).
CONTROL	access to the tower (whether or not evacuating)
HANDOVER CONTROL OF THE SITUATION TO THE APPOINTED UNIT CRISIS MANAGER 

IF THE XXXX CRISIS MANAGER IS NOT AVAILABLE THE DUTY CONTROLLER SHALL ASSUME THOSE RESPONSIBILITIES AND UNDERTAKE THE NECESSARY DUTIES AS DESCRIBED
CONTINUED…

[bookmark: _Toc1042868]Further Actions – Unit Crisis Manager
IF	the Tower will be out of service for more than one hour
OR	there is significant damage to the Tower
OR	there is significant damage to the XXXX airfield or airfield lighting
OR	there is a total loss of VHF Voice Communications
OR	an event has occurred which has the potential to create adverse media attention
NOTIFY	Head of Service Delivery who will if necessary notify any member of the XXXX Executive Crisis Management Group (ECMG)
Head of Safety …
Manager …


PASS	details as per the Situation Summary Sheet (Appendix B)
NOTIFY	Head of Public Affairs Communications
IF	the Crisis Management Plan (CMP) is activated fulfill the CMP 'Unit Crisis Manager' functions as detailed in the CMP until relieved

The ECMG member notified may declare a ‘Crisis’ in accordance with the ACNZ Crisis Management Plan (CMP)

MEDIA ENQUIRIES	refer all enquiries to the Head of Public Affairs Communications

ADVISE	•	the caller that you are unable to discuss the situation
AVOID	•	conversation about the emergency with the caller
	•	confirming any information the caller may have heard
	•	confirming the nature of the problem

OFFICIAL ENQUIRIES	refer all requests / demands for documents, files, tapes, or information, to XXXX or a member of the ECMG.

[bookmark: _Toc1042869]Specific Emergency Situations
The following information and instructions supplement the specific instructions detailed in previous sections.
[bookmark: _Toc192490359][bookmark: _Toc192491470][bookmark: _Toc192494205][bookmark: _Toc192494282][bookmark: _Toc192494357][bookmark: _Toc192494432][bookmark: _Toc192494506][bookmark: _Toc1042870][bookmark: _Ref192468860][bookmark: _Ref192468874][bookmark: _Toc193092408][bookmark: _Ref194307919][bookmark: _Ref194307922][bookmark: _Toc263951653]Bomb Threat
Do not attempt to move a suspected bomb or to ascertain its authenticity.
Phone Calls	Refer to ATS Emergency Response Checklist – bomb threat section

Complete AFTN Form MATS, Bomb Warning

If the threat is to any airport building including an ACNZ facility, or an aircraft,
THEN	immediately notify XXXX Airport Manager and Rescue Fire Service and then carry out the appropriate actions contained in the XXXX Airport Company - XXXX Airport Emergency Plan (airport building, or aircraft on the ground) and/or the In Flight Emergency Response Checklist (aircraft in the air)
AND	evacuate the building concerned, and vicinity
AND	assist the emergency services as necessary
AND	follow relevant instructions in section 2 (Immediate Action Summary, Duty Controller)
AND	notify the XXXX Security Service on [CONTACT]

If the threat is to ANOTHER ACNZ facility,
THEN	notify the Police
AND	notify the Duty Controller / Unit Manager of the tower nearest the facility concerned
AND	notify the Technical Coordinator
[bookmark: _Toc1042871]Fire
A FIRE IN XXXX TOWER IS LIKELY TO SPREAD RAPIDLY. UPON CONFIRMING SUSPICIONS OF ANY FIRE, VACATE THE BUILDING IMMEDIATELY TAKING INTO ACCOUNT THE RELEVANT INSTRUCTIONS IN SECTION TWO (IMMEDIATE ACTION SUMMARY (DUTY CONTROLLER))
 
FOLLOW	relevant instructions in section 2 (Immediate Action Summary, Duty Controller) and take notice of the following

Remember the following
FIRE SPREADS VERY QUICKLY
Remain Alert To The Spread Of Fire And Avoid Smoke Inhalation

KEEP YOURSELF	between the fire and the door (keep your exit clear)
CLOSE DOORS	as this will help to prevent the spread of fire

SMALL FIRES
IF	the fire is known to be contained in a small area
ATTEMPT	if you feel confident enough and are able, to contain the fire using the extinguishers available

SMOKEY CONDITIONS
STAY	close to the floor

AFTER the fire is COMPLETELY out
OPEN	windows and doors to clear the smoke
COORDINATE	with management for further instructions

[bookmark: _Toc1042872]Earthquake – Severe Shaking
TAKE SHELTER	under the desk (YOUR BIGGEST DANGER IS BREAKING WINDOWS)
WARN 	aircraft not to land
AFTER 	the shaking stops, evacuate to a safe place outside
FOLLOW 	relevant instructions in section 2 (Immediate Action Summary, Duty Controller)
CONFIRM 	that all known persons in the building are safe and uninjured
FOLLOW 	as per the instructions from the XXXX Airport Authority or the XXXX Airport Authority - Aerodrome Emergency Plan

PAPI alignment must be tested and confirmed by Systems Group staff prior to use following any earthquake if the parameters set out in MATS ADM48 demand such action to be taken

ONLY REOCCUPY	•	when aftershock activity permits, and
the building has been inspected and judged to be sound and any internal damage made safe, and
damaged utilities restored, or temporary facilities provided

[bookmark: _Toc1042873]Flood / Pipe Burst
FLOOD/TSUNAMI/HEAVY RAIN WARNING IS RECEIVED
NOTIFY	Technical Coordinator
AND	XXXX Duty Manager
AND	Unit Manager
AND	Local Operators
AND	XXXX Airport Manager

In the event of a pipe burst turn off water at mains tap (located between the Tower and the Rotorforce Hanger)

WHEN FLOODING HAS OCCURRED
FOLLOW	relevant instructions in section 2 (Immediate Action Summary, Duty Controller)
DO NOT	attempt to switch on mains circuits that have failed
STAY OUT	of any water in equipment rooms


AFTER WATER SUBSIDES
COORDINATE	with management for further instructions 

[bookmark: _Toc1042874]Staff Unavailability
IF	there are insufficient staff available to cover rostered periods and this will result in the closure of the unit

IMMEDIATELY	attempt to recall XXXX staff

IF NOT POSSIBLE	immediately notify the Unit Manager

IF NOT AVAILABLE	contact the XXXX Manager or XXXX (any contact for the above reason should be made in the order as above).

THEY WILL DECIDE	what action should be taken next

If service is reduced
PROCEED	with NOTAM action
AND	send an AFTN message as per MATS ADM
AND	log all details
AND	advise XXXX Airport Company, applicable airlines and local operators

Note: If Service is not available continue in accordance with the XXXX Airport Contingency Plan.

[bookmark: _Toc1042875]Storm / Wind / Tornado
IF	Severe Wind Warnings received
NOTIFY	Technical Coordinator
AND	XXXX Duty Manager
AND	Unit Manager
AND	Local Operators
AND	XXXX Airport Manager
AND	XXXX Manager 
SECURE	any loose materials stored outside

If there is damage to ACNZ property
FOLLOW	relevant instructions in section 2 (Immediate Action Summary, Duty Controller)
ORGANISE	to board up or otherwise protect broken windows to make rain-proof (XXXX Airport Company may be able to assist with this)
REFER	Crisis Management Plan (CMP)

[bookmark: _Toc1042876]Intruder
SEEK ASSISTANCE	from other persons in the building

AND / OR	XXXX Airport Rescue Fire
AND / OR	from the Police by dialing  [EMERGENCY CONTACT]
AND / OR	from other persons in the vicinity of the Tower

FOLLOW	relevant instructions in section 2 (Immediate Action Summary, Duty Controller)

SECURE	access to the operational area

NOTIFY	Unit Manager and Business Manager South

[bookmark: _Toc1042877]Civil Disturbances
NOTIFY	the Police by dialing 111

NOTIFY	XXXX Airport Manager  and XXXX Airport Rescue Fire Service

FOLLOW	relevant instructions in section 2 (Immediate Action Summary, Duty Controller)

RESTRICT	access to the building unless certain of a visitor's identity

SECURE	access to the operational area

[bookmark: _Toc1042878]Runway Blockage
FOLLOW	relevant instructions in section 2 (Immediate Action Summary, Duty Controller)

FOLLOW	relevant instructions in Manual of ATS GEN and as received from the XXXX Airport Manager or the XXXX Airport Emergency Plan

[bookmark: _Toc1042879]Aviation Accidents
FOLLOW	relevant instructions in the Manual of Air Traffic Services (MATS)


[bookmark: _Toc1042880]Equipment Failure
ALL EQUIPMENT FAILURES SHOULD BE ADDRESSED AS PER RELEVANT 
INSTRUCTIONS CONTAINED IN
Manual of Air Traffic Services (MATS)
Local Unit Orders (LUO)
Service level Agreements (SLA) with XXXX

[bookmark: _Toc1042881]Responsibilities Of The Unit Manager
ON BEING NOTIFIED	of any emergency the Unit Manager

SHALL	enquire regarding the immediate safety of aircraft operations and ACNZ personnel
AND	ensure all notifications required in the Emergency Plan have been, or will be made
AND	having regard to the time of the emergency and the shift timetable, determine whether extended hours or recall arrangements will be required, and ensure staff welfare refreshments, transport, and security
AND	proceed to the airfield and take immediate control of the emergency, unless this is inappropriate in the circumstances

If the [ANSP] Crisis Management Plan has been activated because of the emergency at XXXX
CONTACT	the ECMG Coordinator and act in accordance with instructions.

If the [ANSP] Crisis Management Plan has been activated because of an emergency at another location
RETURN	to duty as required by the ECMG Coordinator and act in accordance with instructions

For protracted emergencies, establish a roster to provide rest periods for all staff (including the Unit Manager)

REPORT DAILY 	to the XXXX Manager on:
· staff availability
· operational matters
· equipment failures / malfunctions
· personnel issues
· accommodation requirements
· 
[bookmark: _Toc1042882]Restoration of ATS
IF	the Tower is evacuated and cannot be reoccupied within 24 hours
THEN	contact the Technical Coordinator
AND	request urgent transportation of the mobile control tower to XXXX airfield along with an appropriate shipping container to be used to raise the height of the mobile unit
AND	request that the Technical Coordinator organise any required equipment not available with the mobile control tower, to be sent immediately to XXXX Airport
LOCATE	the mobile control tower at the preferred location which is in [LOCATION]. Detailed instructions of how to set the mobile control tower up for use are stored with it
IF	the preferred location is unavailable then select another, taking into account the following list of considerations
· close to a building which has power, telephone and ablution facilities
· where there is a clear view of the runway, approach paths, and circuit
· where it is free of excessive noise levels
· where it does not interfere with approach and / or obstruction surfaces
DO NOT	resume  Aerodrome/Approach  Control until the following equipment has been provided and installed into the mobile control tower by Systems Group staff
· one VHF Radio Frequency with standby capability
· phone / Fax
· recorder
· meteorological equipment
AND	Systems Group has made arrangements to install the following equipment within 24 hours:
· strip printer
· ATIS
· any other equipment necessary for operations

NOTIFY	the following when ready to begin operations from the mobile control tower
· the NOTAM office for NOTAM action
· XXXX ACC Duty Manager
· Technical Coordinator
· XXXX Manager 
· the Unit Manager
· the XXXX Airport Manager
· the Unit Crisis Manager (Refer to the CMP)
INCLUDE	details of hours of service
	frequencies and telephone numbers available
	any limitations to the service to be provided e.g. visibility, VHF coverage, clearance delivery
	expected duration of operation from the mobile tower
Carry out normal opening watch actions prior to commencing operations

[bookmark: _Toc1042883]Restoration of Equipment
[bookmark: _Toc1042884]Airfield Equipment
All restoration of outages of airfield and non-airfield equipment are covered by the Service Level Agreement (SLA) between ANS Delivery and Systems Group.

In the event of multiple outages of equipment the following is a list of groups of priority for equipment restoration.
Group One	•	Primary radio frequency
AFTN
Meteorological Equipment
Voice Recorders
Telephone / Fax
Emergency Lines
Group Two	•	VOR/DME 
Airfield Lighting in order of
Runway
Approach
PAPI
Apron edge
Tower lighting
Group Three	•	Strip printer
Air –conditioning
Secondary radio frequency
Group Four	•	Voice Switch System
Balance of airfield lighting

[bookmark: _Toc1042885]Administrative Accommodation
If the Emergency has rendered the administrative offices and / or storage facilities at XXXX unusable make appropriate arrangements as necessary to meet the needs of the operation.

[bookmark: _Toc1042886]General Information
[bookmark: _Toc1042887]Fire Fighting Equipment
Fire extinguishers in the control tower can be found at the following locations:

GROUND FLOOR	entrance way (fire hose)
	equipment room (extinguisher)
SECOND FLOOR	on the wall outside C.C office (extinguisher)
CAB	on the landing halfway up stairs (extinguisher)
TOWER BALCONY	 on south western side of cab (domestic hose) 
[bookmark: _Toc1042888]Emergency Exit
An EMERGENCY EXIT is available from the tower via the balcony and the fire escape on the south eastern  side of the building to ground level.
[bookmark: _Toc1042889]Emergency Bag
The Emergency Bag is stored inside the Emergency Power Centre
torch
pens
tape
paper
clip board
first aid kit
Emergency Coordinator Jerkin
XXXX Tower Emergency Plan
[ANSP] Crisis Management Plan
[bookmark: _Toc1042890]Emergency Coordinator Jerkin
The Emergency Coordinator Jerkin contained in the emergency bag can be used either to identify the person in charge or a person delegated to provide a `first point of contact’ or to identify the location of the person in charge (e.g. by taping to an office door).

[bookmark: _Toc1042891]Emergency Phone List
[bookmark: _Toc263951666][bookmark: _Ref194915474]The following Annexes are phone lists which may be useful in an emergency situation. 
Annex 1 (XXXX Tower Emergency Phone List) is maintained internally within XXXX Tower.  
Annex 2 (Emergency Contact List) is maintained by the Regional Administrator. 
Both are maintained as separate documents to this Emergency Plan and must be inserted after this page accordingly.

Annex 1   XXXX Tower Emergency Phone List
Annex 2	Emergency Contact List 


[bookmark: _Toc1042892]XXXX Tower Emergency Phone List
Emergency Services
Fire Service			[PERSON]			[CONTACT]
					
Police				[PERSON]			[CONTACT]
					
Ambulance			[PERSON]			[CONTACT]
					[PERSON]		[CONTACT]									
Hospital								[CONTACT]
Airport Rescue Fire 		[PERSON]		[CONTACT]

XXXX Staff
Chief Controller			[PERSON]			[CONTACT]
									[CONTACT]
Senior Controller			[PERSON]			[CONTACT]
									[CONTACT]
Controllers			[PERSON]			[CONTACT]								
					[PERSON]			[CONTACT]										
					[PERSON]			[CONTACT]										
XXXX Airport Contacts
Airport Chief Executive		[PERSON]		[CONTACT]	
									[CONTACT]
Airport Operations Manager	[PERSON]				[CONTACT]
[CONTACT]
Airlines					(06) 755 2250 	EXT 3 
			
[bookmark: _Toc482292777][bookmark: _Toc482292778][bookmark: _Toc1042893]Emergency Contact List 
This list is maintained at LINK  
[bookmark: _Toc1042894]Situation Summary Sheet
Complete the details on this sheet prior to notifying the Management and Communications (refer to section 2) of the details surrounding an emergency.
	Your Name:
	Date/Time of completion of this form:

	Describe what has happened:



	When did this event occur?


	Describe what you know of any damage to equipment/aircraft/property:


	State the registration/callsign/operating company of aircraft involved:


	Is there any injury to people, or loss of life?


	State what actions you have taken so far:


	State what number you can be contacted on by phone:


	State what you are going to do after this notification:


	Is there any assistance you could be given right now, if available?
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