SOP Template: Safety Protocols and Emergency
Response Procedures

This SOP details safety protocols and emergency response procedures designed to protect employees and
minimize risks in the workplace. It covers hazard identification, risk assessment, preventive measures, emergency
communication plans, evacuation routes, first aid response, and incident reporting. The goal is to ensure a safe working
environment by effectively managing potential emergencies and safeguarding all personnel through comprehensive
preparation and swift action.

1. Purpose

To outline the safety protocols and establish procedures for emergency response to ensure the health and safety of all
employees in the workplace.

2. Scope

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

3. Responsibilities

¢ Management: Ensure implementation and enforcement of safety protocols. Provide necessary training and
emergency supplies.

¢ Employees: Adhere to all safety protocols and participate in drills and training.

¢ Emergency Response Team (ERT): Coordinate emergency response, facilitate evacuations, and provide first
aid as required.

4. Hazard ldentification and Risk Assessment

Conduct regular safety inspections of all work areas.

Identify and document potential hazards (chemical, biological, physical, etc.).

Assess the level of risk associated with identified hazards using a standard risk assessment matrix.
Implement controls to eliminate or mitigate risks.

Update risk assessments annually and after any incident.
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5. Preventive Safety Measures

Enforce use of appropriate Personal Protective Equipment (PPE).

Conduct regular safety training and drills.

Maintain clear signage for hazards and evacuation routes.

Ensure first aid kits, fire extinguishers, and emergency equipment are accessible and regularly inspected.

6. Emergency Communication Plan

¢ Immediately report any emergencies to the Emergency Response Team or designated contact (list contact info).
e Use the public address system or alarms to alert all personnel of emergencies.
e Communicate with local emergency services as required.

All employees must familiarize themselves with emergency contact numbers and reporting procedures.

7. Evacuation Procedures

On alarm, stop all operations and proceed to the nearest exit.

Follow posted evacuation routes (see site map attached).

Do not use elevators during evacuation.

Assemble at the designated assembly point; supervisors to account for all personnel.
Do not re-enter the building until given the all-clear by authorities or ERT.
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8. First Aid Response

¢ Trained personnel to provide first aid following approved procedures.
¢ Immediately report any injuries to supervisors and document in the incident report log.
¢ Contact emergency medical services for severe injuries (dial emergency number: 911 or local equivalent).

9. Incident Reporting and Investigation

1. Report all incidents, near-misses, and unsafe conditions to a supervisor or via the company's reporting system
immediately.

2. Complete a written incident report within 24 hours.
3. Management to investigate causes, determine corrective actions, and communicate findings to all staff.

10. Training and Drills

¢ All staff must participate in initial and annual refresher safety training.
¢ Conduct emergency drills (fire, chemical spill, evacuation, etc.) at least twice yearly.
e Evaluate drill outcomes and implement improvements.

11. Document Control

¢ This SOP will be reviewed and updated annually or after significant incidents.
¢ All superseded versions shall be archived for reference.

Document Owner: [Safety Officer Name / Department]
Effective Date: [Insert Date]

Next Review Date: [Insert Date]
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