Standard Operating Procedure (SOP)
Emergency Response and Crisis Communication
Plan

1. Purpose

This SOP defines the emergency response and crisis communication plan, detailing protocols for effective
incident management, communication strategies during emergencies, roles and responsibilities, notification
procedures, and coordination with emergency services. The plan aims to minimize risks, ensure timely information
dissemination, and maintain organizational resilience during crises.

2. Scope

This SOP applies to all organization personnel, departments, and facilities. It covers all emergencies including, but not
limited to, natural disasters, fire, security incidents, technological failures, and health crises.

3. Definitions

¢ Emergency: Any unplanned event which threatens the safety of people, property, operations, or the environment.

¢ Crisis Communication: The exchange of information during emergencies to ensure stakeholders are informed
and guided appropriately.

¢ Incident Commander (IC): The designated person in charge of managing the emergency response.

4. Responsibilities

Role Responsibility

Incident Commander (IC) Leads incident operations, decision-making, and coordinates with stakeholders.

Crisis Communication Officer | Prepares and issues official communications, monitors information flow.

Department Heads Implement emergency protocols within departments and report to IC.

All Staff Follow emergency instructions, report incidents, and assist as directed.

5. Emergency Response Procedures

Assess the situation for safety and potential hazards.

Contact the Incident Commander and/or emergency services as required.
Evacuate or shelter-in-place as per emergency protocol.

Follow the chain of command for instructions and updates.

Document the situation and actions taken.
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6. Crisis Communication Strategy

Designate Crisis Communication Officer to manage all outgoing information.

Disseminate clear, accurate, and timely updates to all stakeholders (employees, clients, public).
Utilize multiple communication channels (email, SMS, intranet, public announcements, media).
Monitor and address rumors or misinformation.

Maintain a record of all communications sent and received.

7. Notification Procedures

1. Immediate notification of internal incident response team.
2. Alert emergency services if required (use 911 or local emergency numbers).



3. Inform executive management and relevant stakeholders.
4. Initiate employee notification systems (automated alerts, phone trees).
5. Escalate to business partners or authorities as necessary.

8. Coordination with Emergency Services

e Establish points of contact with local police, fire, and medical services.
e Provide up-to-date site maps, hazardous material lists, and personnel rosters if needed.
e Participate in joint planning and drills with local agencies.

9. Post-Incident Review and Improvement

e Conduct a debrief with all stakeholders involved in the response.
e Document lessons learned and improvement opportunities.
e Update the emergency response and crisis communication plan as needed.

10. References

e |ocal, state, and federal emergency preparedness guidelines
¢ OSHA Emergency Action Plan Standard
e Company-specific emergency procedures manual

11. Revision History

Version Date Description of Change Author

1.0 2024-06-20 Initial creation Compliance Team
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