SOP Template: Emergency Incident Reporting and
Response Protocol

This SOP details the emergency incident reporting and response protocol, covering immediate incident
identification, notification procedures, roles and responsibilities during emergencies, communication channels,
documentation requirements, and follow-up actions. The aim is to ensure prompt and effective response to emergencies,
minimize risks, and maintain a safe environment for all personnel by following standardized reporting and response
processes.

1. Purpose

To outline a standardized procedure for reporting and responding to emergency incidents in order to ensure safety,
compliance, and effective risk management.

2. Scope

This protocol applies to all personnel, contractors, and visitors on company premises or engaged in company activities,
including offsite locations.

3. Definitions

Term Definition
Emergency Incident | Any unexpected event posing an immediate risk to health, safety, property, or the environment.

Incident Reporter Any individual who becomes aware of an emergency and initiates the reporting process.

4. Roles and Responsibilities

Role Responsibility

All Personnel Report emergencies promptly and follow instructions as per the protocol.

Incident Reporter Identify and communicate the incident using appropriate channels.
Supervisor/Safety Officer Coordinate response, assess risks, ensure notifications, complete documentation.

Emergency Response Team Lead immediate control, evacuation, and mitigation measures.

Management Support response efforts, ensure compliance, oversee follow-up actions.

5. Procedures

1. Incident Identification
o Recognize and assess the nature and scale of the emergency.
2. Notification and Reporting
o Immediately notify nearest supervisor, safety officer, or emergency contact.
o Provide essential details: location, type, severity, and personnel involved.
o Activate alarm system if required.
3. Immediate Response
o Initiate evacuation or containment based on situation and training.
o Call external emergency services (e.g., 911) as necessary.
4. Communication
o Use designated communication channels (phone, radio, PA systems).
o Provide clear, concise, and accurate information to responders.



5. Documentation

o Complete incident report using the official form within 24 hours.

o Record actions taken and responses given during the emergency.
6. Follow-Up Actions

o Participate in incident debriefings and investigations.

o Implement corrective and preventive measures as needed.

o Monitor ongoing status and provide updates to stakeholders.

6. Communication Channels

Emergency hotline: [Insert Number]
Internal radio or intercom system
Email or incident reporting app
Direct supervisor or safety officer

7. Documentation Requirements

Incident reporting form (see Appendix or company intranet)
Evacuation log (if applicable)

Photographic evidence and witness statements

Debrief and corrective action report

8. References

e Company Emergency Management Policy
¢ OSHA Standards 29 CFR 1910.38 (or national/local equivalent)
¢ Internal Communication & Notification Guidelines

9. Revision History

Version Date Description Author

1.0 [Insert Date] Initial SOP Release [Insert Author]
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