SOP: Secure Disposal of Waste and Recycling
Materials

This SOP details the secure disposal of waste and recycling materials, including proper segregation, handling,
storage, transportation, and final disposal methods. It aims to minimize environmental impact, prevent contamination,
and ensure compliance with local regulations. The procedures cover hazardous and non-hazardous waste
management, recycling protocols, employee responsibilities, and documentation requirements to maintain a safe and
sustainable waste disposal system.

1. Purpose

To provide standardized procedures for the secure segregation, collection, handling, storage, transportation, and final
disposal of waste and recycling materials in compliance with applicable laws and policies.

2. Scope

This SOP applies to all employees, contractors, and visitors involved in the generation, handling, and management of
waste and recycling materials within the organization's premises.

3. Definitions

¢ Hazardous Waste: Waste that poses substantial or potential threats to public health or the environment (e.g.,
chemicals, batteries, electronic waste).

* Non-Hazardous Waste: General waste that does not pose a significant risk (e.g., paper, plastics, organic
waste).

¢ Recyclable Materials: Materials that can be processed for reuse (e.g., paper, cardboard, certain plastics,
metals, glass).

4. Responsibilities

Role Responsibility

Adhere to waste segregation guidelines; properly dispose of waste and recyclable

All Employees S .
materials; report non-compliance or hazards.

Supervisors/Managers  Ensure compliance, provide training, monitor practices, and maintain documentation.

Facilities/Environmental Oversee waste management activities, coordinate with approved vendors, and ensure
Team compliance with regulations.

5. Procedures

5.1 Waste Segregation
1. Segregate waste at source into designated containers for hazardous, non-hazardous, and recyclable materials.

2. Clearly label containers and use color-coded bins as per local regulations.
3. Do not mix hazardous waste with non-hazardous or recyclable materials.

5.2 Collection & Handling
1. Regularly collect and transfer waste from collection points to designated storage areas using appropriate PPE.

2. Ensure containers are properly sealed and intact during handling and transport.
3. Handle hazardous waste in accordance with MSDS and regulatory requirements.

5.3 Storage
1. Store waste in secure, ventilated, and clearly labeled areas.

2. Implement secondary containment for hazardous substances to prevent leaks or spills.
3. Limit storage time as per regulatory requirements.

5.4 Transportation



1. Transport waste to disposal or recycling facilities using licensed and authorized service providers.
2. Ensure transportation documentation accompanies all hazardous waste shipments.

5.5 Disposal & Recycling

1. Dispose of non-recyclable waste at approved landfill sites or waste-to-energy facilities.
2. Send recyclable materials to licensed recycling centers.
3. Follow specialized procedures for hazardous waste disposal (e.g., incineration, specialized treatment).

6. Documentation & Records

¢ Maintain records of waste generation, collection, transportation, and disposal.
e Keep manifests for hazardous waste as required by law.
¢ Document non-compliance incidents and corrective actions.

7. Training

¢ Provide regular training to all staff on waste segregation, handling, emergency response, and compliance
obligations.

8. Compliance

¢ Adhere to all local, regional, and national regulations pertaining to waste and recycling management.
e Perform regular audits to ensure SOP compliance.

9. Review & Revision

This SOP shall be reviewed annually or upon significant changes in waste management regulations or organizational
processes.

10. References

¢ Applicable local, regional, and national waste disposal regulations
¢ Material Safety Data Sheets (MSDS)
¢ Organization's Environmental Policy
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