SOP Template: Incident Response and Emergency
Procedures

This SOP defines incident response and emergency procedures, detailing the steps for identifying, reporting, and
managing emergencies to minimize harm and ensure safety. It covers roles and responsibilities, communication
protocols, emergency evacuation plans, first aid measures, coordination with emergency services, and post-incident
analysis. The goal is to provide a structured approach to efficiently handle incidents, protect personnel, and maintain
operational continuity.

1. Purpose

To standardize practices for managing incidents and emergencies, minimizing hazards, and ensuring personnel safety
and business continuity.

2. Scope

This SOP applies to all employees, contractors, and visitors within the facility or site.

3. Definitions
¢ Incident: Any unplanned event that could cause harm, damage, or disrupt operations.

¢ Emergency: A serious, unexpected situation requiring immediate action.
¢ First Responder: The first person(s) to arrive and provide assistance at the scene of an incident.

4. Roles and Responsibilities

Role Responsibility

Incident Response Team Lead and coordinate response actions, liaise with emergency services, and
(IRT) communicate updates.

Employees Report incidents, follow emergency procedures, and assist others if safe to do so.
; Ensure procedures are followed, account for personnel, and conduct post-incident
Supervisors/Managers .
reviews.
First Aid Personnel Administer first aid/emergency medical care as needed.

5. Incident Reporting and Identification

1. Ildentify unusual, unsafe, or emergency situations.

2. Alert others in the immediate area if necessary.

3. Reportincidentimmediately via designated communication channels (e.g., phone, radio, or alarm system).
4. Provide essential details: nature, location, time, people involved, and any injuries or hazards.

6. Communication Protocols

Use the designated emergency numbers and internal communication system.
Keep messages clear, concise, and factual.

Designate a spokesperson to liaise with external emergency services.
Maintain regular updates to all parties during the incident.

7. Emergency Evacuation Procedures

1. Activate evacuation alarm or notification system.
2. Follow posted evacuation routes to the designated assembly point.
3. Supervisors ensure all personnel are accounted for at assembly points.



4.

Do not re-enter the building until given official clearance.

8. First Aid Measures

First responders or medical personnel attend to injured persons promptly.

Use first aid kits and Automated External Defibrillators (AED) where necessary.

Call for additional medical support if injuries are serious.

Document all care provided and provide information to emergency services as required.

9. Coordination with Emergency Services
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11.

. Provide accurate information and site access to emergency responders.

Assign a liaison to coordinate with external agencies (fire, police, medical).

. Follow instructions from emergency services personnel at all times.

Post-Incident Analysis

Conduct a debriefing with all involved parties.

Document the incident, actions taken, and outcomes.

Identify root causes and recommend corrective or preventive actions.
Update SOPs and provide training based on lessons learned.

Training and Drills

¢ All personnel should receive regular training on incident response procedures and emergency evacuation.
e Conduct practice drills at least annually and after significant incidents.

12.

Document Control

¢ This SOP will be reviewed annually or after any major incident.
¢ Allrevisions and updates will be documented and communicated to staff.

Revision History:

1.0

Version Date Description Approved By

2024-06-01 Initial release Jane Smith, Safety Manager



	SOP Template: Incident Response and Emergency Procedures
	1. Purpose
	2. Scope
	3. Definitions
	4. Roles and Responsibilities
	5. Incident Reporting and Identification
	6. Communication Protocols
	7. Emergency Evacuation Procedures
	8. First Aid Measures
	9. Coordination with Emergency Services
	10. Post-Incident Analysis
	11. Training and Drills
	12. Document Control


