SOP: Incident Identification and Initial Response
Procedures

Purpose

This SOP details the incident identification and initial response procedures, focusing on promptly recognizing
incidents, assessing potential risks, securing the area to prevent further harm, notifying appropriate personnel, and
initiating immediate corrective actions. The objective is to minimize damage, ensure safety, and enable an effective
response to any incident within the organization.

Scope

This procedure applies to all staff, visitors, contractors, and any individuals present on the organization's premises at the
time of anincident.

Responsibilities

¢ All Employees: Promptly report any identified or suspected incident.
¢ Supervisors/Managers: Oversee initial response, ensure area is secured, and notify relevant parties.
¢ Incident Response Team (IRT): Coordinate comprehensive incident response and investigation.

Definitions

¢ Incident: Any event or occurrence that disrupts normal operations, threatens safety, or may cause harm to
people, property, or the environment.
¢ Initial Response: Immediate actions taken to recognize, secure, and limit the impact of the incident.

Procedures

1. Incident Identification
o Remain vigilant for any abnormal or suspicious activities, events, or conditions.
o Examples of incidents include accidents, injuries, security breaches, equipment failures, and
environmental hazards.
2. Risk Assessment
o Upon identification, quickly assess the nature and severity of the incident and potential risks to people,
property, and the environment.
o If safe, gather initial information (location, time, persons involved).
3. Securing the Area
o [lfimmediate danger exists, evacuate the area following emergency procedures.
o Prevent unauthorized access and further exposure to hazards.
o Do not attempt to rectify hazards if not trained or if it endangers your safety.
4. Notification
o Report the incident to supervisors or designated authorities as per organizational protocol.
o Provide concise and accurate details: nature, location, time, parties involved.
5. Immediate Corrective Actions
o Iftrained and safe to do so, implement basic corrective measures (e.g., first aid, shutting down
equipment, using fire extinguisher).
o Await further instructions from supervisors or the Incident Response Team.
6. Documentation
o Record all details of the incident and response actions in the incident reporting system as soon as
possible.

References

¢ Organizational Emergency Response Plan
¢ Health and Safety Procedures Manual
¢ Incident Reporting Guidelines



Review and Revision

This SOP will be reviewed annually or following a significant incident, regulatory changes, or process improvements.

Important: Safety is the highest priority. Never put yourself or others at risk while responding to an incident.
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