Standard Operating Procedure (SOP): Incident
Response and Reporting Protocol

This SOP details the incident response and reporting protocol, encompassing immediate actions to be taken upon
incident detection, roles and responsibilities of personnel, communication procedures, proper documentation and
reporting methods, investigation processes, corrective actions to prevent recurrence, and compliance with regulatory
requirements. The goal is to ensure timely and effective management of incidents to minimize impact, enhance safety,
and maintain organizational accountability.

1. Purpose

To establish a structured protocol for responding to, documenting, and reporting organizational incidents in compliance
with legal and regulatory requirements.

2. Scope

This SOP applies to all employees, contractors, and relevant stakeholders who may encounter or become aware of
incidents affecting operations, security, safety, or compliance.

3. Definitions

Term Definition
Incident An unplanned event that could disrupt operations, compromise data, or threaten safety.
Incident Response The immediate actions taken to address and mitigate the impact of an incident.

Incident Report Documentation of the details, response, and outcomes of anincident.

4. Roles and Responsibilities

All Personnel: Promptly report incidents according to this SOP.

Incident Response Team (IRT): Evaluate, respond to, and document incidents.
Supervisor/Manager: Ensure incident is reported, managed, and investigated.
Compliance Officer: Ensure regulatory requirements are met.

5. Incident Response Procedure

1. Detection and Identification

o Recognize potential incidents (e.g. security breach, safety hazard).

o Life-threatening or ongoing emergencies: Call emergency services immediately.
2. Immediate Actions

o Ensure personnel safety.

o Limit further damage or escalation (e.g., isolate affected systems, contain hazards).
3. Notification

o Report the incident to a supervisor and/or the Incident Response Team.

o Use specified communication channels (e.g., hotline, email, in-person).
4. Documentation

o Complete an Incident Report Form within 24 hours of detection.

o Include all relevant facts, timestamps, involved personnel, and actions taken.
5. Investigation

o IRT leads a fact-finding process to determine root cause and scope.

o Interview witnesses, analyze logs, collect evidence.
6. Corrective Actions

o Develop and implement measures to prevent recurrence.

o Monitor effectiveness of corrective actions.
7. Reporting and Escalation

o Submit completed reports to management and Compliance Officer.

o Escalate to external authorities if required by law or regulation.

6. Communication Protocol



e Maintain clear, timely, and factual communication throughout the incident lifecycle.
¢ Preserve confidentiality and only share information with authorized individuals.
e Utilize emergency communication tools and follow pre-defined escalation paths.

7. Documentation and Reporting

¢ Use standardized Incident Report Forms.
¢ Maintain incident logs securely for the period defined by organizational policy or regulatory requirements.
¢ Update documentation with follow-up actions and investigation outcomes.

8. Compliance

¢ Adhere to all relevant local, national, and industry regulatory requirements.
¢ Review and update this SOP annually or as regulations change.

9. Review and Training

¢ Conduct regular staff training on the incident response and reporting protocol.
¢ Hold periodic drills to ensure readiness.
¢ Review incident response activities after each major incident for improvement opportunities.

Appendix: Incident Report Form (Template)

Field Description

Date/Time of Incident [Enter date and time]

Location [Describe location]

Description of Incident [Detailed description]

Persons Involved [Names and contact information]
Actions Taken [Immediate and follow-up actions]
Reported By [Name and position]

Signature & Date [Signature and date]
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