
Standard Operating Procedure (SOP)
Health, Safety, and Emergency Procedures
This SOP establishes comprehensive health, safety, and emergency procedures designed to protect employees
and visitors by minimizing risks and ensuring a swift and effective response to emergencies. It covers workplace
hazard identification, use of personal protective equipment, emergency response planning, health monitoring, accident
reporting, and continuous safety training to maintain a secure and healthy environment for all.

1. Purpose
To define procedures and responsibilities for promoting health, safety, and effective emergency response within the
organization.

2. Scope
Applies to all employees, contractors, and visitors within company premises and during any work-related activities.

3. Responsibilities

Role/Designation Responsibility

Safety Officer Oversee implementation of health and safety protocols; conduct safety training; maintain
emergency equipment.

Supervisors/Managers Enforce safety rules; report hazards; participate in trainings and drills.

Employees Follow SOP; use PPE; promptly report incidents or hazards.

Visitors Comply with all health and safety signage and instructions.

4. Procedure
1. Hazard Identification:

Conduct regular inspections and risk assessments of work areas.
Maintain a hazard log; update it after each inspection or incident.

2. Use of Personal Protective Equipment (PPE):
Identify necessary PPE for each task (e.g., gloves, goggles, helmets).
Train employees on correct usage, maintenance, and disposal of PPE.

3. Emergency Response Planning:
Develop and communicate clear evacuation routes and assembly points.
Install and maintain emergency equipment (fire extinguishers, first-aid kits, alarms).
Conduct regular emergency drills (fire, medical, chemical spills).

4. Health Monitoring:
Perform pre-employment and periodic health checks where applicable.
Encourage employees to report health concerns related to workplace exposures.

5. Accident Reporting and Investigation:
Report all accidents, near-misses, and unsafe conditions immediately.
Investigate incidents to identify causes and implement corrective actions.

6. Training and Communication:
Provide new hire and refresher safety training for all personnel.
Display safety signage in visible locations.
Keep safety documentation accessible and up to date.

5. Emergency Contacts

Type Contact Name/Title Phone/Extension

Fire Department - Dial 911



First Aid Officer [Name] [Number]

Facilities/Safety Office [Name] [Number]

(Replace placeholders with actual contact details.)

6. Review and Continuous Improvement
This SOP will be reviewed annually or following an incident.
Feedback from employees is encouraged and will be incorporated where appropriate.
Document all updates and communicate changes to staff.

7. References
Occupational Safety and Health Administration (OSHA) Standards
Company Health & Safety Policy
Local government emergency procedures and regulations

8. Document Control

Version Approval Date Approved By Next Review Date

1.0 [Date] [Approver's Name] [Review Date]

(Replace placeholders as needed.)
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