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1. Purpose
This SOP establishes a structured approach to prepare for, respond to, and recover from emergencies in the workplace. It ensures compliance with legal and industry standards and aims to protect employees, contractors, visitors, assets, and the environment.
2. Scope
This procedure applies to all personnel working at or visiting company facilities and covers the following emergencies:
· Fire and explosions
· Medical emergencies
· Hazardous material spills
· Natural disasters (e.g., earthquakes, floods)
· Security threats (e.g., bomb threats, active shooters)
· Electrical failures

3. References and Compliance Requirements
3.1 South African Legislation
1. Occupational Health and Safety Act (OHSA) No. 85 of 1993
· Section 8(1): Employers must ensure a safe working environment.
· Section 9: Employers must ensure the safety of persons other than employees.
· Section 15: Prohibits the performance of tasks that may pose a risk without proper precautionary measures.
2. Construction Regulations (2014), Regulation 29
· Requires an emergency plan for construction sites, including fire and medical emergency protocols.
3. General Safety Regulations, Regulation 3 (First Aid)
· Requires employers to provide first aid training and emergency response kits.
4. National Building Regulations and Building Standards Act No. 103 of 1977
· Specifies fire safety and emergency evacuation requirements for buildings.
5. Mine Health and Safety Act No. 29 of 1996, Section 10
· Requires emergency plans and escape procedures in mines.
3.2 International Standards
6. ISO 45001:2018 (Occupational Health & Safety Management Systems)
· Clause 8.2: Requires organizations to establish emergency preparedness and response procedures.
7. ISO 14001:2015 (Environmental Management Systems)
· Clause 8.2: Emergency preparedness and response for environmental incidents.
8. NFPA 101 (Life Safety Code)
· Provides guidelines for fire safety and emergency egress.
9. OSHA 29 CFR 1910.38 (Emergency Action Plans)
· Mandates workplace emergency preparedness planning.
10. ILO Code of Practice on Occupational Safety and Health (2001)
· Establishes best practices for emergency preparedness.

4. Definitions
· Emergency: A sudden event requiring immediate action to prevent injury, loss of life, or property damage.
· Emergency Coordinator: A designated person responsible for managing emergency responses.
· Assembly Point: A pre-determined safe location where employees gather after an evacuation.
· Fire Warden: A trained employee responsible for fire prevention, evacuation coordination, and drills.
· Medical Emergency: Any illness or injury requiring immediate medical intervention.

5. Responsibilities
	Role
	Responsibilities

	Management
	Allocate resources for emergency preparedness, ensure compliance, and review plans annually.

	Emergency Coordinator
	Develop and implement emergency procedures, conduct drills, and ensure training.

	Fire Wardens
	Lead fire evacuations, assist employees, and report fire hazards.

	First Aiders
	Provide immediate medical assistance and manage first aid stations.

	All Employees
	Participate in drills, follow emergency procedures, and report hazards.



6. Procedure
6.1 Risk Identification and Emergency Planning
1. Conduct an Emergency Risk Assessment to identify high-risk scenarios.
2. Develop an Emergency Response Plan (ERP) covering:
· Fire evacuation procedures
· Medical emergency response (including CPR and first aid)
· Hazardous material spill containment
· Security threat protocols
3. Maintain emergency contact lists (police, fire department, medical services).
4. Display emergency exit maps at all key locations.

6.2 Fire Emergency Procedure
1. Raise the alarm by activating the nearest fire alarm system.
2. Evacuate immediately using designated exits; avoid elevators.
3. Fire Wardens to conduct sweeps to ensure no one is left behind.
4. Proceed to the assembly point and wait for the roll call.
5. Do not return inside until the Emergency Coordinator gives the all-clear.

6.3 Medical Emergency Response
1. Assess the situation (ensure the area is safe).
2. Call emergency services (e.g., 10177 in South Africa).
3. If trained, administer first aid or CPR.
4. Keep the injured person calm and still until help arrives.
5. Document the incident in the Injury/Illness Report.

6.4 Hazardous Material Spill Response
1. Evacuate and isolate the affected area.
2. Notify the Emergency Coordinator and HSE team.
3. Use spill containment kits if trained to do so.
4. Call hazardous materials response team if beyond control.
5. Dispose of waste per hazardous material regulations.

6.5 Security Threat Response
1. Bomb Threat:
· Do not touch suspicious objects.
· Evacuate and report to authorities.
2. Active Shooter:
· Run – Escape if possible.
· Hide – Find a safe place, lock doors.
· Fight – As a last resort, incapacitate the attacker.

7. Training and Drills
1. Fire and evacuation drills must be conducted bi-annually.
2. First aid and CPR training must be refreshed every two years.
3. Spill response training for hazardous material handlers.
4. Security drills for high-risk workplaces.

8. Documentation and Record-Keeping
	Document
	Retention Period

	Emergency Plans
	5 years

	Fire Drill Reports
	3 years

	Incident Reports
	10 years

	Training Records
	5 years



9. Review and Continuous Improvement
· The Emergency Preparedness Plan must be reviewed annually.
· Lessons from actual emergencies and drills should be integrated into the plan.

10. Non-Compliance and Disciplinary Action
· Failure to follow emergency procedures will result in disciplinary action.
· Non-participation in drills may lead to a written warning.

11. References
11.1 South African Legislation
1. Occupational Health and Safety Act No. 85 of 1993 – Sections 8, 9, and 15.
2. General Safety Regulations, Regulation 3 (First Aid and Emergency Preparedness).
3. National Building Regulations and Building Standards Act No. 103 of 1977 (Fire Safety).
4. Mine Health and Safety Act No. 29 of 1996 (Emergency Procedures).
11.2 International Standards and Best Practices
5. ISO 45001:2018 (Clause 8.2: Emergency Preparedness and Response).
6. ISO 14001:2015 (Environmental Incident Preparedness and Response).
7. NFPA 101: Life Safety Code (Fire Safety and Evacuation).
8. OSHA 29 CFR 1910.38 (Emergency Action Plans).
9. ILO Code of Practice on Occupational Safety and Health (2001).
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