SOP Template: Emergency Response and Escalation
Procedures

This SOP details emergency response and escalation procedures, focusing on immediate actions to be taken during
various emergencies, roles and responsibilities of response team members, communication protocols for timely escalation,
coordination with external emergency services, and documentation and review processes. The purpose is to ensure a swift,
organized, and effective response to emergencies to minimize harm to personnel, property, and operations.

1. Purpose and Scope

To provide a clear protocol forimmediate and effective response to emergencies, ensuring the safety of personnel, minimizing
damage, and ensuring continuity of critical operations.

2. Definitions

¢ Emergency: Any event that poses immediate risk to health, life, property, or environment.
¢ Escalation: The process of raising the level of response or involving higher authority/external agencies due to the severity
of the incident.

3. Roles and Responsibilities

Role Responsibility
Incident Commander Lead emergency response, make critical decisions, and ensure proper escalation.
Safety Officer Ensure safety protocols are followed and provide technical advice.

Communication Officer Coordinate internal and external communications, keep logs of events and actions.
First Responders Take immediate action on-site, provide first aid, and report status to Incident Commander.

External Liaison Communicate and coordinate with emergency services (fire, police, medical).

4. Emergency Response Procedures

1. Detection & Notification: Immediately report any emergency to the Incident Commander or via emergency
communication channels.
2. Immediate Actions:
o Evacuate personnel if necessary using established evacuation routes.
o Provide first aid if needed and safe to do so.
o Shut down equipment or operations if required and safe.
3. Assessment: Incident Commander assesses the severity and determines the need for escalation.
4. Communication: Follow communication protocols as outlined below.
5. Escalation: Initiate escalation if the situation exceeds onsite capabilities or poses significant risk.

5. Communication and Escalation Protocols

1. Notify all relevant personnel using emergency communication tools (phones, radios, alarms).
2. Maintain ongoing updates and logs of actions taken.
3. Escalate to:
o Department heads for departmental incidents.
o Senior management for site-wide emergencies.
o External emergency services if required (fire, ambulance, police).
4. Designated Communication Officer to manage official statements and documentation.

6. Coordination with External Services

e Establish pre-arranged contact with local emergency services.
¢ Provide them with clear details of the emergency, access routes, and hazardous materials (if any).
¢ Assign an on-site liaison to coordinate with external teams when they arrive.



7. Documentation and Review

e Complete anincident report form for every emergency event.
e Document actions taken, timelines, communications, and decisions.
¢ Hold a debrief and review session after every incident to update procedures and training.

8. Training and Awareness

e Conduct regular emergency response drills.
¢ Ensure all personnel are aware of their roles and communication protocols.
¢ Maintain updated contact lists and procedures.

9. Appendix

Emergency Contact List

Evacuation Routes and Assembly Points Map
Sample Incident Report Form
Communication Scripts
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