SOP: Reporting and Managing Incidents Involving
Visitors

This SOP establishes clear guidelines for reporting and managing incidents involving visitors, detailing procedures
for immediate response, accurate documentation, communication with relevant authorities, and follow-up actions. It aims
to ensure visitor safety, minimize risks, and maintain compliance with legal and organizational requirements through
systematic incident management and effective coordination among staff.

1. Purpose

To provide a systematic approach for handling incidents involving visitors, ensuring their safety, minimizing risks, and
maintaining compliance with all relevant laws and organizational policies.

2. Scope

This SOP applies to all staff members and contractors at [Organization/Facility Name] who interact with or are responsible
for visitors on the premises.

3. Definitions

¢ Incident: Any event involving a visitor that poses or could pose a threat to safety, security, health, or
organizational assets, or that requires intervention or reporting.

¢ Visitor: Any person who is not an employee or contractor, including vendors, guests, and clients, present on the
organization's premises.

4. Responsibilities

Role Responsibility
All Staff Identify incidents, initiate response, and report according to this SOP.
Supervisor/Manager Ensure incidents are documented, reported, investigated, and resolved as required.
Security/First Aid Assist in response and coordinate with external authorities if necessary.

HR/Compliance Monitor incident records and ensure adherence to legal and organizational standards.

5. Procedures

1. Immediate Response
o Assess the situation and ensure the safety of all involved.
o Provide first aid or contact emergency services if required.
o Remove visitor(s) from immediate danger if possible.
o Alert supervisor/manager and security personnel immediately.
2. Incident Reporting
o Complete an Incident Report Form within [specify timeframe, e.g., 1 hour] of the event.
o Include details: date, time, location, involved parties, description, actions taken, witnesses.
o Submit the report to the designated supervisor or incident management team.
3. Communication
o Notify relevant internal departments (e.g., HR, security).
o Contact external authorities (e.g., police, medical services) when necessary.
o Maintain documentation of external communications.
4. Follow-Up Actions
o Investigate the incident to determine cause and identify preventive measures.
o Provide support and information to the visitor involved as appropriate.
o Document findings and actions in the incident log.
o Monitor implementation of corrective actions.
5. Record Keeping
o Securely store all incident documentation for a minimum of [specify period, e.g., 3 years].
o Ensure access is limited to authorized personnel.



6. Training

All staff must receive training on this SOP, including periodic refreshers and incident response drills.

7. Review and Continuous Improvement

e This SOP will be reviewed annually or following any significant incident involving visitors.
¢ Staff feedback is encouraged to improve procedures continuously.

8. References

¢ [Relevant legal/regulatory references]
¢ [Internal policies and procedures]

9. Appendices

1. Incident Report Form Template
2. Emergency Contact List
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