
Standard Operating Procedure (SOP): Health, Safety,
and Emergency Response Protocols
This SOP details comprehensive health, safety, and emergency response protocols to ensure a safe working
environment. It covers risk assessment, hazard identification, personal protective equipment usage, emergency
evacuation procedures, first aid response, incident reporting, and continuous training for all employees. The goal is to
minimize workplace accidents, promote health and safety awareness, and provide effective measures to handle
emergencies efficiently.

1. Purpose
To establish systematic protocols for maintaining health and safety standards, mitigating risks, and adequately
responding to emergencies in the workplace.

2. Scope
This SOP applies to all employees, contractors, and visitors within the facility.

3. Responsibilities
Management: Ensure implementation and periodic review of all safety protocols.
Supervisors: Monitor compliance, provide training, and facilitate emergency drills.
Employees: Adhere to protocols, use PPE, report incidents, and participate in safety training.

4. Risk Assessment & Hazard Identification
1. Conduct regular risk assessments of all work areas and processes.
2. Document hazards and implement appropriate control measures.
3. Update assessments after changes to equipment, processes, or incident occurrences.

5. Personal Protective Equipment (PPE)
1. Identify tasks that require PPE and provide necessary equipment (e.g., gloves, masks, goggles).
2. Train staff on proper usage and maintenance of PPE.
3. Regularly inspect and replace damaged or expired PPE.

6. Emergency Evacuation Procedures
1. Post evacuation routes and assembly points prominently in all areas.
2. Conduct emergency drills at least twice a year.
3. Assign evacuation wardens and ensure all individuals are accounted for during drills/emergencies.

7. First Aid Response
1. Maintain accessible, fully stocked first aid kits.
2. Train a designated First Aid Response Team (FART).
3. Display emergency contact numbers near all telephones.

8. Incident Reporting & Investigation
1. Report all incidents, near-misses, and hazards to management immediately.
2. Complete incident investigation forms within 24 hours of occurrence.
3. Analyze incidents to identify root causes and implement corrective actions.

9. Training & Awareness



1. Provide health, safety, and emergency procedures training for all employees at induction and regularly thereafter.
2. Display health and safety signage in relevant locations.
3. Encourage employee involvement in safety committees and initiatives.

10. Review & Continuous Improvement
1. Review SOPs annually or after significant incidents.
2. Update protocols based on feedback, new legislation, and industry best practices.
3. Maintain records of all training, incidents, and reviews.

11. References
Occupational Safety and Health Administration (OSHA) Guidelines
Local and national health and safety regulations
Company-specific health and safety policies
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