Standard Operating Procedure (SOP)

Regular Review and Revision of Safety and Emergency Plans

Purpose:

This SOP details the process for the regular review and revision of safety and emergency plans to ensure they
remain current, effective, and compliant with relevant regulations. It includes scheduled assessments, stakeholder
consultations, updating procedures based on new risks or incidents, documentation of changes, and communication of
revised plans to all personnel. The goal is to maintain a proactive approach to safety management and enhance
emergency preparedness continuously.

Scope:

This procedure applies to all departments and teams responsible for health, safety, and emergency response planning
within the organization.

Responsibilities:

o Safety Officer: Oversees and coordinates the review and revision process.
¢ Department Managers: Participate in reviews, provide input, and implement updated plans.
¢ Relevant Staff/Stakeholders: Consulted for feedback, informed of changes, and trained as needed.

Procedure:

1. Scheduled Review
o Conduct comprehensive reviews of all safety and emergency plans at least annually or as mandated by
regulation.
o Initiate unscheduled reviews following significant incidents, changes in operations, or new regulatory
requirements.
2. Stakeholder Consultation
o Engage input from key personnel (e.g., management, facilities, HR, first responders) during reviews.
o Gather feedback on plan effectiveness, potential improvements, and recent concerns.
3. Risk Assessment and Update
o Assess new and emerging risks, legislative changes, and lessons learned from incidents.
o Identify required updates to procedures, resources, or contact information.
4. Revision and Approval
o Draft revisions based on consultation and assessment.
o Obtain necessary approvals from safety committee and management.
5. Documentation
o Document all changes, review dates, and involved personnel in the plan's revision history.
o Maintain records in accordance with organizational recordkeeping policies.
6. Communication
o Disseminate updated plans to all personnel and relevant stakeholders.
o Ensure staff are trained on significant changes and updates as needed.

Revision History:

Date Version Description Approved By
[Insert Date] 1.0 Initial SOP creation [Name/Title]
References:

¢ Relevant health and safety regulations
¢ Company emergency response policies
¢ Industry best practices
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