
SOP Template: Health, Safety, and Emergency
Contingency Guidelines
This SOP provides comprehensive health, safety, and emergency contingency guidelines designed to protect
employees, visitors, and the workplace environment. It covers risk assessment, hazard identification, emergency response
protocols, communication plans, personal protective equipment usage, first aid procedures, and evacuation strategies to
ensure preparedness for various emergency situations. The goal is to maintain a safe working environment and minimize
risks through effective safety management and emergency preparedness.

1. Purpose
To establish processes ensuring the health and safety of employees and visitors, and to outline emergency contingency
measures in the workplace.

2. Scope
This SOP applies to all employees, contractors, and visitors at [Company/Facility Name].

3. Responsibilities
Management: Provide resources, training, and enforcement of safety policies.
Supervisors: Ensure compliance and report hazards or incidents.
Employees: Follow guidelines, report hazards, and participate in training.

4. Risk Assessment and Hazard Identification
1. Conduct regular workplace inspections to identify potential hazards.
2. Assess risks associated with each identified hazard.
3. Document findings and update hazard register accordingly.
4. Implement controls to mitigate identified risks.

5. Emergency Response Protocols
1. Clearly display emergency evacuation routes and assembly points.
2. Assign emergency wardens with designated responsibilities.
3. Establish procedures for different emergencies (fire, medical, chemical spill, etc.).
4. Conduct regular emergency drills and training sessions.

6. Communication Plans
1. Maintain an up-to-date emergency contact list and phone tree.
2. Inform all staff of emergency communication channels (alarms, intercoms, notifications).
3. Designate spokesperson(s) for emergency situations.

7. Personal Protective Equipment (PPE)
1. Specify required PPE for various tasks and locations.
2. Ensure PPE is readily available and properly maintained.
3. Train employees on the correct use and disposal of PPE.

8. First Aid and Medical Response
1. Provide accessible first aid kits and identify their locations.
2. Appoint and train first aid responders.
3. Establish protocols for reporting and managing injuries and illnesses.
4. Maintain records of all first aid incidents.

9. Evacuation Strategies
1. Develop and communicate clear evacuation procedures.
2. Post evacuation maps in strategic locations.



3. Account for all personnel after evacuation via roll calls or headcounts.
4. Designate re-entry procedures and criteria for returning to the premises.

10. Training and Drills
1. Conduct regular health, safety, and emergency training for all staff.
2. Document attendance and topics covered during training sessions.
3. Review and improve preparedness through periodic drills and feedback.

11. Review and Continuous Improvement
1. Annually review and update this SOP, or as needed after incidents or drills.
2. Encourage reporting of hazards, near misses, and suggestions for safety improvements.

12. Appendix: Emergency Contacts Table

Contact Role Phone Number Location

John Doe Emergency Warden 555-123-4567 Main Office

Jane Smith First Aid Responder 555-987-6543 Warehouse

Fire Department External Emergency 911 Citywide
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