SOP: Emergency Response and Incident Reporting
Protocols

This SOP details the emergency response and incident reporting protocols, covering immediate actions during
emergencies, communication procedures, roles and responsibilities, documentation requirements, and follow-up
investigations. It aims to ensure a swift and coordinated response to incidents, minimize harm, and maintain accurate
records for accountability and continuous improvement.

1. Purpose

To establish procedures for responding to emergencies and reporting incidents to ensure safety, accountability, and
compliance with regulatory requirements.

2. Scope

This procedure applies to all employees, contractors, visitors, and locations within the organization.

3. Definitions

¢ Emergency: Any event that poses immediate risk to health, life, property, or the environment.
¢ Incident: Any unplanned event that results in or could have resulted in injury, illness, damage, or loss.
¢ Incident Report: Formal documentation of an emergency or incident event.

4. Immediate Actions During Emergencies

Assess the situation for personal safety.

Initiate emergency alarms or notifications if required.

Evacuate affected areas following posted evacuation routes/logistics.
Provide first aid if qualified and safe to do so.

Contact emergency services (e.g., fire, ambulance, police) as needed.
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5. Communication Procedures

1. Immediately report the emergency/incident to the designated supervisor or emergency coordinator.
2. Provide the following details:

Date and time of occurrence

Location of the incident

Nature and extent of incident/emergency

Individuals involved or impacted

Immediate actions taken

3. Follow organization-specific communication flowcharts or notification trees as applicable.
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6. Roles and Responsibilities

Role Responsibilities
Employee/Witness = Take immediate safety measures, report the emergency/incident, assist as directed.

Confirm receipt of report, initiate emergency response, notify relevant authorities, ensure

Supervisor/Manager completion of incident report.

Emergency Oversee response and evacuation, liaise with external responders, coordinate communication,
Coordinator support post-incident investigation.

HR/Safety Officer Maintain incident records, facilitate investigations, oversee corrective actions.

7. Documentation Requirements

1. Complete an Incident Report Form within 24 hours of the event.
2. Attach supporting evidence (photos, witness statements, etc.).
3. Maintain records in accordance with regulatory and company retention policies.



8. Follow-up Investigations

. Conduct a root cause analysis of the incident.

. Identify corrective and preventive actions to prevent recurrence.
. Document investigation findings and recommendations.

. Assign responsibility and track completion of remedial actions.
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9. Review and Continuous Improvement

1. Review incident data and response effectiveness periodically.
2. Update this SOP as necessary to incorporate lessons learned and regulatory changes.

10. References

e Company Emergency Response Plan
¢ |ncident Report Form Template
¢ Relevant Regulatory Standards
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