SOP Template: Incident Reporting and Emergency
Response Steps

This SOP details the incident reporting and emergency response steps essential for ensuring timely and effective
management of workplace incidents. It covers the procedures for immediate reporting of accidents, identification of
emergency situations, communication protocols, and systematic response actions to mitigate harm. The aim is to
enhance safety, minimize risks, and provide clear guidance to personnel during emergencies to protect lives and
property.

1. Purpose

To outline procedures for reporting incidents and responding to emergencies to ensure safety, rapid response, and
regulatory compliance.

2. Scope

This procedure applies to all employees, contractors, and visitors at [Company Name]/[Location].

3. Definitions

Term Definition
Incident Any unplanned event that results in or could have resulted in injury, illness, damage, or loss.

A serious, unexpected, and often dangerous situation requiring immediate action (e.g., fire, chemical

Emergency spill).

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

4. Responsibilities

All Personnel: Report incidents and emergencies immediately; follow instructions.

Supervisors/Managers: Ensure incidents are reported, initiate emergency response, and investigate incidents.
Emergency Response Team (ERT): Coordinate and execute response actions.

Health & Safety Officer: Review reports, ensure compliance, and implement corrective actions.

5. Incident Reporting Procedure

Immediately notify your supervisor or manager of any incident, accident, or near-miss.
Provide relevant information (who, what, when, where, how).

If injuries are involved, seek first aid and/or emergency medical assistance.
Complete an Incident Report Form within 24 hours.

Supervisor/manager submits the completed report to the Health & Safety Officer.
Health & Safety Officer logs the incident for further investigation and action.
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6. Emergency Response Steps

—_

Assess the Situation: Quickly evaluate the type and scale of the emergency.
2. Alert:
o Activate the nearest alarm if needed.
o Notify Emergency Response Team and relevant external agencies (fire, medical, police).
3. Evacuate:
o Follow designated evacuation routes.
o Assist those with disabilities or injuries.
o Do not use elevators.
4. Contain (if safe):
o Try to contain minor spills, fires, or hazards using proper equipment and training.
5. Assemble:
o Proceed to the pre-designated assembly area for a headcount.
6. Report:
o Provide details of the incident/emergency to ERT and emergency services upon arrival.



7. Communication Protocols

¢ Use emergency contact numbers posted throughout the facility.
¢ Report the situation clearly and calmly, providing essential details.
¢ Follow established communication channels (e.g., radio, intercom, phone).

8. Documentation and Follow-Up

. Document all developed actions and lessons learned.

. Conduct incident investigation if necessary.

. Implement corrective and preventive actions to avoid recurrence.
. Communicate findings and improvements to all personnel.
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9. Review and Training

¢ This SOP shall be reviewed annually or after major incidents/emergencies.
¢ All personnel must undergo training on incident reporting and emergency response.

10. References

e |ocal legal and regulatory requirements
e OSHA/ISO standards
e [Company] Emergency Contacts List
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