
Standard Operating Procedure (SOP): Workplace Health,
Safety, and Emergency Measures
This SOP details workplace health, safety, and emergency measures, encompassing risk assessment, hazard
identification, proper use of personal protective equipment, safe work practices, emergency response protocols, accident
prevention strategies, employee training programs, and regular safety audits. Its goal is to maintain a safe and healthy work
environment by minimizing risks and ensuring preparedness for emergencies.

1. Purpose

To ensure a safe and healthy workplace by establishing guidelines for hazard prevention, emergency response, and ongoing
safety improvements.

2. Scope

This SOP applies to all employees, contractors, and visitors within the workplace premises.

3. Responsibilities

Role Responsibility

Management Ensure policy implementation, provide resources, and support a safety culture.

Supervisors Monitor compliance, conduct safety briefings, and report hazards.

Employees Follow safety protocols, use PPE, and report unsafe conditions.

Safety Officer Oversee risk assessments, coordinate drills, and maintain safety records.

4. Procedure

4.1 Risk Assessment & Hazard Identification

1. Conduct routine risk assessments of all work areas.
2. Identify potential hazards (physical, chemical, biological, ergonomic, etc.).
3. Document hazards and implement control measures.
4. Review and update assessments annually or when changes occur.

4.2 Personal Protective Equipment (PPE)

1. Determine required PPE for each task based on risk assessment.
2. Ensure availability and proper fit of PPE.
3. Instruct employees in correct PPE usage, maintenance, and disposal.
4. Monitor compliance during work activities.

4.3 Safe Work Practices

Follow established safety procedures for all activities.
Maintain housekeeping to prevent slips, trips, and falls.
Store chemicals and hazardous materials properly.
Operate equipment according to manufacturer guidelines.

4.4 Emergency Response Protocols



1. Display emergency contact numbers and evacuation routes clearly.
2. Train staff in fire, medical, and evacuation procedures.
3. Assign and train emergency response team members.
4. Conduct regular emergency drills and debriefs.

4.5 Accident Prevention Strategies

Encourage prompt reporting of unsafe conditions and near-misses.
Perform root cause analysis for all incidents.
Implement corrective and preventive actions as needed.

4.6 Employee Training Programs

1. Provide induction safety training to all new hires.
2. Conduct regular refresher courses and job-specific safety training.
3. Document all completed training sessions.

4.7 Safety Audits

1. Schedule and conduct regular workplace safety audits.
2. Prepare audit reports with findings and recommendations.
3. Track progress on corrective actions.

5. Documentation & Records

Maintain records of risk assessments, training, incidents, audits, and PPE inventory for regulatory compliance and
continual improvement.

6. Review & Continuous Improvement

This SOP is to be reviewed annually or as needed based on audit findings or incident analysis.
Solicit feedback from all employees to enhance safety practices.

7. References

Occupational Health and Safety Act / relevant local regulations
Company Health & Safety Policy
PPE Usage Manual
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