
SOP: Incident Reporting and Emergency Response
Procedures
This SOP details the incident reporting and emergency response procedures, emphasizing timely notification,
accurate documentation, and immediate action during emergencies. It covers identifying different types of incidents,
reporting protocols, communication channels, roles and responsibilities of personnel, and steps for effective emergency
response to minimize risks and ensure safety within the workplace.

1. Purpose

To establish a standardized process for reporting incidents and responding to emergencies in a timely and effective
manner, thereby ensuring employee safety and regulatory compliance.

2. Scope

This SOP applies to all employees, contractors, and visitors within the workplace.

3. Definitions

Term Definition

Incident Any unplanned event causing or having the potential to cause injury, illness, damage to property, or
environmental harm.

Emergency A sudden, unforeseen situation demanding immediate action to prevent harm.

Near Miss An incident that did not result in injury, illness, or damage, but had the potential to do so.

4. Types of Incidents

Injuries or medical emergencies
Fires or explosions
Chemical spills or hazardous material exposures
Security breaches or threats
Property damage
Environmental releases
Near misses

5. Incident Reporting Procedures

1. Immediate Action: Ensure personal safety and, if safe, assist affected individuals.
2. Notification:

Notify your supervisor and/or designated emergency contact immediately.
If necessary, dial emergency services (e.g., 911).

3. Incident Form: Complete an incident report form within 24 hours, including:
Date, time, and location of the incident
Detailed description of what occurred
Names of individuals involved
Witness information
Actions taken



4. Submission: Submit the completed report to the Safety Officer or relevant department.

6. Emergency Response Procedures

1. Assess the Situation:
Determine the type and severity of the emergency.
If necessary, initiate evacuation or shelter-in-place.

2. Alert Others:
Use alarms or public address systems to notify personnel.
Communicate with emergency services as needed.

3. Respond:
Follow established emergency procedures (fire extinguishers, first aid, spill containment, etc.).
Assist individuals with disabilities or injuries.

4. Account for Personnel:
Assemble at designated muster points.
Perform headcounts and inform responders of missing persons.

7. Roles and Responsibilities

Role Responsibility

Employees Report incidents immediately, follow emergency procedures, and participate in drills.

Supervisors Ensure accurate reporting, initiate emergency response, and maintain communication with
management.

Safety Officer Oversee emergency preparedness, maintain records, investigate incidents, and provide training.

First
Responders Render aid, contain hazards, and coordinate with external responders.

8. Communication Channels

Emergency contact numbers posted in visible locations
Internal communication tools (emails, radios, intercoms)
Incident logbook or digital incident reporting system

9. Documentation and Recordkeeping

All incident reports must be filed and stored for a minimum of five years, or as required by law.
Maintain logs of emergency drills and training sessions.

10. Review and Continuous Improvement

Review and analyze incident reports periodically to identify trends.
Update procedures based on lessons learned and regulatory changes.
Conduct regular training and emergency drills.

11. References

Occupational Safety and Health Administration (OSHA) regulations



Local and national emergency response guidelines
Internal safety policies
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