Standard Operating Procedure (SOP): Health and
Safety Compliance Procedures

SOP Title Health and Safety Compliance Procedures
Prepared By [Name/Position]
Effective Date [DD/MM/YYYY]
Approved By [Name/Position]
Review Date [DD/MM/YYYY]
Version 1.0
Purpose

This SOP details health and safety compliance procedures, covering the identification and assessment of workplace
hazards, adherence to regulatory requirements, employee training and awareness programs, incident reporting and
investigation, routine safety inspections and audits, use of personal protective equipment (PPE), emergency response
planning, and continuous improvement strategies. Its aim is to ensure a safe working environment, minimize risks, and
maintain compliance with all relevant health and safety laws and standards.

Scope

This procedure applies to all employees, contractors, and visitors within [Company/Organization Name] facilities and
operations.

Responsibilities

Management: Ensure implementation, provide resources, monitor compliance
Supervisors: Enforce procedures, conduct training, report incidents, perform inspections
Employees: Follow procedures, use PPE, attend training, report hazards/incidents
Health & Safety Officer: Oversee compliance, maintain documentation, facilitate audits

Procedures

1. Hazard Identification and Assessment
o Conduct regular hazard assessments for all work areas and tasks
o Document identified hazards and rate risk levels
o Review and update hazard assessments annually or when changes occur
2. Compliance with Regulatory Requirements
o |dentify relevant local, state, and federal health and safety regulations
o Implement and communicate regulatory requirements
o Maintain up-to-date records of compliance and certifications
3. Employee Training and Awareness
o Conduct onboarding and periodic health and safety training for all personnel
o Keep records of training completion
o Update training programs as regulations and operations evolve
4. Incident Reporting and Investigation
o Establish procedures for immediate reporting of incidents, near-misses, and hazards
o Investigate all incidents and determine root causes
o Document findings and corrective actions taken
5. Routine Safety Inspections and Audits
o Carry out scheduled safety inspections of equipment, facilities, and practices
o Record and address any deficiencies found
o Use internal/external audits to verify compliance
6. Personal Protective Equipment (PPE)
o Define required PPE for each role/task
o Provide necessary PPE and training for correct use and maintenance



o Regularly check the condition of PPE
7. Emergency Response Planning
o Develop written emergency response plans for likely scenarios (e.g., fire, chemical spill, evacuation)
o Train staff in emergency procedures and conduct periodic drills
o Maintain accessible emergency equipment and contact numbers
8. Continuous Improvement
o Solicit feedback from employees regarding safety concerns and suggestions
o Regularly review safety performance and incident data
o Implement and track corrective/preventive actions

Documentation Requirements

Hazard assessment reports

Training records

Incident reports and investigation summaries
Inspection and audit reports

PPE issuance and maintenance logs

Emergency response procedures and drill reports

References

¢ Relevant local, state, and federal safety regulations (e.g., OSHA/WorkSafe/etc.)
¢ [Company/Organization Name] Health and Safety Policy

Revision History

Version Date Description of Change Approved By

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