SOP Template: Safety Protocols and Risk Assessment
Measures

This SOP details comprehensive safety protocols and risk assessment measures designed to identify, evaluate, and
mitigate potential hazards in the workplace. It covers systematic risk assessment procedures, implementation of
preventative controls, employee training and awareness programs, regular safety audits, incident reporting mechanisms,
and continuous improvement practices to ensure a safe and compliant working environment for all staff and stakeholders.

1. Purpose

To outline standardized procedures for systematically identifying, assessing, and controlling workplace hazards, ensuring
staff safety, compliance with regulations, and continuous improvement of safety measures.

2. Scope

This SOP applies to all employees, contractors, and visitors at [Company/Department Name] facilities.

3. Responsibilities

Role Responsibility

Management Provide resources and oversight, ensure policy enforcement, and review safety audit results.
Supervisors Conduct risk assessments, implement controls, and monitor daily compliance.

Employees Follow safety protocols, participate in training, report hazards/incidents.

Safety Officer Coordinate assessments, track incident reports, arrange training and audits.

4. Procedures

4.1 Risk Assessment

¢ |dentify workplace hazards through site inspections, job assessments, and employee feedback.
¢ Assess risks by evaluating the likelihood and severity of potential incidents.
e Document findings using a standardized risk assessment form.

4.2 Preventative Controls and Implementation

¢ Develop and implement engineering, administrative, or PPE controls appropriate to each hazard.
¢ Communicate controls to all affected personnel.
¢ Review control effectiveness periodically and update as needed.

4.3 Employee Training & Awareness

¢ Provide initial and annual safety training for all employees.
¢ Maintain training records and ensure up-to-date competency.
¢ Conduct toolbox talks and on-the-job refresher sessions.

4.4 Safety Audits and Inspections



¢ Schedule regular safety inspections and comprehensive audits.
¢ Document findings and corrective actions taken.
¢ Track completion of corrective measures.

4.5 Incident Reporting & Investigation

¢ Reportincidents, near-misses, and unsafe conditions immediately to supervisors.
¢ Investigate incidents to determine root causes and recommend corrective/preventative actions.
¢ Maintain incident log and tracking system.

4.6 Continuous Improvement

¢ Hold periodic safety review meetings to assess program effectiveness.
¢ Solicit employee feedback for potential safety improvements.
¢ Incorporate lessons learned from audits and incident investigations.

5. Documentation

Risk Assessment Forms

Training Attendance Records
Audit Reports

Incident/Accident Report Forms
¢ Corrective Action Logs

6. References
¢ [Applicable Regulations, e.g., OSHA, ISO 45001]

e Company Health and Safety Policy
¢ Industry Best Practices

7. Revision History

Version Date Description Prepared By

1.0 [Date] Initial release [Name]
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