
SOP: Health, Safety, and Emergency Response
Procedures
This SOP details health, safety, and emergency response procedures designed to protect employees and visitors
by identifying potential hazards, implementing safety protocols, and outlining clear steps for emergency situations. It
covers risk assessment, personal protective equipment usage, emergency evacuation plans, first aid response, incident
reporting, and regular training programs to ensure a safe and compliant workplace environment.

1. Purpose
To establish and maintain a safe workplace environment by managing health and safety risks and providing effective
emergency response procedures.

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

3. Responsibilities

Role Responsibility

Management Ensures compliance, resources allocation, and overall program oversight.

Supervisors Implement procedures, oversee staff compliance, and report incidents.

Employees/Visitors Follow procedures, use PPE, report hazards, and participate in training/testing.

Health & Safety Officer Conduct risk assessments, coordinate emergency response, and maintain records.

4. Procedures
4.1 Risk Assessment

Identify and evaluate workplace hazards regularly.
Document and rank risks for appropriate control measures.
Update risk assessments after incidents or process changes.

4.2 Personal Protective Equipment (PPE) Usage

Determine required PPE for specific tasks and locations.
Ensure availability and proper condition of PPE.
Train employees on correct PPE use and care.
Mandate PPE usage where identified by risk assessment.

4.3 Emergency Evacuation Plans

Post evacuation routes and assembly points clearly.
Conduct evacuation drills at least twice a year.
Designate and train fire wardens and floor marshals.
Account for all personnel at the assembly point.

4.4 First Aid Response

Ensure first aid kits are accessible and stocked.
Designate and train first aid responders.
Document all incidents requiring first aid and escalate as needed.

4.5 Incident Reporting

Report all accidents, near-misses, or hazards immediately to supervisors or safety officer.
Complete incident report forms within 24 hours of occurrence.
Investigate causes and implement corrective actions.



4.6 Training and Communications

Provide new employee orientation on safety and emergency procedures.
Offer refresher courses and specific training as needed.
Communicate updates to procedures via meetings or email.

5. References
Occupational Safety & Health Administration (OSHA) standards
Company Health and Safety Policy
Local emergency services guidelines

6. Revision History

Version Date Description Author

1.0 2024-06-10 Initial Release Health & Safety Officer


	SOP: Health, Safety, and Emergency Response Procedures
	1. Purpose
	2. Scope
	3. Responsibilities
	4. Procedures
	4.1 Risk Assessment
	4.2 Personal Protective Equipment (PPE) Usage
	4.3 Emergency Evacuation Plans
	4.4 First Aid Response
	4.5 Incident Reporting
	4.6 Training and Communications

	5. References
	6. Revision History


