SOP: Emergency Response and Incident Management
Procedures

This SOP outlines emergency response and incident management procedures, covering immediate actions
during emergencies, roles, communication protocols, evacuation, reporting, coordination with external services, and
post-incident review. The aim is to ensure a swift, organized, and effective response to emergencies to minimize harm,
protect assets, and restore operations.

1. Purpose

To provide standardized emergency response and incident management procedures for safeguarding personnel,
assets, and operations during and after emergency situations.

2. Scope

This SOP applies to all personnel and visitors within the facility and covers all types of emergencies including fire,
medical, chemical, natural disasters, security incidents, and technological failures.

3. Definitions

Term Definition

Emergency An event posing immediate risk to health, life, property, or environment.

Incident An occurrence that could lead to or has led to an unplanned event causing disruption or harm.
Incident

Commander Appointed person responsible for managing emergency response on site.

4. Roles and Responsibilities

¢ Staff and Occupants: Follow emergency procedures, report incidents, and cooperate with responders.

¢ Incident Commander: Assess situation, coordinate response, liaise with emergency services, and initiate
evacuation if needed.

o Safety Officers: Ensure compliance, assist in evacuation, account for personnel.

¢ First Aiders: Provide immediate medical assistance within their training limits.

¢ Management: Support resource allocation and post-incident review.

5. Emergency Response Procedures

1. Immediate Actions:

o Assess the situation and raise the alarm.

o Call local emergency services (e.g., 911) if required.

o Follow predefined emergency actions for specific incident (see emergency contact list and protocol).
2. Communication:

o Use established communication channels (PA, SMS alert, radios).

o Inform all personnel of the emergency and next steps.
3. Evacuation:

o Follow posted evacuation routes to the nearest assembly point.

o Safety officers conduct headcounts at assembly areas.

o Do not re-enter premises until all clear is given by Incident Commander or emergency services.
4. Incident Containment:

o If safe, contain the hazard (e.g., use fire extinguisher, seal chemical spill).

o Do not attempt containment outside your training or when unsafe.

6. Incident Reporting and Documentation



1. Report all incidents, emergencies, and near-misses to the Incident Commander or Safety Officer immediately.
2. Complete an Incident Report Form detailing:

o Date, time, and location

o Persons involved or affected

o Description of incident

o Actions taken

o Follow-up recommendations
3. Submit reports to management for recordkeeping and regulatory compliance.

7. Coordination with Emergency Services

¢ Incident Commander is the primary point of contact for emergency responders.
¢ Provide access and relevant information (maps, hazards, headcounts) to aid responders.
¢ Follow the instructions of emergency services at all times.

8. Post-Incident Review and Analysis

1. Conduct a debriefing with all involved parties after the incident.
2. Analyze causes, response effectiveness, and identify areas for improvement.
3. Update SOPs and conduct additional training if necessary.

9. Training and Drills

e Conduct annual emergency response training and evacuation drills for all staff.
¢ Maintain records of all drills and training sessions.

10. References

¢ Local emergency services protocols and contact information
e Company Health and Safety Policy
e OSHA/NFPA /ISO 22320 standards (as applicable)
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