SOP: Handling of Irregularities, Misconduct, or
Emergencies

This SOP details the procedures for handling of irregularities, misconduct, or emergencies, encompassing
identification, reporting, investigation, and resolution of incidents. It establishes clear roles and responsibilities, outlines
communication protocols, and emphasizes timely and appropriate responses to ensure organizational integrity, safety,
and compliance with relevant policies and regulations while minimizing disruption to operations.

1. Purpose

To provide a structured approach for identifying, reporting, investigating, and resolving incidents of irregularities,
misconduct, or emergencies to uphold organizational policies, safety, and integrity.

2. Scope

This SOP applies to all employees, contractors, and visitors across all departments and worksites of the organization.

3. Definitions

Term Definition

Any deviation from standard processes, policies, or expected behavior that may indicate potential risks,

Irregulari
9 ty errors, or fraud.

Misconduct = Violation of organizational policies, ethical standards, or applicable laws.

Unexpected situation or incident posing immediate risk to health, safety, property, or the environment

Emergency requiring prompt action.

4. Roles and Responsibilities

All Personnel: Identify and promptly report any irregularities, misconduct, or emergencies.
Supervisors/Managers: Receive reports, ensure accurate documentation, and escalate as appropriate.
HR/Compliance: Investigate reports, maintain confidentiality, and coordinate resolution efforts.
Emergency Response Team: Respond to emergencies, ensure safety, and communicate with external
responders.

5. Procedures

1. ldentification
o Remain vigilant; identify potential issues through observation, audits, or third-party disclosures.
2. Reporting
o Report incidents immediately to your supervisor, HR, or via anonymous reporting channels.
o In emergencies, dial internal emergency number or external services as per guidelines.
3. Documentation
o Document all details: date, time, individuals involved, witnesses, and nature of the incident.
4. Investigation
o Assigned team (e.g., HR or Compliance) conducts prompt and objective investigation maintaining
confidentiality.
5. Response & Resolution
o Appropriate action taken based on findings (disciplinary action, corrective measures, referrals to authorities).
6. Communication & Follow-up
o Inform relevant stakeholders, provide support as needed, and follow up to prevent recurrence.

6. Communication Protocols

e Maintain clear lines of communication among all involved parties.
¢ Keep information confidential and only share with authorized personnel.
¢ Update incident logs and maintain records as per organizational policy.

7. Training & Awareness



e Conduct regular training for all staff on SOP protocols, reporting channels, and emergency procedures.

8. Records & Documentation

¢ Maintain accurate records of all reported incidents, investigation reports, actions taken, and follow-up activities.
e Store records securely and in accordance with data protection policies.

9. Review & Updates

e This SOP shall be periodically reviewed and updated to ensure ongoing effectiveness and compliance with legal
and policy changes.
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