SOP: Emergency Response and Incident Management

This SOP details the emergency response and incident management steps, covering immediate actions during
emergencies, communication protocols, roles and responsibilities of response teams, incident documentation and
reporting procedures, coordination with external emergency services, post-incident evaluation and review, and
continuous improvement measures. The objective is to ensure a swift, organized, and effective response to incidents to
minimize harm, damage, and disruption.

1. Scope

This SOP applies to all employees, contractors, and visitors at [Organization/Facility Name] and covers all types of
emergency and incident scenarios including, but not limited to, fire, medical emergencies, hazardous material spills,
natural disasters, security breaches, and utility failures.

2. Definitions

¢ Incident: Any unplanned event that could or does result in injury, illness, damage, or loss.
¢ Emergency: A serious, unexpected, and often dangerous situation requiring immediate action.
¢ Incident Commander (IC): The appointed individual responsible for overall incident management.

3. Roles and Responsibilities

Role Responsibility

Incident Commander (IC) Leads response, makes critical decisions, liaises with external agencies.

Emergency Response Team (ERT) Executes emergency procedures, assists in evacuation, provides first aid.

Communications Coordinator Manages internal/external communication, contacts authorities.
Documentation Officer Records incident details, actions taken, and outcomes.
All Employees Report incidents, follow instructions, ensure personal safety.

4. Emergency Response Steps

1. Immediate Actions
o Assess the situation for safety.
o Raise the alarm (activate fire alarm, notify supervisor, etc.).
o Initiate evacuation if necessary using designated routes.
o Assist those in need, if safe to do so.
2. Communication Protocols
o Notify emergency services (e.g., 911) immediately.
o Contact internal emergency contacts as per the communication tree.
o Maintain clear and factual communication throughout the incident.
3. Incident Management
o |C assumes command and coordinates response efforts.
o Emergency Response Team deploys as per assigned roles.
o Ensure accountability for all personnel at assembly points.

5. Incident Documentation and Reporting

1. Complete an Incident Report Form as soon as practicable after the event.
2. Document the following:
o Date, time, and location of incident.
o Description of the incident.
o Persons involved and witnesses.
Actions taken during the response.
o Injuries, damages, or environmental impact.
3. Submit reports to management and regulatory authorities, as required.

o



6. Coordination with External Emergency Services

¢ Maintain updated contact details for local fire, police, medical, and utility services.
¢ Facilitate site access and provide information to responders upon arrival.
¢ Coordinate ongoing incident management in partnership with external agencies.

7. Post-Incident Evaluation and Review

1. Conduct debriefings with all involved personnel.
2. Review incident reports, response effectiveness, and identify strengths and improvement areas.
3. Document recommendations for improvements and assign action items.

8. Continuous Improvement Measures

e Regular training and emergency drills for all employees.
e Periodic review and update of emergency procedures.
¢ Incorporate lessons learned from incidents and exercises.

9. References

e OSHA Standards
¢ NFPA Guidelines
¢ Local emergency management regulations

10. Revision History

Version Date Author Changes Made

1.0 [Date] [Author] Initial SOP release.
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