Standard Operating Procedure (SOP)
Health, Safety, and Emergency Response Procedures

1. Purpose

This SOP details health, safety, and emergency response procedures designed to protect employees and
visitors in the workplace. It covers risk assessment, hazard identification, safety protocols, use of personal protective
equipment, emergency evacuation plans, fire safety measures, first aid response, incident reporting, and continuous
training. The goal is to minimize accidents, ensure compliance with legal requirements, and provide swift and effective
responses during emergencies.

2. Scope

This SOP applies to all employees, contractors, and visitors within the organization's premises.

3. Responsibilities

Management: Ensure all health and safety procedures are implemented and maintained.
Supervisors: Monitor compliance, coordinate training, and report incidents.
Employees: Adhere to procedures, use PPE, and report hazards/incidents promptly.
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¢ Safety Officer: Conduct risk assessments and lead emergency response.

4. Definitions

m

PPE Personal Protective Equipment

MSDS Material Safety Data Sheet

Risk Assessment The process of identifying, evaluating, and controlling risks in the workplace.
Incident Any unplanned event that results in injury, illness, or damage.

5. Procedures

5.1 Risk Assessment & Hazard Identification
e Conduct regular workplace risk assessments.

¢ Document and communicate hazards to all staff.
¢ Update risk assessments annually or when significant changes occur.

5.2 Safety Protocols
¢ Display safety signs and instructions in prominent locations.

e Ensure machinery, tools, and equipment are in safe working order.
¢ Prohibit unauthorized access to hazardous areas.

5.3 Personal Protective Equipment (PPE)
¢ Provide appropriate PPE to employees.

¢ Train employees on correct use and maintenance of PPE.
¢ Regularly inspect PPE for damage and replace as needed.

5.4 Emergency Response & Evacuation

e Develop and post clear evacuation plans in all areas.
¢ Conduct evacuation drills at least twice yearly.



¢ Assign and train fire wardens and first aid officers.

5.5 Fire Safety
¢ Install and regularly test fire alarms and extinguishers.

¢ Ensure all staff know fire exits and assembly points.
¢ Remove combustible materials and prevent fire hazards.

5.6 First Aid Response
¢ Maintain stocked and accessible first aid kits throughout the facility.

¢ Ensure a sufficient number of trained first aid responders on site.
e Document and report all injuries and first aid treatments.

5.7 Incident Reporting
e Report all incidents and near misses immediately to supervisors.

e Complete incident report forms as soon as possible.
¢ |nvestigate incidents and implement corrective actions.

5.8 Continuous Training

¢ Provide induction and periodic refresher training for all employees.
e Keep records of training completed by each employee.
¢ Update training as procedures or regulations change.

6. Documentation & Records

e Maintain current risk assessments and hazard reports.
¢ Keep logs of all safety training, drills, and equipment maintenance.
¢ Archive incident and investigation reports securely.

7. Review

This SOP must be reviewed and updated annually, or after significant incidents or regulatory changes.

8. References

e Occupational Safety and Health Administration (OSHA) Standards
¢ Local Fire and Emergency Services Regulations
e Company Safety Manual
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