SOP: Compliance with Legal, Regulatory, and Safety
Standards

This SOP details the requirements for compliance with legal, regulatory, and safety standards, encompassing
adherence to applicable laws, regulations, industry standards, and safety protocols. It defines responsibilities for
monitoring changes in legislation, conducting regular audits, implementing corrective actions, ensuring employee training,
and maintaining proper documentation to guarantee organizational conformity and minimize risks associated with non-
compliance.

1. Purpose

To establish a standardized approach to ensure the organization complies with all relevant legal, regulatory, and safety
requirements, thereby minimizing risks and upholding best practices.

2. Scope

This SOP applies to all departments and employees involved in operations subject to legal, regulatory, or safety
standards.

3. Responsibilities

Role Responsibility
Compliance Monitor changes in laws/regulations, coordinate audits, oversee corrective actions, and review
Officer compliance documentation.
Department Ensure departmental processes comply with standards, support audits, and facilitate employee
Heads training.
E Complete assigned training, adhere to compliance protocols, promptly report non-compliance or
mployees
hazards.
HR/Training

; Maintain training records, schedule and document compliance-related training sessions.
Coordinator

4. Procedure

1. Legislation & Regulatory Monitoring:
o Subscribe to updates from regulatory bodies.
o Review policy changes quarterly or as published.

2. Auditing:
o Conduct internal audits at least once annually using standardized checklists.
o Retain records of audit findings and recommendations.

3. Corrective and Preventive Actions:
o Address audit findings promptly; implement corrective actions.
o Monitor progress and verify closure of identified issues.

4. Employee Training:
o Deliver compliance and safety training at onboarding and regular intervals.
o Document attendance and maintain retraining schedules.

5. Documentation & Record Keeping:
o Maintain up-to-date compliance manuals, policies, training, and audit records for inspection.
o Store records securely; retain as required by law/regulation.

5. References

¢ Applicable national, regional, and local legislation
¢ Industry standards and guidelines
¢ Internal compliance policies and procedures



6. Revision History

Date Version Description of Change Author

2024-06-07 1.0 Initial release [Your Name]
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