SOP Template: Safety Protocols and Emergency
Response Procedures

This SOP details comprehensive safety protocols and emergency response procedures designed to protect
personnel and property. It includes guidelines on hazard identification, risk assessment, use of personal protective
equipment, emergency communication plans, evacuation routes, fire safety measures, first aid response, and incident
reporting. The objective is to minimize risks and ensure a swift, organized response during emergencies to maintain a
safe working environment.

1. Responsibilities
¢ Safety Officer: Oversees protocol implementation and conducts regular safety audits.

e Supervisors: Ensure all team members are trained and comply with protocols.
¢ Employees: Adhere to safety protocols and report hazards or incidents promptly.

2. Hazard Identification & Risk Assessment
¢ Assess work environment daily for potential hazards (chemical, physical, biological, ergonomic).

¢ Document and prioritize risks based on severity and likelihood.
¢ Implement corrective actions for identified risks promptly.

3. Personal Protective Equipment (PPE)
e Conduct a PPE assessment for specific tasks and hazards.

¢ Ensure availability and proper use of PPE such as gloves, helmets, goggles, and respirators.
e Train personnel on correct PPE usage and maintenance.

4. Emergency Communication Plan
e Post emergency contact numbers in visible locations.

¢ Establish a notification system (alarm/broadcast/email/text).
¢ Designate communication coordinators for directing response activities.

5. Evacuation Plan
e Clearly mark and post evacuation routes and exits.

e Conduct evacuation drills at least twice per year.
¢ |dentify and train personnel in the role of fire wardens and assembly point coordinators.

6. Fire Safety Measures

¢ Install and maintain fire extinguishers, alarms, and sprinklers.
¢ Train personnel in the use of fire extinguishers (PASS technique).
¢ Ensure flammable materials are stored safely and away from ignition sources.

7. First Aid Response



¢ Provide accessible, fully stocked first aid kits.
¢ Train staff in basic first aid and CPR; display locations of trained first aiders.
¢ Document all incidents and first aid administered.

8. Incident Reporting & Investigation

¢ Report all incidents, near misses, and hazards immediately to supervisors.
e Complete incident report forms and submit within 24 hours.
¢ |nvestigate incidents to determine causes and implement corrective actions.

9. Training & Drills

¢ Provide safety induction and refresher training to all personnel.
e Schedule regular emergency response and evacuation drills.
e Document participation and outcomes for continuous improvement.

10. Review & Continuous Improvement

¢ Review SOP annually or after major incidents/emergencies.
¢ Incorporate lessons learned and feedback from drills and audits.
e Ensure updates are communicated and implemented effectively.

Appendix: Quick Reference Contacts

Emergency Service Contact Number
Fire Department - -
Ambulance - -

Facility Safety Officer - -
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