
Standard Operating Procedure (SOP): Emergency and
Security Response Procedures

1. Purpose

This SOP details the emergency and security response procedures designed to ensure a swift and effective reaction to
various emergencies and security threats. It aims to maintain a safe environment by minimizing risks and protecting personnel,
assets, and information during emergencies and security incidents.

2. Scope

This SOP applies to all employees, contractors, visitors, and stakeholders within the organization's premises.

3. Definitions

Incident: Any event that poses a risk to safety, security, or assets.
Evacuation: Planned process to move people from dangerous areas to safety.
Lockdown: Securing premises in response to an internal/external threat.
Response Team: Trained personnel designated to manage emergency situations.

4. Procedures

4.1 Incident Identification and Reporting

Immediately report any emergency or security threat via the prescribed channels (e.g., emergency hotline, supervisor,
security desk).
Provide clear information: nature of the incident, location, time, and persons involved.
Do not attempt to resolve the incident alone unless it is safe to do so.

4.2 Roles and Responsibilities

Role Responsibility

Response Team Leader Oversee coordination, make decisions, notify authorities.

Response Team Members Assist with evacuation/lockdown, first aid, and crowd control.

All Personnel Follow instructions, assist others, report information promptly.

4.3 Communication Protocols

Use designated channels (public address, radios, phones) for incident communications.
Maintain clear, concise, and calm communication.
Inform external emergency services as required.

4.4 Evacuation Procedure

On hearing the evacuation alarm, calmly proceed to the nearest exit.
Do not use elevators unless authorized.
Assemble at designated meeting points and await further instructions.



4.5 Lockdown Procedure

Secure doors and windows immediately upon lockdown notification.
Remain quiet and out of sight until the all-clear signal is given.
Do not open doors for unfamiliar individuals until confirmation from authorized personnel.

4.6 Coordination with External Emergency Services

Provide incident details to emergency responders upon their arrival.
Assist with access to affected areas as directed by authorities.

4.7 Security Breach Management

Contain the area if safe to do so; prevent unauthorized access or tampering with evidence.
Document observations and actions taken.
Cooperate fully with investigations.

5. Post-Incident Review and Documentation

Complete incident reports promptly after situation resolution.
Conduct debriefs with involved personnel to identify lessons learned.
Recommend updates to the procedure based on findings.

6. References

Company Emergency Management Policy
Local Emergency Service Guidelines
Occupational Safety and Health Regulations

7. Revision History

Date Revision Description Approved By

2024-06-20 1.0 Initial Release [Name/Title]
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