SOP: On-site Safety Guidelines and Incident Reporting

This SOP details on-site safety guidelines and incident reporting, encompassing essential safety protocols to
prevent accidents, proper use of personal protective equipment, hazard identification, and safe work practices. It also
outlines the procedures for timely reporting, documenting, and investigating incidents to ensure a safe working
environment and continuous improvement in safety standards.

1. Purpose

To define the standard procedures for ensuring on-site safety and reporting incidents, thereby minimizing risks, ensuring
compliance, and promoting a culture of safety.

2. Scope

This SOP applies to all employees, contractors, and visitors present at the site.

3. Responsibilities

¢ Site Manager/Supervisor: Ensure implementation of safety procedures and that all staff are informed and
trained.

¢ Employees/Contractors: Follow safety guidelines, use PPE, report hazards/incidents promptly.

o Safety Officer: Conduct safety audits, incident investigations, and provide training.

4. Safety Guidelines

1. General Conduct
o Follow all posted safety rules and procedures.
o Attend all safety briefings and trainings.
2. Personal Protective Equipment (PPE)
o Wear appropriate PPE as required (e.g., helmet, gloves, eye protection, safety shoes).
o Inspect PPE before use; replace damaged or expired items.
3. Hazard Identification
o Report unsafe conditions/hazards to supervisors immediately.
o Participate in routine hazard assessments.
4. Safe Work Practices
o Use tools and equipment as instructed.
o Maintain good housekeeping-keep walkways and work areas clear.
5. Emergency Procedures
o Know the location of emergency exits, alarms, and first aid kits.
o Follow emergency response plans in case of fire, chemical spill, or injury.

5. Incident Reporting Procedure

1. Immediate Actions

o Seek medical attention if needed.

o Address immediate hazards to prevent further injury or damage, if safe to do so.
. Notification

o Inform the supervisor/Site Manager as soon as possible.

o Notify Safety Officer if required.
3. Documentation

o Complete the Incident Report Form (see template below) within 24 hours.
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4. Investigation
o Safety Officer conducts investigation to determine root cause and corrective actions.
5. Follow-up

o Implement corrective/preventative actions.
o Communicate findings and changes to all affected personnel.

6. Incident Report Form Template



Section

Details

Date/Time of Incident

Location

Persons Involved

Description of Incident

Immediate Actions Taken

Injuries/Damages

Reported By

Supervisor's Review/Comments

Corrective Actions

7. References

e Company Safety Manual

¢ Regulatory Safety Standards (e.g., OSHA, local regulations)

¢ PPE Usage Guidelines

8. Revision History

Date

Revision

Description

Approved By

1.0

Initial creation
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