SOP Template: Health, Safety, and Emergency
Response Protocols

This SOP details health, safety, and emergency response protocols designed to protect employees and visitors by
establishing clear guidelines for workplace safety, hazard identification, risk assessment, and emergency preparedness.
It encompasses procedures for reporting incidents, responding to medical emergencies, managing fire hazards, and
ensuring compliance with regulatory standards to maintain a safe and healthy environment.

1. Purpose

The purpose of this SOP is to outline procedures that ensure a safe working environment and effective response to health,
safety, and emergency situations in compliance with applicable laws and regulations.

2. Scope

This SOP applies to all employees, contractors, and visitors on company premises.

3. Responsibilities

Management: Ensure SOP implementation, provide training, and allocate resources.

e Supervisors: Enforce compliance and report concerns or incidents.

Employees: Follow protocols and promptly report hazards or incidents.

Health & Safety Officer: Monitor implementation, conduct risk assessments, and update procedures.

4. Procedures

4.1 Hazard Identification & Risk Assessment

. Conduct regular workplace inspections to identify potential hazards.

. Evaluate and assess the level of risk associated with identified hazards.
. Implement appropriate control measures to mitigate risks.

. Document findings and actions taken.
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4.2 Incident Reporting

1. Immediately report all incidents, injuries, or near misses to the supervisor or health & safety officer.
2. Complete the incident report form within 24 hours.
3. Investigate incidents to determine root causes and implement corrective measures.

4.3 Medical Emergencies

1. Assess the situation and contact emergency services if needed (dial local emergency number).
2. Provide first aid within your training and capabilities.

3. Notify management and record the incident.

4. Ensure confidential and prompt follow-up for the affected person(s).

4.4 Fire Safety & Evacuation

1. Know the location of fire alarms, extinguishers, and emergency exits.
2. Incase of fire, activate the nearest fire alarm and evacuate following posted routes.
3. Assemble at the designated meeting point and conduct a roll call.



4. Only designated and trained staff may attempt to extinguish small fires, using appropriate equipment.
5. Do not re-enter the building until cleared by authorities.

4.5 Emergency Preparedness

Participate in regular emergency drills and training sessions.
Maintain and update emergency contact lists.
Ensure that emergency supplies and first aid kits are accessible and stocked.
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Review and update the emergency response plan annually or after any major incident.

5. Training
¢ All employees shall receive health, safety, and emergency response training at induction and at least annually

thereafter.
e Specialized training is required for first aid responders, fire wardens, and other designated roles.

6. Documentation & Record Keeping
¢ Maintain records of training, inspections, incidents, risk assessments, and corrective actions for at least five

years.
¢ Confidentiality of personal information must be ensured at all times.

7. Compliance

¢ All procedures must align with local, state, and federal regulations (e.g., OSHA, NFPA).
¢ Non-compliance may result in disciplinary action according to company policy.

8. Review & Revision

¢ This SOP shall be reviewed annually or as required to reflect changes in regulations or operational procedures.
¢ Revisions must be approved by management and communicated to all employees.

Appendix

Resource Location/Contact
First Aid Kit Main Office, Floor 1, Reception
Emergency Evacuation Plan Posted at all main exits
Health & Safety Officer Jane Doe, Ext 1234
Local Emergency Number 911

Document Owner: Health & Safety Department
Effective Date: [Date]
Next Review Date: [Date]
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