Standard Operating Procedure (SOP): Incident
Reporting and Response Guidelines

This SOP details the incident reporting and response guidelines, covering the standardized process for identifying,
documenting, and reporting workplace incidents, including accidents, injuries, near misses, and safety hazards. It
emphasizes timely communication to designated authorities, thorough investigation procedures to determine causes, and
the implementation of corrective actions to prevent recurrence. The guidelines also outline roles and responsibilities of
employees and management, confidentiality protocols, and compliance with regulatory requirements to ensure a safe and
transparent working environment.

1. Purpose

To provide a clear, standardized process for reporting and responding to workplace incidents, ensuring timely action,
regulatory compliance, and continuous improvement in workplace safety.

2. Scope

This SOP applies to all employees, contractors, and visitors at [Organization Name] facilities and covers all types of
workplace incidents including accidents, injuries, near misses, and safety hazards.

3. Definitions

¢ Incident: Any unplanned event that results in or could result in injury, illness, damage, or loss.
¢ Near Miss: An event that could have caused harm but did not result in injury or damage.
¢ Corrective Action: Steps taken to eliminate the cause of an incident and prevent recurrence.

4. Roles and Responsibilities

Role Responsibility

Immediately report all incidents and hazards to supervisors; participate in investigations; follow

Employees established safety protocols.

Receive and document incident reports; initiate immediate response; notify appropriate

Supenvisors authorities; support investigations.

Oversee the incident response process; ensure corrective actions are implemented; monitor
Management ) I

compliance with this SOP.
Safety Lead investigations; analyze incident data; recommend improvement measures; ensure

Officer/Committee  regulatory compliance.

5. Incident Reporting Procedure

1. Immediate Action: Attend to injured persons and address any immediate hazards if safe to do so.

2. Notification: Report the incident as soon as possible to the direct supervisor or designated authority using incident
report forms.

3. Documentation: Complete an incident report form with details including date, time, location, individuals involved,
description, and witness information.

4. Submission: Submit the completed incident report to the Safety Officer or management within 24 hours of the
event.

5. Communication: Notify external authorities if required by law (e.g., OSHA, regulatory bodies).

6. Incident Investigation and Response

Upon report receipt, the Safety Officer initiates an investigation within 48 hours.
Collect statements, evidence, and review documentation relevant to the incident.
Identify root causes and contributing factors.

Develop and assign corrective and preventive actions with clear deadlines.
Document findings and corrective actions in the incident investigation report.
Follow up to ensure corrective actions are completed and effective.
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7. Confidentiality and Recordkeeping
¢ Allincident details and investigation findings shall be treated as confidential.
¢ Incident reports and records shall be securely stored for a minimum of [insert retention timeframe according to local

laws or company policy].
¢ Access to incident records is limited to authorized personnel only.

8. Compliance
¢ Allincident reporting and response activities must comply with applicable local, state, and federal regulations.
¢ This SOP will be reviewed and updated annually or as necessary to comply with changes in regulations or company
policy.
9. Related Documents

¢ |ncident Report Form
¢ Investigation Checklist
e Corrective Action Log

10. Revision History

Date Description Author

[MM/DD/YYYY] Initial SOP creation [Name]
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